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[bookmark: _Toc415219746]Synthesis
Many documents are involved throughout the PCM life cycle, currently stored in disconnected systems, preventing an overall view and a reporting on their content, leading to redundant activities and consumption of unnecessary resources and leaving DEVCO very few opportunities for learning and knowledge management. 

The operational system will first aim at implementing the e-Domec rules, the document management obligations in terms of official document registration, archiving and filing, through a seamless reuse of Hermes and whenever possible by the inclusion of document templates in the system. 

Those functionalities will then be augmented in OpSys by others specific to DEVCO's operations, covering the design, joint creation and use of documents. 

Besides that, the operational system will interface with the new EC decision-making platform, DECIDE, for exchanging related documents.

The requirements are based on the following principles:
· Transition, whenever possible, from document management to web content management and data processing, based on the "encode once" principle, leading to the reduction of the number of documents handled throughout the PCM life cycle, a better use of resources and opportunities for knowledge management.
· Systematic scanning and indexing of the documents that need to be uploaded.
· Availability of templates in the system either through web forms that impose the same structure and rules or via a download from the system of the up-to-date version of the template file.
· The standard Electronic Records and Document Management System (ERDMS) features - metadata, integration, capture, storage, distribution, security, workflow, collaboration, versioning and searching - will be implemented by reusing Hermes and will be extended in OpSys to meet DEVCO's specific needs. 
· Seamless reuse of Hermes, without the need to access ARES user interface.
· Seamless and immediate access from the system to all documents related to the core operational entities, regardless of where the documents are stored and in accordance with DEVCO's confidentiality rules.

[bookmark: _Toc415219747]Glossary

	Term
	Description

	AD
	Action Document

	ARES
	Advanced Records System

	ARP
	Administrative Retention Period

	Capture 
(ERDMS feature)
	Capture (also called imaging) primarily involves accepting and processing images of paper documents from scanners or multifunction printers. Optical character recognition (OCR) software is often used, whether integrated into the hardware or as stand-alone software, in order to convert digital images into machine readable text.

	Collaboration 
(ERDMS feature)
	In its basic form, a collaborative ERDMS should allow documents to be retrieved and worked on by an authorized user. Access should be blocked to other users while work is being performed on the document. Other advanced forms of collaboration allow multiple users to view and modify (or markup) a document at the same time in a collaboration session. The resulting document should be viewable in its final shape, while also storing the markups done by each individual user during the collaboration session.

	Companion
	"DEVCO Companion to financial and contractual procedures"

	Distribution 
(ERDMS feature)
	A published document for distribution has to be in a format that cannot be easily altered. If a document is to be publically distributed electronically in a regulatory environment, then the equipment tasking the job has to be quality endorsed and validated.

	DMO
	Document Management Officer

	e-DOMEC
	Electronic Archiving and Document Management in the European Commission

	EEAS
	European External Action Service

	ERDMS
	An Electronic Records and Document Management System (ERDMS) is a computer-based system used to handle and manage documents and records of an organization, throughout the document life cycle, from creation to destruction.
The main transversal functionalities an ERDMS must cover are the following: metadata, integration, capture, storage, distribution, security, workflow, collaboration, versioning and searching.

	ERS
	External Repository Services 

	HAN
	Acronym for HERMES, ARES, NOMCOM

	HRS
	Hermes Repository Services

	Integration 
(ERDMS feature)
	Many document management systems attempt to integrate document management directly into other applications, so that users may retrieve existing documents directly from the document management system repository, make changes, and save the changed document back to the repository as a new version, all without leaving the application. Such integration is commonly available for office suites and e-mail or collaboration/groupware software.

	Metadata 
(ERDMS feature)
	Metadata is a set of data that describes and gives information about other data, namely about a document in the context of an ERDMS. Metadata is typically stored for each document. Metadata may, for example, include the date the document was stored and the identity of the user storing it, as well as information to easily search and identify a document. The ERDMS may also extract metadata from the document automatically or prompt the user to add metadata.
Some systems also use optical character recognition on scanned images, or perform text extraction on electronic documents.The resulting extracted text can be used to assist users in locating documents by identifying probable keywords or providing for full text search capability, or can be used on its own. Extracted text can also be stored as a component of metadata, stored with the image, or separately as a source for searching document collections.

