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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:

- the contract notice;

- 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: Technical specifications

Annex II: The European Parliament's environmental policy

Annex III: Declaration on the tenderer's honour concerning the exclusion and the selection
criteria

Annex IV: Financial identification form - supplier

Annex V: Information sheet concerning groups of economic operators

Annex VI: Declaration concerning subcontractors

Annex VII: Financial data sheet

Annex VIII: Label to be affixed to the outer and inner envelopes when a tender is sent
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PART I – GENERAL INFORMATION

2. SUBJECT OF THE CONTRACT

In accordance with the provisions of Regulation (EU, Euratom) No 966/2012 of the European
Parliament and of the Council 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 the Operation of green public procurement Helpdesk in the European Institutions
and/or bodies listed under point 3.

In connection with this invitation to tender, Contract Notice 2016/S 226-411202 has been
published in the Official Journal of the European Union S 226 of 23 November 2016.

3. DESCRIPTION, PURPOSE AND ESTIMATED VALUE OF THE CONTRACT

This is an inter-institutional call for tenders.

Eight Institutions and/or Bodies of the European Union are participating in this contract:

 the European Parliament, as the Principle Institution of this call for tenders, signatory to the
service contract on behalf of the other participating Institutions and/or Bodies;

 the European Commission
 The Council Secretariat
 The European Court of Justice
 The European Court of Auditors
 The European Economic and Social Committee
 The Committee of the Regions
 The European Investment Bank

Inter-institutional procedures are dealt with in the following way: the Parliament publishes the
call for tenders, evaluates the bids in cooperation with the participating Institutions and Bodies
and signs the resulting service agreement on behalf of the above-mentioned participating
Institutions and Bodies.

The Contractor will therefore provide the services to all above-mentioned Institutions and Bodies.

The objective of this service Framework Contract is to provide efficient, direct and practical
helpdesk service to assist staff dealing with procurement procedures in all above-mentioned
participating Institutions and bodies.

The service aims at providing support to integrate green criteria into all stages of their
procurement procedures, thus contributing to the reduction of their environmental impact and
promoting sustainable consumption. Full description of the service is to be found in Annex I.A.

The contract will run for one year and may be renewed three times. Performance of the contract
shall not begin until the contract is signed. Any renewal of the contract shall take place in
accordance with the terms laid down in the contract.
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The maximum total value of the contract is EUR 320.000 over four years.

During the three years following conclusion of the original service Framework Contract, the
European Parliament may open a negotiated procedure, without prior publication of a contract
notice, in accordance with Article 134(1)(e) of Commission Delegated Regulation No. 1268/2012
applicable to the general budget of the Union amended by Regulation 2015/1929 of the European
Parliament and of the Council of 28 October 2015.

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. GROUPS OF ECONOMIC OPERATORS

If the tender is submitted by a group of economic operators, Annex V must be completed and
included therewith.

Groups of economic operators may submit a tender. The European Parliament reserves the right
to require the group 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 group 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:

- 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 group’s actual status shall be established by any document or agreement signed by the
members of the group, 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
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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 group are modified
during the procedure, if those terms make no provision for the joint and several liability of the
group'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 liability and are compatible with performance of the contract.
At all events, it should be noted that, in the contract to be signed with the group, 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 groups of economic operators must specify the role, qualifications and experience
of each of the members of the group. 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 group of economic operators, each member shall furnish proof of right of access
to the contract (eligibility), 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 group 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.

If the tenderer uses subcontractors, Annex VI must be completed and included therewith.

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, 107 and 109 of the Financial Regulation, which entail exclusion from
participation in a contract issued by the European Union.

The European Parliament shall be entitled to reject any subcontractor who does not satisfy the
exclusion and/or selection criteria (see points 13 and 14 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.
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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. To specify the price of your tender, you must
complete the pricing schedule in Annex I.B.

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 price quoted must be all-inclusive and 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.

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 II to these
specifications. The successful tenderer will be required to ensure that the 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. Upon
request the successful tenderer will also supply the requisite information for European Parliament
staff on the environmental measures to be taken with regard to the products used in connection
with performance of the contract.

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-
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discrimination and equality set out in the European Union 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.

12. PERFORMANCE OF FRAMEWORK CONTRACTS

Not applicable.
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PART II – EXCLUSION, SELECTION AND AWARD CRITERIA

13. EXCLUSION CRITERIA

Minimum requirements

Tenders must comply with the legal obligations in the fields of environmental law, social law and
labour law, established by European Union law, national law, collective agreements or by
international conventions applicable in the fields of social and environmental law listed in Annex
X to 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.

The successful tenderer and, where appropriate, its sub-contractors, shall comply with the
applicable obligations in the fields of social and labour law established by European Union law,
national law, collective agreements or by international conventions applicable in the fields of
social and labour law listed in Annex X to Directive 2014/24/EU

The successful tenderer must replace a sub-contractor that does not comply with the
abovementioned obligations.

By submitting a tender, tenderers certify that they ensure compliance with the abovementioned
obligations.

Failure to comply with those obligations will necessarily entail rejection of the tender.

The full texts of Articles 106, 107 and 108 Financial Regulation on exclusion criteria and their
application are available in the Official Journal of the European Union, N° L-286 published on
30th October 2015, pages 1-29. Tenderers must declare that they are not in any of the exclusion
situations described in these articles.

Article 106 of the Financial Regulation (extracts): only sections 1, 4, 7 and 8 are reproduced
hereafter.

1. The contracting authority shall exclude an economic operator from participating in
procurement procedures governed by this Regulation where:

a) the economic operator is bankrupt, subject to insolvency or winding-up procedures,
where its assets are being administered by a liquidator or by a court, where it is in an
arrangement with creditors, where its business activities are suspended, or where it is in
any analogous situation arising from a similar procedure provided for under national
laws or regulations;

b) it has been established by a final judgment or a final administrative decision that the
economic operator is in breach of its obligations relating to the payment of taxes or
social security contributions in accordance with the law of the country in which it is
established, with those of the country in which the contracting authority is located or
those of the country of the performance of the contract;
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c) it has been established by a final judgment or a final administrative decision that the
economic operator is guilty of grave professional misconduct by having violated
applicable laws or regulations or ethical standards of the profession to which the
economic operator belongs, or by having engaged in any wrongful conduct which has an
impact on its professional credibility where such conduct denotes wrongful intent or
gross negligence, including, in particular, any of the following:

i) fraudulently or negligently misrepresenting information required for the verification
of the absence of grounds for exclusion or the fulfilment of selection criteria or in
the performance of a contract;

ii) entering into agreement with other economic operators with the aim of distorting
competition;

iii) violating intellectual property rights;

iv) attempting to influence the decision-making process of the contracting authority
during the procurement procedure;

v) attempting to obtain confidential information that may confer upon it undue
advantages in the procurement procedure;

d) it has been established by a final judgment that the economic operator is guilty of any
of the following:

i) fraud, within the meaning of Article 1 of the Convention on the protection of the
European Communities' financial interests, drawn up by the Council Act of 26 July
19951;

ii) corruption, as defined in Article 3 of the Convention on the fight against corruption
involving officials of the European Communities or officials of Member States of the
European Union, drawn up by the Council Act of 26 May 1997 2, and in Article 2(1) of
Council Framework Decision 2003/568/JHA3, as well as corruption as defined in the
law of the country where the contracting authority is located, the country in which the
economic operator is established or the country of the performance of the contract;

iii) participation in a criminal organisation, as defined in Article 2 of Council Framework
Decision 2008/841/JHA4;

iv) money laundering or terrorist financing, as defined in Article 1 of Directive
2005/60/EC of the European Parliament and of the Council5;

v) terrorist-related offences or offences linked to terrorist activities, as defined in
Articles 1 and 3 of Council Framework Decision 2002/475/JHA6, respectively, or

