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1. INTRODUCTION

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

- a letter of invitation to tender;

- conditions for submitting a tender;

- specifications and the annexes thereto;

- and a model of order form.

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

Annex II: Budget sheet

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

Annex IV: Financial identification form - supplier

Annex V: Information sheet concerning group 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

Annex IX: Product description
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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 production of PR materials.

3. DESCRIPTION, PURPOSE AND ESTIMATED VALUE OF THE CONTRACT

The European Union operates Liaison Offices in every member state, including Budapest,
whose role is to provide information to the public and the local media about the European
Parliament.
The Liaison Offices maintain contact with the national and local authorities, representatives
of non-governmental organisations, and the citizens. The Office also informs the European
Parliament’s centre in Brussels about national political events, and the Hungarian people’s
opinion about, interests in and petitions toward the European Parliament.
Other duties of the Office cover the introduction of the priorities of the Directorate-General
for Communication to the citizens, and to the provision of information about the European
Parliament in the spirit of such duty.

Description and purpose of the contract

The aim of the contract is the acquisition of promotional products which will be distributed at
different public events, meaning that they are not subjected to any commercial use.

Such promotional products have to be functional and appealing both in appearance and
quality. On the products, the logo of the European Parliament and/or the Liaison Office, their
activity, and availability have to be marked. Furthermore, these products will be used to
provide information about the 2019 European Elections and the related programmes.

The subject of the contract is the delivery of the products indicated in the Annex IX, based on
the fixed prices given by the contractors. Annex IX also contains the minimum purchasing
quantities and the detailed description of the products. One has to indicate the amount of the
products having in mind to reach the minimum quota, and to guarantee the maximum
efficiency and utilisation of the budget.

The successful contractor would design a logo and other visual elements following the
purchase order, and send them to the Liaison Office’s approval. The production and delivery
of the products are subjected to the Liaison Office’s approval.

One has to take into consideration the fundamental principles of the Consistent
Communication and the Graphic Charter of the European Parliament, which will be made
available to the successful tenderer by the Liaison Office. One has to indicate the logo and
inscription given in Annex IX.
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The Liaison Office will provide the following:
 The visual design elements of the European Elections campaign in a digital and

editable form
 The logo of the European Parliament and the Liaison Office, the Graphic Charter and

the Consistent Communication Handbook of the European Parliament

The offer has to contain the following:
The contractor has to attach samples without a logo, about each product listed in Annex IX. If
the contractor is not able to submit all the samples, the contracting authority could set aside
such requirement regarding some products. In such case, the visual design elements have to
be submitted with a detailed description and explanation. The unsuccessful tenderers will
receive their samples back. The delivered promotional products have to be identical to those
visualised in the samples and graphic designs (in quality, size, colour..etc.).

Please keep in mind when putting your tender together that we only accept decorative and
high-quality products. Please also consider environment-friendly options.

The offer must include proposals for the tasks listed in the above list.

The duration of the contract is 6 months.

Performance of the contract shall not begin until the order form is signed.

The maximum value of the contract is EUR 20.000 excl. VAT

4. NEGOTIATION
The European Parliament reserves the right to award the contract on the basis of the initial
tender without entering into negotiations.

5. GROUP 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 consortium selected to have a given legal form if this is necessary for the
proper performance of the contract. This requirement may be communicated by the European
Parliament at any time during the contract award procedure, but at all events before the
contract is signed.
The 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 of economic operators’s actual status shall be established by any document or
agreement signed by the members of the consortium, which shall be appended to the tender.
Those documents or agreements may exceptionally be modified and/or submitted after the
time limit for submission of a tender, but under no circumstances after the outcome of the
invitation to tender has been communicated to the tenderers concerned. The European
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Parliament reserves the right to reject a tender if the terms of agreements between the
members of a group of economic operators are modified during the procedure, if those terms
make no provision for the joint and several liability of the consortium's members or if no
agreement with legal force has been submitted with the tender.
The European Parliament may accept other legal forms not referred to above, provided that
they ensure the parties' joint and several 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 of
economic operators, 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 group of economic operators must specify the role, qualifications and
experience of each of the members of the consortium. The tender shall be submitted jointly by
the economic operators, who shall also assume joint and several liability for the tender
submission.
In the case of a 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 consortium in order to establish whether the
tenderer will have the resources needed to perform the contract. In this case an undertaking
shall be required from those members stating that they will make available to the other
members the resources needed to perform the contract.

6. SUBCONTRACTING

Subcontracting is permitted.

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 12 and 13 respectively).
Furthermore, the European Parliament must be informed by the Contractor of any subsequent
use of subcontracting not provided for in the tender. The authorising officer responsible
reserves the right to accept or reject the proposed subcontractor. In order to do so he may
demand the requisite proof to establish whether the subcontractor(s) complies/comply with
the requisite criteria. The European Parliament’s authorisation will always be granted in
writing.
If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this
equates to giving consent for the subcontracting.

7. VARIANTS

Variants are not permitted.
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8. PRICES

Prices shall be firm and not open to revision.
Pursuant to Article 3 of the Protocol on the privileges and immunities of the European Union,
the price quotation shall be submitted excluding VAT and other equivalent indirect taxes.
The 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.
Tenderers must complete and sign the budget sheet in Annex II.

9. FINANCIAL GUARANTEES

Not Applicable.