	NOMCOM
	Nomenclature Commune

	Opsys
	Temporary name of DEVCO's future Operational System

	PCM
	Project Cycle Management

	PRAG
	"Procurement and grants for European Union external actions. A Practical Guide."

	Searching 
(ERDMS feature)
	Retrieve documents and files using template attributes or full text search. Documents can be searched using various attributes and document content.

	Security 
(ERDMS feature)
	Document security and confidentiality is vital in document management applications. Compliance requirements for certain documents can be quite complex depending on the type of documents. Some document management systems have a rights management module that allows an administrator to give access to documents based on type to only certain people or groups of people. Document marking at the time of printing or PDF-creation can be an element to preclude alteration or unintended use.

	Storage 
(ERDMS feature)
	Store electronic documents. Storage of the documents often includes management of those same documents; where they are stored, for how long, migration of the documents from one storage media to another (hierarchical storage management) and eventual document destruction.

	Versioning 
(ERDMS feature)
	Versioning is a process by which all versions of documents and their revision history are automatically tracked. Authorised users are allowed to view previous versions of documents.
During update, documents are checked in or out of the document management system, allowing users to retrieve previous versions and to continue work from a selected point. Versioning is useful for documents that change over time and require updating, but it may be necessary to go back to or reference a previous copy.

	Workflow 
(ERDMS feature)
	Workflow related to documents is a process involving steps, based on certain rules. Some document management systems have a built-in workflow module. There are different types of workflow. Usage depends on the environment to which the ERDMS is applied. Manual workflow requires a user to view the document and decide whom to send it to. Rules-based workflow allows an administrator to create a rule that dictates the flow of the document through an organization. Dynamic rules allow for branches to be created in a workflow process. A simple example would be to enter an invoice amount and if the amount is lower than a certain set amount, it follows different routes through the organization. Advanced workflow mechanisms can manipulate content or signal external processes while these rules are in effect.





[bookmark: _Toc415219748]Context and scope
Many documents are involved throughout the PCM lifecycle, stored in disconnected systems (ARES, shared drives, Capacity4Dev, intranet, Europa website, Outlook folders, CIRCABC, Cis-Net, etc.), preventing an overall view and a reporting on their content, leading to redundant activities (e.g. data re-encoding) and consumption of unnecessary resources (e.g. contractors paid to retrieve documents, storage requirements for duplicated files, bandwidth requirements for document exchange). This also leaves DEVCOvery few opportunities for learning and knowledge management (e.g. difficulties in finding reusable documents or the latest version of a document, no metadata associated with documents).
Documents are in many cases based on templates, e.g. procurement or identification & formulation, to be retrieved from different locations, of which different versions circulate.
The operational system will first aim at implementing the e-Domec rules, the document management obligations in terms of official document registration, archiving and filing, through a seamless reuse of Hermes and whenever possible by the inclusion of document templates in the system. 
Those functionalities will then be augmented in OpSys by others specific to DEVCO's operations, covering the design, joint creation and use of documents (knowledge management through document tagging, internal and external collaboration on document production, contribution to transparency initiatives, etc.). 
Besides that, the operational system will interface with the new EC decision-making platform, DECIDE[footnoteRef:1], for exchanging related documents. [1:  DECIDE is the new integrated platform designed to manage the planning, consultation and decision process currently supported by information systems like Agenda Planning, CIS-Net and e-Greffe.] 

The requirements go therefore beyond the use of a standard electronic records and document management system (ERDMS), and aim at covering the full e-Document lifecycle[footnoteRef:2]: [2:  See for example the ISA initiative: http://ec.europa.eu/isa/actions/02-interoperability-architecture/2-15action_en.htm] 

- Design (e.g. template and DEVCO specific metadata definition)
- Create (e.g. automatic generation of a file from web form data, joint production of documents by internal & external actors)
- Use (e.g. tag-based search on existing documents, reuse of existing terms of reference documents, automatic publication of relevant documents for transparency initiatives)
- Archive (e.g. automatic archiving of all the documents used for a call for tenders)
The requirements go also beyond the standard concept of a document, and aim at gradually arriving, whenever possible, to a document-less processing of content, rather than the upload, indexing, storage and download of documents (e.g. electronic signature on web forms rather than the upload of a scanned hand-written contract document), aligned with the latest initiatives of e-administration promoted by the European Commission.