1 OJ C 316, 27.11.1995, p. 48
2 OJ C 195, 25.6.1997, p. 1
3 Council Framework Decision 2003/568/JHA of 22 July 2003 on combating corruption in the private sector (OJ

L 192, 31.7.2003, p. 54).
4 Council Framework Decision 2008/841/JHA of 24 October 2008 on the fight against organised crime (OJ L 300,

11.11.2008, p. 42
5 Directive 2005/60/EC of the European Parliament and of the Council of 26 October 2005 on the prevention of

the use of the financial system for the purpose of money laundering and terrorist financing (OJ L 309,
25.11.2005, p. 15).

6 Council Framework Decision 2002/475/JHA of 13 June 2002 on combating terrorism (OJ L 164, 22.6.2002, p.
3).
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inciting, aiding, abetting or attempting to commit such offences, as referred to in
Article 4 of that Decision;

vi) child labour or other forms of trafficking in human beings as defined in Article 2 of
Directive 2011/36/EU of the European Parliament and of the Council7;

e) the economic operator has shown significant deficiencies in complying with main
obligations in the performance of a contract financed by the budget, which has led to
its early termination or to the application of liquidated damages or other contractual
penalties, or which has been discovered following checks, audits or investigations by
an authorising officer, OLAF or the Court of Auditors;

f) it has been established by a final judgment or final administrative decision that the
economic operator has committed an irregularity within the meaning of Article 1(2) of
Council Regulation (EC, Euratom) No 2988/958.

4. The contracting authority shall also exclude the economic operator where a person who is a
member of the administrative, management or supervisory body of that economic operator,
or who has powers of representation, decision or control with regard to that economic
operator, is in one or more of the situations referred to in points (c) to (f) of paragraph 1. The
contracting authority shall also exclude the economic operator where a natural or legal
person that assumes unlimited liability for the debts of that economic operator is in one or
more of the situations referred to in point (a) or (b) of paragraph 1.

7. The contracting authority, (...), shall not exclude an economic operator from participating in
a procurement procedure where:

a) the economic operator has taken remedial measures specified in paragraph 8 of this
Article, thus demonstrating its reliability. This point shall not apply in the case referred
to in point (d) of paragraph 1 of this Article;

b) it is indispensable to ensure the continuity of service, for a limited duration and pending
the adoption of remedial measures specified in paragraph 8 of Article 106;

c) such an exclusion would be disproportionate (…).

In addition, point (a) of paragraph 1 of this Article shall not apply in the case of the purchase
of supplies on particularly advantageous terms from either a supplier which is definitively
winding up its business activities or the liquidators in an insolvency procedure, an
arrangement with creditors, or a similar procedure under national law.

(…)

8. The measures referred to in paragraph 7, which remedy the exclusion situation may include,
in particular:

7 Directive 2011/36/EU of the European Parliament and of the Council of 5 April 2011 on preventing and
combating trafficking in human beings and protecting its victims, and replacing Council Framework Decision
2002/629/JHA (OJ L 101, 15.4.2011, p. 1).

8 Council Regulation (EC, Euratom) No 2988/95 of 18 December 1995 on the protection of the European
Communities financial interests (OJ L 312, 23.12.1995, p. 1)
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a) measures to identify the origin of the situations giving rise to exclusion and concrete
technical, organisational and personnel measures within the relevant business area of the
economic operator, appropriate to correct the conduct and prevent its further occurrence;

b) proof that the economic operator has undertaken measures to compensate or redress the
damage or harm caused to the Union's financial interests by the underlying facts giving
rise to the exclusion situation;

c) proof that the economic operator has paid or secured the payment of any fine imposed
by the competent authority or of any taxes or social security contributions referred to in
point (b) of paragraph 1.

Article 107 of the Financial Regulation (extracts): only sections 1 and 2 are reproduced hereafter.

Rejection from a given procurement procedure

1. The contracting authority shall not award a contract for a given procurement procedure to
an economic operator who:

a) is in an exclusion situation established in accordance with Article 106;

b) has misrepresented the information required as a condition for participating in the
procedure or has failed to supply that information;

c) was previously involved in the preparation of procurement documents where this entails
a distortion of competition that cannot be remedied otherwise.

2. Before taking a decision to reject an economic operator from a given procurement
procedure, the contracting authority shall give the economic operator the opportunity to
submit its observations, unless the rejection has been justified in accordance with point (a)
of paragraph 1 by an exclusion decision taken with regard to the economic operator,
following an examination of its observations.

The tenderer is invited to complete Annex III where the exclusion criteria are mentioned.

Evaluation of the exclusion criteria

1. All tenderers must submit the declaration on the tenderer’s honour, duly dated and signed,
which is set out in Annex III.

2. In the case of a joint tender, the declaration on honour shall be provided by all the members
of the group.

3. The tenderer to whom the contract is to be awarded must submit the following documentary
evidence within 10 calendar days of the date of notification of the provisional award of the
contract and before the contract is signed:

- a recent extract from the judicial record or, failing that, a recent equivalent document
issued by a judicial or administrative authority in its country of establishment showing
that the economic operator to whom the contract is to be awarded is not in one of the
situations referred to in Article 106(1)(a), (c), (d) or (f) of the Financial Regulation; the
same shall apply to persons listed in Article 106 (4) of the Financial Regulation;
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- 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)(a) and (b) 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 establishment.

4. The requirement to submit the documentary evidence referred to in paragraph 3 is waived in
case of international organisations acting as tenderer, if the contracting authority can access
documentary evidence on a national database free of charge or if such evidence has already
been submitted to it for the purposes of another procurement procedure and provided that the
issuing date of the documents does not exceed one year and they 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
its situation have occurred.

14. SELECTION CRITERIA

The tenderer is invited to complete the Annex III where the selection criteria are mentioned.

14.1. Legal and regulatory capacity

The tenderer is required to fulfil at least one of the following conditions:

(a) Be enrolled in a relevant professional or trade register, except for international
organisations;

(b) For service contracts, hold a particular authorisation proving that it is authorised to
perform the contract in its country of establishment or be a member of a specific
professional organisation.

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

14. 2. 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, on
the basis of the information supplied by the tenderer, the European Parliament has doubts about a
tenderer's financial resources, or if these are insufficient for performance of the contract, the
tender may be rejected without the tenderer being entitled to claim any financial compensation.

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

- minimum annual turnover of EUR 160.000.