10. ENVIRONMENTAL ASPECTS

Not Applicable.

11. POLICY ON THE PROMOTION OF EQUAL OPPORTUNITIES

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

sex, race or ethnic origin, religion or convictions, disability, age or sexual orientation.
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PART II – EXCLUSION, SELECTION AND AWARD CRITERIA
12. EXCLUSION CRITERIA
The full texts of Articles 106, 107 and 108 of the Financial Regulation on exclusion criteria
and their application are available in the Official Journal of the European Union, No L 286,
published on 30 October 2015, pages 1-29. Tenderers/candidates must declare that they are
not in any of the exclusion situations described in these articles.
Article 106 of the Financial Regulation (extracts): only paragraphs 1, 4, 7 and 8 of Article 106
have been reproduced.
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;

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 1995 1;

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/JHA 3, as

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).
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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/JHA 4;

iv)money laundering or terrorist financing, as defined in Article 1 of Directive
2005/60/EC of the European Parliament and of the Council 5;

v) terrorist-related offences or offences linked to terrorist activities, as defined in
Articles 1 and 3 of Council Framework Decision 2002/475/JHA 6, 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 7;

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 2988/95 8.

2. The contracting authority shall 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.

3. 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 this Article;

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.

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).
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) No2988/95 of 18 December 1995 on the protection of the European
Communities' financial interests (OJ L 312, 23.12.1995, p. 1).



9/12

(…)
4. The measures referred to in paragraph 7, which remedy the exclusion situation, may

include, in particular:
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 paragraphs 1 and 2 of Article 107
have been reproduced.
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, which lists the exclusion criteria.

Evaluation of the exclusion criteria

1. 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 group of economic operators, the declaration on honour shall be provided
by all the members of the group of economic operators.

3. The European Parliament reserves the right to ask the tenderer to whom the contract is to
be awarded to submit the documentary evidence, wherein he will be required to supply
within 5 calendar days of the date of notification of the provisional award of the contract
and before the contract is signed, to supply the following documentary evidence:
- a recent extract from the judicial record or, failing that, a recent equivalent document

issued by a judicial or administrative authority in the country in which it is established
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 applies to the persons referred to in Article 106(4);

- 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;
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- 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 the country in which it is established.

4. The tenderer shall be exempted from the obligation to submit the documentary evidence
referred to in paragraph 1 if the tenderer is an international organisation, if it can be
accessed free of charge through a national database or if such evidence has already been
submitted for the purpose of another European Parliament tender procurement procedure
and provided that the documents in question were not issued more than one year prior to
the award of this contract and are still valid. In such cases, the tenderer will attest on its
honour that the supporting documents have already been provided in a previous
procurement procedure, which it will identify, and that there have been no changes in its
situation.

13. SELECTION CRITERIA

Legal and regulatory capacity

Tenderers must fulfil at least one of the following conditions:

Tenderers must have specific authorisation proving that they may fulfil the purpose of the
present contract in their country of establishment or that they are a member of a specific
professional organisation.

13. 1. Financial and economic capacity

Tenderers shall have sufficient economic and financial resources to enable them to perform
the contract in compliance with the contractual provisions, given the value and scope thereof.
If, 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:

o minimum turnover of EUR 40. 000 for the last two years for which accounts have been
closed

Financial and economic capacity will be assessed on the basis of the information included in
the following documents, to be supplied by tenderers:

- financial statements (balance sheets, profit and loss accounts and any other related
financial information) for at most the last two years for which accounts have been
closed;

- a statement of overall turnover and turnover relating to the works, supplies or services
associated with the field covered by the contract during a period which may be no
more than the last three financial years.
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If the tenderer is unable to provide the references requested, he may prove his economic and
financial capacity by any other means which the European Parliament considers appropriate.
The tenderer may also rely on the capacity of other entities, irrespective of the legal nature of
the links between him and those entities. In that case, he must prove to the European
Parliament that he will have the resources needed to perform the contract, for instance by
providing an assurance of the undertaking by those entities to make them available to him. 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, where applicable, require the tenderer and these other entities to be
jointly and severally liable for the performance of the contract.
On the same basis, a group of economic operators may rely on the capacity of members of the
group of economic operators or of other entities.
Tenderers may also rely on the economic capacities of one or more subcontractors in so far as
they undertake to take part in the process of performing the contract. In such instances, the
European Parliament will assess the capacities of the subcontractor(s) in the light of the extent
to which the latter is/are involved in performing the contract.

13.2. Technical and professional capacity

The tenderer should 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 similar to those required by the contract
concerned;

Depending on the nature, quantity or scale and purpose of the supplies, services or works to
be provided, the technical and professional capacity of economic operators will be
substantiated by one or more of the following documents:

- a list of services provided in the last two years similar to the services required by this
contract;

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

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

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

- Price;
- Qualitative criteria:

Qualitative criterion 1:
General quality of proposed products,
appropriateness for set requirements, respect for
environmental aspects for paper products

maximum points 60 Min.points to be
obtained
(threshold): 35

Qualitative criterion 2:
Optimal distribution of proposed quantities

maximum points 40 Min. points to
be obtained
(threshold):24

Price criterion:

The method applying a weighting for quality and price is the following:
score
for
tender
X

= lowest
price
_____
price of
tender
X

* total quality
score (out
of 100) for
all award
criteria for
tender X

The tender which obtains the highest number of points will be ranked first.