Due to the large number of documents handled at DEVCO, this requirements document is built around cross-cutting principles to apply whenever possible to key documents in the PCM cycle. A few examples of specific requirements for identified documents illustrate the principles. The specific document management requirements will follow from primary requirements in terms of internal and external collaboration, knowledge management, reporting and transparency, support to procurement and grant management, etc.

[bookmark: _Toc415219749][bookmark: 1.3_______________Definitions,_Acronyms_]Legal basis
· e-Domec rules for document management: see annex 1.
· DEVCO Companion, chapter 13 ("Registration, filing and archiving of documents"): e-Domec rules and list of DEVCO documents to which they apply.

[bookmark: _Toc415219750]References

	Ref-id
	Document

	1
	Annex 7 High level needs first outcomes 9 components.doc

	2
	DEVCO Companion to financial and contractual procedures ("Companion")

	3
	e-Domec[footnoteRef:3] [3:  Full legal basis referenced on http://ec.europa.eu/archival-policy/legal_basis_en.htm] 





[bookmark: _Toc415219751]Details
[bookmark: _Toc415219752]Transversal needs
The principles for an efficient management of DEVCO's documents or contents currently stored and exchanged under the form of documents are the following:

- Transition from document management to web content management and data processing, leading to the reduction of the number of documents handled throughout the PCM life cycle.

Key documents should be considered as part of a data processing chain, based on the "encode once" principle, either created in the system from data entered into forms or from other systems, possibly jointly created by both internal and external users or converted from document to data fields by systematic scanning, parsing and indexing. When a document has to be created at some step (e.g. a contract), it is created from data entered in the previous step (e.g. end of tendering phase) and standard fields or template available in the system.

The system will apply early and systematic indexing of the documents that still need to be uploaded. When existing documents have to be scanned (e.g. because they require a hand-written signature), character recognition should be applied, by the scanner or from the system[footnoteRef:4]. Content indexing for future full-text search or for the preparation of manual tagging, should be the default behaviour applied to all documents uploaded, taking confidentiality rules into account. [4: The printers currently used at DEVCO already provide that functionality natively.] 


- Seamless and immediate access from the system to all documents related to the core operational entities (e.g. programme, action document, tender, call for proposals, etc.), regardless of where the documents are stored.

- Availability of templates in the system (e.g. contracts documents and annexes, PRAG annexes for procurement, action document, etc.) either through web forms that impose the same structure and rules or via a download from the system of the up-to-date version of the template file.

- Seamless reuse of Hermes, without the need to access ARES user interface, for implementing the e-Domec rules (presented in annex 1). As illustrated in annex 2, ARES is only one of the possible user interfaces that access Hermes, the repository that supports the e-Domec rules. The other accesses to Hermes are built from local or corporate systems by means of web services (HRS - Hermes Repository Services). Other web services are also available in addition to HRS, e.g. for retrieval of documents by external stakeholders (ERS - External Repository Services).

- The standard Electronic Records and Document Management System (ERDMS) features, defined in the glossary and detailed below, will be implemented by reusing Hermes and will be extended in OpSys to meet DEVCO's specific needs.

	Feature
	Description

	Metadata
	Hermes: some support. 
Minimum set of metadata is necessary to ensure NomCom classification. 

OpSys
Additional metadata must be stored in Opsys, either automaticallyor manually through the Opsys interface, for result management, learning, transparency, etc.: sectors, countries, entities in charge, recommendations by users ("best practice" flag), etc.

Priority :High


	Integration
	Hermes: supported. 
Managed through HRS web services[footnoteRef:5] (e.g. Prospect). Worth to note that the user will only interact through the Opsys interface to manage documents, no need to access Hermes via Ares. [5: The current list of web services proposed for HAN is on http://www.cc.cec/wikis/display/HRS/HRS-WSD-1.18#HRS-WSD-1.18-document] 


OpSys
An ERDMS must enable, if necessary, that a document that has been stored at any stage of the project cycle, is available for consultation or modification at any other stage of the project cycle. This has to be managed by OpSys since, for Hermes, once a document is 'registered', it can no longer be altered.

Priority :High


	Capture
	Hermes: some support. 
Current channels for capturing(import of documents) are :
- via ARES : browse and upload an attachment, scan a an attachment into a document profile
- via ARESLOOK : for e-mail
- via other IT applications, through HRS web-services.