Financial and economic capacity will be assessed on the basis of the information included in the
following documents, to be supplied by tenderers:
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- financial statements (balance sheets, profit and loss accounts and any other related financial
information) or their extracts for the last three years for which accounts have been closed

- a statement of overall turnover and turnover in the area covered by the contract for the last
three financial years.

If the tenderer is unable to provide the references requested, he may prove his economic and
financial capacity by any other document 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. In that case the European
Parliament is entitled to refuse the application or the tender submitted if it has doubts about the
undertaking by the third party or about that party’s financial capacity. 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 group 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.

14.3. Technical and professional capacity

The tenderer must have sufficient technical and professional resources to perform the contract in
accordance with the contractual provisions, taking into account the contract's value and scale. If,
on the basis of the information provided by the tenderer, the European Parliament has any doubts
about its technical and professional resources or if these prove insufficient for the performance of
the contract, the tender may be rejected without the tenderer being entitled to any financial
compensation.

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:

- At least three years' experience in services/deliveries similar to those required by the contract
concerned;

- A team of experts in the field of Green Public Procurement, sustainable development,
helpdesk experience, among whom at least the project leader must have five years' proven
experience in the field covered by the invitation to tender; the other members of the team will
have at least three years' experience.

The technical and professional capacity of economic operators will be substantiated by the
following documents:

a) The educational and professional qualifications of the service provider and those of the
firm's managerial staff and, in particular, those of the person or persons responsible for
providing the services;
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i) A list of the principal services provided in the past three years, with the sums, dates
and recipients, public or private. If the recipient of those services and supplies was a
department of a Community institution, economic operators shall furnish proof in
the form of certificates issued or countersigned by the competent authority;

ii) A roster of experts available for the company to use during project implementation,
containing the information specified in Annex I.A of these specifications, as well as
their curriculum vitae;

iii) Name or names of the team leader(s) as well as their curriculum vitae;

b) A description of the technical equipment and the measures employed to ensure the quality
of the services and a description of the tenderer's study and research facilities;

c) A statement of the average annual manpower and the number of managerial staff of the
service provider or contractor in the last year;

The tenderer 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 a
commitment by those entities to that effect. In that case the European Parliament is entitled to
refuse the application or the tender submitted if it has doubts about the undertaking by the third
party or about that party’s professional and/or technical capacity.

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.

If it establishes that a tenderer faces a conflict of interest which could affect the performance of
the contract, the European Parliament may conclude that the tenderer is not of the calibre required
to perform the contract.

Environmental management standards

Tenderers may include in their tenders a copy of a certificate of compliance, issued by an
independent body, with the European Eco-Management and Audit Scheme (EMAS). The
European Parliament will accept certificates equivalent to those requested from bodies
established in a European Union Member State.

The independent certifying body must comply with European Union legislation or with European
or international standards on certification. Should that not be the case, certification of tenderer
compliance may not be accepted by the European Parliament.

A tenderer unable to provide the certificates required may provide other proof enabling the
European Parliament to assess whether it has introduced environmental management measures
equivalent to those laid down by the environmental standards with which the tenderer is required
to comply.

Quality management standards

Tenderers may choose to include in their tenders a copy of a certificate of compliance, issued by
an independent body, with a recognised quality management standard, such as the ISO 9000
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series, or equivalent. The European Parliament will accept equivalent certificates from bodies
established in other Member States.

At all events, the independent certifying body must comply with the European standards series
concerning certification.

If, furthermore, a tenderer is unable to provide the proof of certification requested, the European
Parliament may accept other proof of measures equivalent to those laid down by the recognised
quality assurance standards.

7. AWARD CRITERIA

The contract will be awarded to the tender offering the best price-quality ratio.

Tenders will be evaluated on the basis of the following criteria:

1) Price;

2) Quality and relevance of the methodology, techniques and tools for completion of tasks set
out in the tender;

3) Quality and organisation of the proposed team, including the network of available experts
and scope of their expertise. Particular attention should be paid to availability, continuity of
services and timely delivery

4) Quality standards, effectiveness of data collection methods, and quality of the knowledge
database as well as quality control measures applied to the services.

The weighting given to the different criteria is as follows:

- Qualitative criterion 2: maximum 25 points

- Qualitative criterion 3: maximum 25 points

- Qualitative criterion 4: maximum 20 points

To be selected for the next price evaluation stage, as described below, tenders will be required to
obtain:

- at least 15 points for criterion 2

- at least 15 points for criterion 3

- at least 12 points for criterion 4

Price criterion:

The assessors will award a maximum of 30 points for the price criterion.

The lowest-priced tender (which has obtained the minimum score laid down for the qualitative
evaluation) will be given the maximum points. The other tenders will be awarded points in
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proportion to their divergence from the lowest-priced tender. The formula to be used for
awarding points under the price criterion will be as follows:

(Pm / Po) * maximum number of points to be awarded

Pm: price of lowest-priced tender
Po: price of tender being evaluated

Quality is then linked to price in the following manner:

The number of points obtained for the price criterion [(Pm / Po) * maximum number of points to
be awarded] is added to the number of points obtained in the evaluation of the qualitative criteria.
The tender ranked first will be the one obtaining the most points.
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Annex II: The European Parliament's environmental policy
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Annex III: Declaration on the tenderer’s honour concerning the exclusion and
selection criteria

The undersigned [insert name of the signatory of this form], representing:

(only for natural persons) himself or
herself

(only for legal persons) the following legal person:

ID or passport number: Full official name:
Official legal form:
Statutory registration number:
Full official address:
VAT registration number:

(1) declares whether the above-mentioned person is in one of the following situations or not:

SITUATION OF EXCLUSION CONCERNING THE PERSON YES NO

(a) it is bankrupt, subject to insolvency or winding up procedures, its assets are being
administered by a liquidator or by a court, it is in an arrangement with creditors,
its business activities are suspended or it is in any analogous situation arising
from a similar procedure provided for under national legislation or regulations;

(b) it has been established by a final judgement or a final administrative decision that
the person is in breach of its obligations relating to the payment of taxes or social
security contributions in accordance with the law of the country in which it is
established, with those of the country in which the contracting authority is located
or those of the country of the performance of the contract;

(c) it has been established by a final judgement or a final administrative decision that
the person is guilty of grave professional misconduct by having violated
applicable laws or regulations or ethical standards of the profession to which the
person belongs, or by having engaged in any wrongful conduct which has an
impact on its professional credibity where such conduct denotes wrongful intent
or gross negligence, including, in particular, any of the following:

(i) fraudulently or negligently misrepresenting information required for the
verification of the absence of grounds for exclusion or the fulfilment of
selection criteria or in the performance of a contract;
(ii) entering into agreement with other persons with the aim of distorting
competition;
(iii) violating intellectual property rights;

(iv) attempting to influence the decision-making process of the contracting
authority during the procurement procedure;
(v) attempting to obtain confidential information that may confer upon it
undue advantages in the procurement procedure;
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(d) it has been established by a final judgement that the person is guilty of any of the
following:

(i) fraud, within the meaning of Article 1 of the Convention on the protection
of the European Communities' financial interests, drawn up by the Council
Act of 26 July 1995;
(ii) corruption, as defined in Article 3 of the Convention on the fight against
corruption involving officials of the European Communities or officials of EU
Member States, drawn up by the Council Act of 26 May 1997, and in Article
2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as
defined in the legal provisions of the country where the contracting authority
is located, the country in which the person is established or the country of the
performance of the contract;
(iii) participation in a criminal organisation, as defined in Article 2 of Council
Framework Decision 2008/841/JHA;
iv) money laundering or terrorist financing, as defined in Article 1 of Directive
2005/60/EC of the European Parliament and of the Council;
(v) terrorist-related offences or offences linked to terrorist activities, as
defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA,
respectively, or inciting, aiding, abetting or attempting to commit such
offences, as referred to in Article 4 of that Decision;
(vi) child labour or other forms of trafficking in human beings as defined in
Article 2 of Directive 2011/36/EU of the European Parliament and of the
Council;

(e) the person has shown significant deficiencies in complying with the main
obligations in the performance of a contract financed by the Union’s budget,
which has led to its early termination or to the application of liquidated damages
or other contractual penalties, or which has been discovered following checks,
audits or investigations by an Authorising Officer, OLAF or the Court of
Auditors;

(f) it has been established by a final judgment or final administrative decision that
the person has committed an irregularity within the meaning of Article 1(2) of
Council Regulation (EC, Euratom) No 2988/95;

(g) for the situations of grave professional misconduct, fraud, corruption, other
criminal offences, significant deficiencies in the performance of the contract or
irregularity, the applicant is subject to:

i. facts established in the context of audits or investigations carried out by the
Court of Auditors, OLAF or internal audit, or any other check, audit or control
performed under the responsibility of an authorising officer of an EU
institution, of a European office or of an EU agency or body;

ii. non-final administrative decisions which may include disciplinary measures
taken by the competent supervisory body responsible for the verification of
the application of standards of professional ethics;

iii. decisions of the ECB, the EIB, the European Investment Fund or international
organisations;

iv. decisions of the Commission relating to the infringement of the Union's
competition rules or of a national competent authority relating to the
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infringement of Union or national competition law; or
v. decisions of exclusion by an authorising officer of an EU institution, of a

European office or of an EU agency or body.
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[Only for legal persons other than Member States and local authorities, otherwise delete this
table( point 2)]

(2) declares whether a natural or legal person who is a member of the administrative,
management or supervisory body of the above-mentioned legal person, or who has powers of
representation, decision or control with regard to the above-mentioned legal person (this
covers the company directors, members of the management or supervisory bodies, and cases
where one natural person holds a majority of shares) is in one of the following situations or
not:

SITUATIONS OF EXCLUSION CONCERNING NATURAL OR LEGAL PERSONS WITH
POWER OF REPRESENTATION, DECISION-MAKING OR CONTROL OVER THE LEGAL

PERSON

YES NO

Situation (c) above (grave professional misconduct)

Situation (d) above (fraud, corruption or other criminal offence)

Situation (e) above (significant deficiencies in performance of a contract )

Situation (f) above (irregularity)

[Only for legal persons other than Member States and local authorities, otherwise delete this
table (point 3)]

(3) declares whether a natural or legal person that assumes unlimited liability for the debts of the
above-mentioned legal person is in one of the following situations or not:
SITUATIONS OF EXCLUSION CONCERNING NATURAL OR LEGAL PERSONS
ASSUMING UNLIMITED LIABILITY FOR THE DEBTS OF THE LEGAL PERSON YES NO

Situation (a) above (bankruptcy)

Situation (b) above (breach in payment of taxes or social security
contributions)

(4) declares whether the above-mentioned person:

GROUNDS FOR REJECTION FROM THIS PROCEDURE YES NO

(h) has not distorted competition by being previously involved in the preparation of
procurement documents for this procurement procedure;

(i) has provided accurate, sincere and complete information to the contracting
authority within the context of this procurement procedure;

(5) acknowledges that the above-mentioned person may be subject to rejection
from this procedure and to administrative sanctions (exclusion or financial
penalty) if any of the declarations or information provided as a condition for
participating in this procedure prove to be false.
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REMEDIAL MEASURES

If the person declares one of the situations of exclusion listed above, it should indicate the
measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. They
may include e.g. technical, organisational and personnel measures to prevent further occurrence,
compensation of damage or payment of fines. The relevant documentary evidence which
appropriately illustrates the remedial measures taken should be provided in annex to this
declaration. This does not apply for the situations referred in point (d) of this declaration.

EVIDENCE UPON REQUEST

Upon request and within the time limit set by the contracting authority the person shall provide
information on the persons that are members of the administrative, management or supervisory
body, as well as the following evidence concerning the person or the natural or legal persons
which assume unlimited liability for the debt of the person:

For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial
record is required or, failing that, an equivalent document recently issued by a judicial or
administrative authority in the country of establishment of the person showing that those
requirements are satisfied.
For the situation described in point (a) or (b), production of recent certificates issued by the
competent authorities of the State concerned are required. These documents must provide
evidence covering all taxes and social security contributions for which the person is liable,
including for example, VAT, income tax (natural persons only), company tax (legal persons only)
and social security contributions. Where any document described above is not issued in the
country concerned, it may be replaced by a sworn statement made before a judicial authority or
notary or, failing that, a solemn statement made before an administrative authority or a qualified
professional body in its country of establishment.
If the person already submitted such evidence for the purpose of another procedure, its issuing
date does not exceed one year and it is still valid, the person shall declare on its honour that the
documentary evidence has already been provided and confirm that no changes have occurred in
its situation.
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(6) declares whether the above-mentioned person complies with the selection criteria as
provided in the tender specifications:

SELECTION CRITERIA YES NO

(a) It has the legal and regulatory capacity to pursue the professional activity
needed for performing the contract as required in section 14.1 of the tender
specifications;

(b) It fulfills the applicable economic and financial criteria indicated in section
14.2 of the tender specifications;

(c) It fulfills the applicable technical and professional criteria indicated in
section 14.3 of the tender specifications.

(7) declares that the above-mentioned person will be able to provide the
necessary supporting documents listed in the relevant sections of the tender
specifications and which are not available electronically upon request and
without delay.

Full name Date Signature

Signature: ...............................................
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Annex IV: Financial identification form - Supplier

Title / LEGAL FORM

NAME (S)

ABBREVIATION

ADDRESS Street

Number Postcode

Town / City Country

VAT-Number

PLACE OF REGISTRATION

/ /

PHONE FAX

E-MAIL

ACCOUNT NAME
 (The name under which the account has been opened)

ADDRESS Street

Number Postcode

Town / City Country

BANK

IBAN
(Obligatory,  if the IBAN Code exists in the country where your bank is established )

SWIFT CODE (BIC) CURRENCY

ACCOUNT NUMBER
(National Format)

BANK NAME

ADDRESS Street

Number Postcode

Town / City Country

BANK STAMP + SIGNATURE OF BANK REPRESENTATIVE * : DATE + SIGNATURE OF ACCOUNT HOLDER

(Obligatory)

LEGAL ENTITY
PRIVATE COMPANY

A copy of some official document showing the name of the legal entity, the registration address, the VAT number and the registration number given by the national authorities must be
attached.