Not that from a technical point of view Documentum (IT tool supporting Hermes) can also support other channels to automatically import documents in the system (e.g. fax, web sites, etc.)

OpSys
OCR is provided by scanners (enables full text search).
Worth to note that automatic capturing data from structured templates in order to enrich metadata is not in the scope of Hermes. It has nevertheless to be performed by Opsys, including indexing of data.

Priority:High


	Storage
	Hermes : supported.
The DEVCO filing plan currently uploaded in HAN and daily used in Ares, covers all the activities of DEVCO, not only Decision, Call, etc. At file level, there are four main categories of files as per the chapter 13 of DEVCO Companion, namely decisions, calls for tender/proposal, contracts/budget support, and audit files.

Preservation deals with retention period. Archiving is under construction.
As far as archiving of official documents is concerned, Hermes implements preservation rules. In practice, when documents are placed in files, the files have already pre-defined retention periods which derive from filing plan headings. These retention periods are taken from the EC's Common Retention List and are applied manually to headings of the filing plan by the DMO Team. When a new file is created in Ares, an appropriate retention period is defined. Once the latter expires, the files are either destroyed or preserved for posterity. Files for permanent preservation will be transferred to another digital repository, the digital archives of the EC, which is being built and configured by SG and Digit.

OpSys
When data stored in the system must constitute at some point a document registered in HAN, the system can produce the document in the required format and send it to Hermes for registration, filing and archiving, supported by an appropriate versioning.
Documents not captured into Hermes are not subject to the e-Domec rules therefore the archiving requirements are to be defined for Opsys.

For some documents, it may not make sense to have them saved in Hermes (temporary, etc.) nor to apply HAN deletion rules to them. Therefore, it must be possible to have them stored in another document repository, with the condition of respecting the Commission IT rationalisation process and avoiding creating local storage capacities in parallel to the corporate platform. For the Opsys users, this separation must not be visible.

Priority:High for storage. Archiving is low priority in a first stage.


	Distribution
	Hermes: some support.
User access management grants user with read and/or write access to the documents depending on their lifecycle. Access to Hermes requires an ECAS-id. Naturally, a stored document can be downloaded and printed.
Moreover, External Repository Services (ERS)is an external repository and a set of services to make some Hermes documents available outside the Commission (ex: to the public, to restricted audiences…) via portals.
Worth to note that some documents must be made available on demand (pull mode) whereas some others must automatically be available (push mode).

OpSys
The control of and the rules regarding the distribution of documents will be managed from OpSys, reusing Hermes web services whenever possible.

Priority:


	Security
	Hermes: some support. 
Currently, documents are limited to a single DG, i.e. colleagues from NEAR would not be able to see documents handled by DEVCO. But this based on a choice, there is no technical limitation i.e. could be modified[footnoteRef:6].Note that an audit trail logs major steps to ensure traceability in Hermes. [6: This topic will soon be discussed at higher-level in the EC. It might be possible in the short-term that access to all documents (unless confidential etc.) is provided to all DGs.
] 


OpSys
Due to the limited possibilities in Hermes, confidentiality must be managed by Opsys and has to be mapped to Hermes.
The system will support the identification of the documents or part of documents (e.g. contract annexes) that must be restricted or can be made public, e.g. in the framework of transparency initiatives.
Confidentiality and integrity of specific documents (e.g. offers in a tendering procedures) will be managed by OpSys, through mechanisms like digital signature and encryption.

Priority :High


	Workflow
	Hermes: supported but stages limited to 'saved' and 'registered'. 
Additional statuses can nevertheless be managed by Opsys and mapped to those 2 stages, through web services, via the Opsys interface.
Another existing document related workflow is the electronic'signataire' process (e-signataire). Naturally, it must also be possible to manage it from the Opsys interface if relevant i.e. if dealing with a programme document.
Workflows related to documents must enable, on top of the upload of programme related documents, the download of structured templates, the upload of completed templates, at different stages of their lifecycle, with capture of data in the Opsys database, and the download of those documents (or part of those documents  - see Distribution).

Priority :High


	Collaboration
	Hermes: supported but basic
Only one user at a time can modify a document (check-in/check-out principle). Further collaboration functionalities would require additional developments.

OpSys
The system will foresee collaborative work on document creation through the web interface itself, involving multiple actors, possible external.