* It is preferable to attach a copy of recent bank statement. Please note that the bank statement has to provide all the information listed above under 'ACCOUNT NAME' and 'BANK'. In this case,
the stamp of the bank and the signature of the bank's representative are not required. The signature of the account-holder is obligatory in all cases.

ACCOUNT NAME
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Annex V: Information sheet concerning groups of economic operators

Official name of the member authorised by the group9:
......................................................................................................................................................

Official address:
.......................................................................................................................................................
.....................................................................................................................................................

Legal form of the group10:
.......................................................................................................................................................
.....................................................................................................................................................

I, the undersigned, Mr/Ms …, representing the authorised representative of the consortium of
operators submitting this tender, hereby declare that I have noted the conditions laid down by
the European Parliament for submission of a tender by a group and that the submission of a
tender and the signing of this declaration imply acceptance of those conditions:

‘The group of economic operators shall furnish proof of its legal form in the tender. This may
take one of the following forms:

- 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 group or a temporary association);

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

The document supplied must prove the group's actual status. In that document or in an annex
thereto, the economic operators making up the group shall undertake, as tenderers, to bear
joint and several liability during performance of the contract, should it be awarded to them.

The European Parliament may accept other legal forms not referred to above, provided that
they ensure the parties’ joint and several liability and are compatible with performance of the
contract. However, in the contract to be signed with the group 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.’

9 State the name and address of the member authorised by the other members of the group to represent it. If
no authorisation has been given, all group members should sign this declaration.

10 To be indicated if a precise form has been chosen by the group members. If that is not the case, leave blank.
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Information on members of group

Name of member of
group

Address of member of
group

Name of member’s
representative

Description of
technical,

professional and
economic capacities

11

Date: ............................ Signature: ...............................................

11 Should such a description already have been provided in the tender, reference may be made to precisely
where that description appears.
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Annex VI: Declaration concerning subcontractors

Name of the tenderer:

I, the undersigned, Mr/Ms …, in my capacity as representative of the above-mentioned
tenderer, hereby declare that, in the event that the contract, or one or more lots thereof, is
awarded to the tenderer, the following economic operators will act as subcontractors:

I acknowledge that the European Parliament reserves the right to require information to be
provided on the financial, economic, technical and professional capacities of the proposed
subcontractor(s), and that the European Parliament may demand the requisite proof to
establish whether the subcontractors comply with the exclusion criteria applying to tenderers.

In this context, the European Parliament reserves the right to reject any proposed
subcontractor not complying with the exclusion and/or selection criteria.

Furthermore, the European Parliament must be informed by the Contractor of any subsequent
use of subcontracting not provided for in the tender. The European Parliament therefore
reserves the right to accept or reject any subcontractor proposed during the performance of the
contract. Accordingly, it may demand the requisite proof to establish whether a subcontractor
complies 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.

Date: ............................ Signature: ...............................................

Details of subcontracting

Name &
address of

subcontractor

Description of the subcontracted part
of the contract

Value of subcontracted part
of contract (in EUR and as
a percentage of estimated
total amount of contract)
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Annex VII: Financial data sheet

To be completed by the tenderer or by each company in the case of a group of economic operators with a joint
representative, on the basis of the financial statements for the last three financial years, which must be attached.

Turnover
Total turnover for the last three financial years12

Year n-1 ..................................................................................... EUR
Year n-2 ..................................................................................... EUR
Year n-3 ..................................................................................... EUR

Profit
Total net profit after tax for the last three financial years
Year n-1 ..................................................................................... EUR
Year n-2 ..................................................................................... EUR
Year n-3 ..................................................................................... EUR

Assets available in the short term
Total assets 13 available within one year
Year n-1 ..................................................................................... EUR
Year n-2 ..................................................................................... EUR
Year n-3 ..................................................................................... EUR

Short-term debt
Total debt 14 due within one year
Year n-1 ..................................................................................... EUR
Year n-2 ..................................................................................... EUR
Year n-3 ..................................................................................... EUR

Certified true and accurate.

Done at …..................... on ….....................................

Signature(s):

12 Any minimum annual overall turnover figure requested should be maximum two times the estimated annual
value of the contract, except in duly justified cases linked to the nature of the purchase, which the
contracting authority shall explain in the procurement documents.

13 Debts receivable within not more than one year, orders in progress, cash investments, available securities
and adjustment accounts.

14 All debt of any kind due within not more than one year, and adjustment accounts.
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Annex VIII: Label to be affixed to the outer and inner envelopes when a tender
is sent



EUROPEAN PARLIAMENT
Official Mail Service

Rue Wiertz 60,
B-1047 Brussels

Belgium
INVITATION TO TENDER No EMAS-2016-003

EMAS Unit
Office PHS 06A048

NOT TO BE OPENED BY THE MAIL SERVICE OR ANY UNAUTHORISED PERSON



In the case of several packages or envelopes: make copies of the label and repeat the operation
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Annex I.A

TECHNICAL SPECIFICATIONS

Inter-institutional open procedure

Operation of green public procurement Helpdesk
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1. TITLE OF THE CONTRACT

Operation of green public procurement Helpdesk in the following Institutions and/or Bodies:

 the European Parliament, as the Principle Institution of this call for tenders, signatory to
the service contract on behalf of the other participating Institutions and/or Bodies;

 the European Commission
 The Council Secretariat
 The European Court of Justice
 The European Court of Auditors
 The European Economic and Social Committee
 The Committee of the Regions
 The European Investment Bank

2. BACKGROUND

Green public procurement (GPP) is a way of pursuing environmental policy. It is practiced in
Europe, where the European Commission defines it as ‘a process whereby public authorities
seek to procure goods, services and works with a reduced environmental impact throughout
their life cycle when compared to goods, services and works with the same primary function
that would otherwise be procured.’

The aim of GPP is to influence the market for environmental benefit. Public sector spending
is an important part of the economy in many countries. In the EU, public authorities spend the
equivalent of 19% of its GDP every year. By using this purchasing power for goods and
services with lower environmental impact, public authorities can influence sustainable
production and consumption. It can help stimulate a critical mass of demand for more
sustainable goods and services which otherwise would be difficult to get onto the market.
GPP is therefore a strong stimulus for eco-innovation.

As regards with the strong focus of the EU on pro-environmental policies, the concrete
actions of its institutions and bodies should be exemplary in that domain. For these actors,
Public Procurement appears to be the most obvious and efficient aspect to leverage to achieve
this exemplarity.

To be effective, GPP requires the inclusion of clear and verifiable environmental criteria for
products and services in the public procurement process. The European Institutions and
Bodies have developed guidance in this area. The challenge of furthering take-up by more
public sector bodies so that GPP becomes common practice still remains.

The following have been identified among the obstacles to applying GPP:

 Insufficient awareness regarding the existing green solutions, due to lack of necessary
resources for market analysis

 Lack of knowledge on existing green criteria and how to verify them in tenders
 Lack of awareness of the benefits of green procurement
 Insufficient access to legal and technical expertise and to GPP help resources.
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In the wake of the implementation of the 2014 Directive on Public Procurement15, the
existence of these obstacles justified the need for reliable and efficient expertise on the matter,
hence the setup of a GPP helpdesk - Pilot Project within the European Parliament in
2015/2016.

The GPP helpdesk - Pilot Project contract is to terminate soon. Further investment in this
project is deemed necessary given the considerable influence of public procurement on the
environment, its potential to push for innovations and to reduce costs in the medium-/long-
term.

The above mentioned challenges and advantages to GPP are similar in other EU Institutions
and Bodies. Hence, the decision to extend the service of the GPP helpdesk to interested EU
Institutions and Bodies.

EU Institutions and Bodies have similar logistical and service needs to run their operations.
By providing the same shared GPP Helpdesk service to several interlocutors, all participating
Institutions and Bodies are bound to benefit from each other’s experience and share best
practices.

The operation of green public procurement helpdesk will focus on the areas listed below in all
participating Institutions and Bodies:

 Cleaning
 Food and Catering
 Furniture
 IT and Imaging Equipment16

 Lighting
 Paper
 Vehicles and Transport
 Sanitary and Water Equipment
 Waste Management
 Textiles
 Office supplies17

 Refurbishment18

 Maintenance of green areas and interior hydro culture plants

Considering the nature of these areas, it should be noted that approximately 90% of the
interlocutors from all participating institutions will be staff dealing with procurement
procedures in Directorates General dealing with Infrastructure and Logistics as well as
Information and Communication Technology.

15 Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public
procurement

16 e.g. Printers, desktops, servers, telecommunication equipment, etc.

17 Excluding IT consumables and paper

18 e.g. Supplies and services for renovation and fitting-in premises, like: paintings, floor and wall coverings,
metal structures, masonry, wood joinery, etc.
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Related initiatives

In view of achieving possible synergies with other initiatives currently on-going at European
level, the contractor shall follow developments, training opportunities and other updates
related to GPP from the following stakeholders:

 DG Environment of the European Commission
http://ec.europa.eu/environment/gpp/index_en.htm

 Procura Plus

http://www.procuraplus.org/

3. OBJECTIVES AND NATURE OF THE CONTRACT

The objective of this service contract is to provide efficient, direct and practical helpdesk
service to assist staff dealing with public procurement in relation to the implementation of the
GPP approach in the participating Institutions and Bodies.

It aims at providing support to procurement units and to staff dealing with procurement
procedures in the participating Institutions and Bodies to integrate green criteria into all stages
of their procurement procedures, thus contributing to the reduction of all participating
Institutions and Bodies’ environmental impact and promoting sustainable consumption.

The requirements of the present technical specifications are minimum requirements.
The items proposed by the tenderer in their bid in view of exceeding the minimum
requirements outlined in the Technical Specifications shall be considered in the awarding of
the contract on the basis of awarding quality criteria defined in the administrative clauses of
the specifications. During the execution of the contract, the Contractor shall be responsible
for providing the additional items proposed in their bid to exceed the minimum requirements.

4. TYPE OF CONTRACT

Framework contract of one year renewable three times.

5. TARGET GROUP

All staff involved in Public procurement procedures of the participating Institutions and
Bodies.

6. DESCRIPTION OF TASKS TO BE CARRIED OUT BY CONTRACTOR

GPP Helpdesk is envisioned as an addition to the financial Helpdesk of all participating
Institutions and Bodies with focus on provision of efficient and quality support to staff
dealing with procurement procedures in their daily work in relation to greening tender
procedures in all participating Institutions and Bodies. Contractor will secure both general
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and customized support to staff involved in procurement procedures in all participating
Institutions and Bodies.

The Contractor must have appropriate human and technical resources to process all enquiries
related to green aspects of procurement received directly from staff in participating
Institutions and Bodies or forwarded by the EMAS Units of participating Institutions and
Bodies, replying by telephone or electronic mail in a timely and reliable manner.

The GPP Helpdesk will process enquiries (receiving, dealing with, and replying, via
telephone and electronic mail), collect good practices and frequently asked questions and
compile them into a knowledge database. This database will be the property of the European
Parliament. The transfer of ownership of assigned rights and the various methods of
exploiting those rights shall be free. The database will have to be transferred to the EP at the
latest 15 days before termination of the contract.

Inquiries are to be handled in writing by electronic mail or orally by telephone. The requests
and replies made must be logged, archived and reported.

All replies provided by the Helpdesk to its users should be specific, supportive and of high
quality. They should relate directly to the needs of the enquirers and propose adequate
solutions to their problems. The Contractor shall keep a record of all requests and replies.

It is not within the competence of the contractor to advise enquirers on policy issues or to
interpret the various Regulations which define the policy instruments, but should they be
required to do so by a particular client, this type of request should be dealt with in cooperation
and consultation with the EMAS Units of all participating Institutions and Bodies.

Helpdesk tasks will be carried out in English and French.

Helpdesk operation will be based in contractor's premises. There is a potential for occasional
field work19 in Brussels and Luxembourg, if needed.

6.1. Handling GPP related inquiries (45%)20

Answering to written inquiries by electronic mail

The Helpdesk will operate a functional inbox to receive all written inquiries related to the
green public procurement from staff in all participating Institutions and/or Bodies. Questions
received will be answered within specific time frames and classified as category A, B, C and
D according to the explanation below. All questions received under A-/B-type should be
answered within 24 hours from its receipt. Category C request must be answered within 72
hours from its receipt.

19 The contractor shall undertake to minimise environmental impact of travel associated with the execution of
this contract, by structuring the tasks so as to minimise the need for travel, by limiting the number of
persons travelling, and by prioritising public transport with lower environmental impact (trains, bus travel)
over the use of personal vehicles and air travel.

20 The percentage following the heading for each task in the lists represents a general estimate of the proportion
of time and resources the Contractor is expected to devote to each of the task. This percentage is therefore
also an indication of the relative importance of individual tasks in the framework of contract execution.
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Inquiries may consist of specific questions related to the drafting of environmental aspects in
the tender documents or related to the evaluation of the environmental aspects of offers
received during a tender procedure.

In either of the following special cases, the pertinent elements of the reply shall be added by
the Contractor to the knowledge database, for future use.

Category A- Standard answers

A standard answer to an enquiry already exists, or needs only a minor modification, and can
be prepared on average within 15 minutes.

Actions required for Category A requests:

1) Analyse the question and dispatch notification of receipt.

2) Find the correct standard answer in the knowledge database, and make any necessary
modifications to the standard answer

3) Dispatch the answer through the appropriate channel

Category B- Specific answers

A personalised reply can be prepared on the basis of existing documentation and other
information at the disposal of the Helpdesk, requiring an average processing time of 30 to 60
minutes.

Actions required for Category B requests:

1) Analyse the question and dispatch notification of receipt

2) Refer to available documentation and other relevant information sources

3) Formulate an answer and dispatch it through the appropriate channel

Category C - Complex answers

Queries not foreseen in the documentation provided by EMAS in the participating Institutions
and/or Bodies or within the standard documents, prepared by or available to the Contractor
and, requiring more than 1 hour but no more than 3 hours to be answered.

Actions required for Category C requests:

1) Analyse question and dispatch notification of receipt

2) Inform the EMAS Unit of the Institution and/or Body concerned about the question,
highlighting the non-standard elements for which further research is required

3) Identify the contacts for help with the research, if necessary, and perform the research on
all non-standard aspects of the question(s)
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4) Prepare reply based on information researched by the Contractor and approved by the
EMAS Unit of the Institution and/or Body concerned and/or the information received directly
from the concerned EMAS Unit

5) Dispatch answer by appropriate channel

Should the preparation of answer to the question from Category C require more than 3 hours
and foresees need for involvement of external resources21, it will be upgraded into case and
treated under customized service (under the conditions set out in point 6.2. below)

Category D - Questions for which HELPDESK needs support from one of the services or
EMAS Units of the participating Institutions and/or Bodies

Occasionally, the Contractor will receive questions for which the answer could be found
among various services or EMAS UNITS of the participating Institutions and/or Bodies.

In such cases, Contractor will forward the requests to identified contacts (provided the EMAS
Unit concerned) and inform the sender that the request has been forwarded. Contractor will
follow up on the question and once obtained the answer, it will dispatch it to the interested
party. It is the Contractor's responsibility in all cases to ensure that each inquiry is answered
in a timely manner, regardless of whether the inquiry was forwarded to a third party for
further treatment
For some complex answers, the EMAS Unit concerned may - upon notification of the query -
choose to reply directly to the staff member or service asking the question, copying the
answer to the Helpdesk, or may define the elements necessary for the Helpdesk to the Client.

The Helpdesk will be reachable via a dedicated email address provided by the European
Parliament. The contractor will answer all written inquiries sent to that email address and
related to the green public procurement of all participating EU Institutions and/or Bodies.

Answering to telephone inquiries

Any telephone enquiries shall be answered directly during working hours of the Helpdesk,
which shall be every Monday through Friday from 9:00am -16:00pm, with the exception
of the office closing days of the participating Institutions and Bodies22. In the exceptional
circumstance of the unavailability of the Helpdesk, an answering machine will be available
24h/day and a message will be taken and responded to within 24 hours.

Telephone calls where a reply can be given immediately during the call shall be considered as
category A, standard answers (in the context of the classification outlined above).
For requests involving more detailed or lengthy answers, a contact address should be
registered, the question recorded, and the inquiry then handled as a written request, of
category A, B, C or D as appropriate.

21 Experts from Roster of Experts

22 Contractor will be provided with official calendar for all participating Institutions and Bodies every year.
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6.2. Customized support with development of green tender specifications (40%)

In addition to handling of GPP related inquiries (6.1), Contractor shall provide customized
support to procurement officers on the basis of an adequate methodology (tenderers should
describe this methodology in their offer; 3 pages maximum) with development of green tender
specifications, primarily, but not limited, to the 13 product groups mentioned above.

For successful and highly professional support with development of tender specifications, the
contractor shall have access to a "List of Experts"23, primarily to cover the above mentioned
13 product groups, which will provide highly focused, confidential and punctual support to
procurement officers in charge of the particular tender. List of experts shall be included in the
offer. The list will specify the name, origin, affiliation, field(s) of expertise, years of
experience, and languages spoken for each expert listed.

Procurement officers in all participating Institution and Bodies may request the following
types of support from the contractor:

- Standard support - basic consultations, advice, guidance, market research - maximum
4h (1/2 working day) of work/research per request

- Extended support - maximum 8 h (1 working day) of work/research per request

- Case based support for more comprehensive tenders of higher value and ecologic
impact - 24 h (3 working days) of work/research per request

Customized support is envisioned as an important means of greening participating
Institutions and Bodies’ public procurement procedures and will be offered to all staff
dealing with procurement procedures based on needs and calendar of each service, whenever
possible24. Request for customized support shall be sent directly to the Contractor. However,
requests will be processed only upon EMAS Unit's approval of the participating Institution
and Body concerned for provision of customised support.

As a pre-condition for successful customized support, the EMAS Units of each participating
Institution and Body will provide an indicative calendar of recurrent and planned purchases
by type of products and services for each DG. Based on this planning and concrete needs of
each particular DG, the annual plan for customized support will be developed, with a priority
list if necessary.

6.3 Provision of market research on new sustainable products/services (5%)

Staff dealing with procurement procedures should be kept up-to-date with new developments
regarding particular product groups of their interest, innovative solutions and green variants.

23 Experts can be external and engaged based on need for particular task or part of the task within the Contract.

24 Cases of previously unforeseen but ecologically impacting procedures will be dealt on a case by case basis,
based on request by services concerned and the approval from the EMAS Unit of the Institution or Body
concerned
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The contractor should propose the methodology for delivery of the research documentation on
the latest innovations in the field of GPP (2 pages maximum). The documentation should
focus on, but not be restricted to, innovations in the field of the 13 priority products.

The contractor shall finally determine, prior to the signature of the contract and in cooperation
with the EMAS Unit in the EP, the most appropriate methodology and frequency for
disseminating this information (minimum twice a year).

Possible means of disseminating information shall include as e.g. targeted information
leaflets, newsletters, targeted mail and email, press communications, etc.

Each participating Institution and Body shall undertake an in-depth needs assessment of all
DGs, identifying in particular all stakeholders, their fields of interest and needs. Special
attention would be paid to greening of tenders related to 13 identified priority product groups
(Cleaning, Food and Catering, Furniture, IT and Imaging Equipment, Lighting, Paper,
Vehicles and Transport, Sanitary and Water Equipment, Waste Management, Refurbishment
and Maintenance of green areas and interior hydro culture plants).

Based on the prior needs assessment and planning, the contractor will provide interested
parties with timely and accurate information concerning the various instruments for greening
of public procurement (GPP toolkit updates, EMAS, EcoLabels) and help them with market
research as needed.

6.4 Presentations at inter-institutional events (5%)

During the first year of the contract, the contractor shall prepare two presentations per year
and per site: Two in Brussels and two in Luxembourg. The first two presentations should be
held within one month after the signature of the Framework Contract. They will have the aim
of presenting the service of the GPP Helpdesk to procurement officers of all participating
Institutions and Bodies.

In addition, the contractor will prepare yearly two presentations at inter-institutional events:
one in Brussels and one in Luxembourg.

All presentations will include all participating Institutions and Bodies in order to keep the
philosophy of a common service with a view to exchange best practices. Each presentation
should be of one hour maximum. The concrete theme of all inter-institutional presentations
will be proposed by the contractor and approved by the leading Institution, after consultation
of participating Institutions and Bodies.

6.5. Establishing and maintaining the knowledge database (5%)

The knowledge database will be one of the required outputs of this service contract. It will
include the following:

 A list of good practices and ‘Frequently Asked Questions’ (FAQs) (points 6.1 and 6.2)
The Contractor shall establish and regularly update a list of FAQs in order to provide
(regularly) updated answers to standard enquiries. FAQs section shall consist of genuine but
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anonymous examples catalogued by Institution or Body/DG/Directorate/Service
concerned/product type or group/year and keywords. It should be easily searchable.
 Market research on new sustainable products/services (point 6.3)
 Presentations at inter-institutional events (point 6.4)

The database has to be user-friendly, secured and accessible to staff designated by the EU
participating Institutions and Bodies.

The tenderer must describe the features and functioning of knowledge database created for the
needs of the participating Institutions and Bodies as outlined above and its transfer to EP upon
contract expiry.

The knowledge database will be stored in the EU and the service provider will be bound by
EU law. In case the service provider uses subcontractors or third party services, those should
offer the same guarantees. The service provider should be accountable for them, and should
be the sole point of contact for conflict resolution, should any arise. The service provider
should detail their guarantees concerning data availability, continuity, and integrity, including
the possibility to retrieve the data after an incident, natural catastrophe, or end of business.
Security information, such as EP system passwords or EP user credentials can only be stored
in systems or devices where the EP holds full control. If the EP wants to conduct a security
audit of the systems and processes involved in the management of its data (for example, if
required in the context of an incident or of larger scale audit), the service provider will agree
to facilitate the audit.

The knowledge database will contain information of purely technical nature and only generic
questions and answers will be stored, avoiding any reference to personnel data.

7. ESTIMATION OF THE VOLUME OF THE CONTRACT

The estimated number of inquiries (art. 6.1) per year and per participating Institution and
Body is as follows:

Type of questions Average of occurrences per
Institution/ Body

Average total
occurrences per

year for all
Institutions/Bodies

Cat.A (within 15') 5 40
Cat.B (within 60') 3 24
Cat.C (within 180') 3 24
Cat.D (within 120’) 2 16

The estimated volume of Customized services (art.6.2) per year and per Institution and Body
is as follows:
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The total estimated number of hours from the above tables is 522 hours.

The above-mentioned estimated quantities are subject to change and may increase or decrease
over the course of execution of the contract.

In the case of customized support, additional occurrences exceeding the above-mentioned
quantities in a given year can be invoiced separately in addition to the flat rate. Any instance
of customized support will need the approval of the EMAS Unit in the respective participating
Institutions and Bodies. The EMAS Unit in the European Parliament will be informed of all
approvals.

8. DELIVERABLES AND REPORTING

1) The contractor shall provide quarterly an executive summary report (interim technical
report) concerning the execution of the contract, and containing statistical trends with
explanatory text. The data in the executive summary report should at least cover
contacts/queries/tasks performed, which will be classified per month, per Institution or
Body/per DG, per product group and per means of contact (telephone, mail, email). The data
should be illustrated in graphs whenever possible.

In addition to the synthetic presentation of the helpdesk operation, data should also be
analysed and presented separately for activities specified in each of the sections (6.1-6.4),
with particular emphasis on activities under Sections 6.1.’Handling GPP related inquiries’ and
6.2.’Customized support for development of green tender specifications’.

The quarterly reports shall be delivered electronically by email to the European Parliament.
These reports shall summarize all the activities performed over a quarter.

2) The contractor shall provide a final execution report (final technical report) concerning the
execution of the contract no later than 1 week before the contract end date. The final report
shall be structured in the same manner as the quarterly reports described under point 1 of this
chapter, but it will contain the data for the entire contract period and more detailed and
exhaustive written explanations. The final technical report shall be delivered to the European
Parliament in electronic form, as well as in two hard copies, to be sent by registered mail.

The contractor shall deliver a draft version of the final execution report to the European
Parliament 11 months after contract signature, in electronic form, and will receive comments
and suggestions to be taken into account when producing the final version of the report.

3) The contractor shall create and make available to the European Parliament a knowledge
database in electronic form, which will be searchable according to multiple parameters, and in

Type Average of occurrences per
Institution/Body

Average total
occurrences per year

for all
Institutions/Bodies

Standard (4 hours) 2 16
Extended (8 hours) 3 24
Case-based (16 hours) 1 8
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a user friendly form. The database will contain the following elements: answers to frequently
asked questions, the market research on new sustainable products/services and the power
point presentations at inter-institutional events. This database will be the property of the
European Parliament. The database will have to be operationally transferred to the EP at the
latest 15 days before termination of the contract.

General considerations for reporting

It is underlined that all reports have to be written25 in clear, high quality English. Reports
should be concise, focussing on main messages and use effective layout and style to enable
easy absorption of information. Each report will include an up-to-date and detailed table
illustrating the use of the contract's budget, broken down per participating Institutions and
bodies activity.

Meetings between the Contractor and the EMAS Unit in the EP

The contractor shall organise, in close co-ordination with the EMAS Unit in the EP, a kick-off
meeting of the project at European Parliament premises in Brussels, at the latest two weeks
after the contract enters into force. At least one representative of each participating Institution
and Body will take part in the meeting.

A final meeting will be held in Brussels no later than 4 weeks before the end of the contract
period. During this meeting the contractor will present achievements, lessons learned during
the contract execution, and feedback received from the participating Institutions’ and Bodies’
services.

The contractor shall take minutes during all meetings and send them to the EMAS Unit in the
EP who will dispatch the document to all participating Institutions and Bodies for comments
and approval within 2 weeks after the meeting.

25 All copying and graphic material should be on recycled paper : "Green" paper is defined as 100 % recycled
paper (based on recovered fibres), which is at least Elementary Chlorine Free (ECF) and with an appropriate
level of whiteness, and paper made from fibres coming from sustainable harvested wood.

Further technical GPP specifications for copying and graphic paper can be found on the website of the GPP
toolkit at : http://ec.europa.eu/environment/gpp/toolkit_en.htm
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Annex I.B

PRICE SCHEDULE

In the event that the unit price fails to correspond to the total fixed price, the total fixed price alone shall be
taken into consideration for the award of the contract

Name of tenderer:.................................................................................................................................

Ref.
TS26

DESCRIPTION

Price per unit in
euros exclusive of

VAT
Number of

units

TOTAL FIXED
PRICE in euros,
exclusive of VAT

(all-inclusive).
6.1 Handling GPP inquiries:

- Category A
- Category B
- Category C
- Category D

FLAT rate
EUR......................
/month

12 months EUR ......................

6.2 Customized service:
Standard support
Extended support
Case based support

FLAT rate
EUR......................
/month

12 months EUR........................

6.3 Provision of market research on new
sustainable products/services

FLAT rate
EUR......................
/month

12 months EUR.........................

6.4 Presentations at inter-institutional events FLAT rate
EUR .................... 2.5 EUR .........................

6.5 Establishing and maintaining the
knowledge database

FLAT rate
EUR .................... 1 EUR.........................

TOTAL 6.1+6.2+6.3+6.4+6.5 EUR..........................

7. Additional Customized service

Types of support:

Standard support
Extended support
Case based support

Price per item:

EUR ....................
EUR ....................
EUR ....................

Theoretical
estimates of
additional
instances27

8
6
4

EUR..........................
EUR..........................
EUR..........................

TOTAL 7. EUR..........................

26 TS - Technical specifications; Annex I.A of the Tender Specifications

27 These estimates are used only for the purpose of comparing offers with respect to the price criterion. They do
not represent an indication or commitment on the part of the participating Institutions and Bodies.
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TOTAL PRICE
(6.1+6.2+6.3+6.4+6.5+7) EUR..........................

Date :
Signature :