Priority:Low.


	Versioning
	Hermes: supported.
Comments/reviews require track changes functionality, which is offered by the word processer itself.

Priority :High


	Searching
	Search must enable an easy way to assure traceability of all documents related to the cycle management of a Project, not only for daily management but also to be able to easily determine best practices at each stage as well as lessons learned from other similar projects.

Hermes : supported. 
Search on the metadata defined in Hermes and full text search on document's content are possible.

OpSys
Naturally, most search criteria will concern data saved in Opsys database: tags, related process, operational entities, status, confidentiality parameters, etc. As already mentioned here above, Opsys will address traceability as well as confidentiality concerns (a user not allowed to view a document won't be able to retrieve it via a search engine.

Priority :High
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[bookmark: _Toc415219755]AS IS
[bookmark: _Toc415219756]TO BE
[bookmark: _Toc415219757]Requirements
Visa process between DEVCO and EEAS
[bookmark: _Toc415219758]Business actors
HQ, Delegations, EEAS
[bookmark: _Toc415219759]Business rules

[bookmark: _Toc415219760]Business process: Identification and Formulation
[bookmark: _Toc415219761]AS IS
[bookmark: _Toc415219762]TO BE

Here are some illustrations of the 'To Be' situation, based on 3 types of documents:
· 1) the Action Document
· 2) the Checklists
· 3) the instructions for Tenderers

1) The Action Document is used as an example to illustrate how template documents will be implemented in Opsys:
There are currently around 311 different template documents in the Companion and PRAG. With Opsys, some of them will disappear in favour of online screens where data is directly entered in the system. It enables a much better management of data input than a document. A cost/benefit analysis will define if it's worth replacing a template by a screen. The arbitration between screen versus document will mainly depend on:
- added-value of a screen in terms of quality, productivity, risks
- frequency of use (e.g. a template used once a year or requiring 5 minutes of work should not be replaced)
- availability of Opsys, typically when an actor will not have the right to interact with the system or if the technology (e.g. internet access) does not allow it properly. It must therefore be possible to download a template document from Opsys, work offline on it and have it uploaded in Opsys in a later stage.

Yet, a template available in or downloaded from Opsys, must enable the following functionalities:
· Access to read only/update/add comments/accept comments depending on the user profile (i.e. rights);
· Track changes capabilities;
· Instructions (or generally speaking guidance);
· Contextual fields are automatically displayed or not, depending on pre-defined business rules.
· Embedded business and formatting rules 


Like other template documents, the current Action Document in Word (see annex 4) contains three different types of text content:
- Instructions in yellow (what to do with the document): it has to be deleted;
- Contextual text in grey: depending on the context, it has to be filled in or deleted;
- Business rules (e.g. amount A  ≤  amount B) and formatting rules (date field DD/MM/YYYY)


2) Checklists are currently Excel documents listing points of attention that can vary, depending on the user profile. Answers are Yes, No and N/A.
A checklist implemented in or downloaded from Opsys, must enable the following functionalities :
· Access to some items depending on the user profile (i.e. rights);
· Instructions (or generally speaking guidance);
· Contextual fields are automatically displayed or not, depending on pre-defined business rules.
Data present in the checklist, once captured by Opsys, can be used to allow a phase to be passed (e.g. status becomes "checked and ready for submission").


3) Instructions to Tenderers (see annex 4) is a template whose principles are the same as for AD:
- instructions in yellow (what to do with the document) : it has to be deleted;
- contextual text in grey : depending on the context, it has to be filled in or deleted;
- business rules (e.g. amount A  ≤  amount B) and formatting rules (date field DD/MM/YYYY)
In 50% of the cases, it is filled-in by external partners who will probably not have access to Opsys.
A template implemented in or downloaded from Opsys (see Distribution), must enable the following functionalities:
· Access to read only/update/add comments/accept comments depending on the user profile (i.e. rights);
· Track changes capabilities;
· instructions (or generally speaking guidance);
· contextual fields are automatically displayed or not, depending on pre-defined business rules.
· embedded business and formatting rules 

These documents uploaded in Opsys enables the system to automatically retrieve data from them and save them in the database.

[bookmark: _Toc415219763]Requirements
[bookmark: _Toc415219764]Business actors
HQ, Delegations
[bookmark: _Toc415219765]Business rules


[bookmark: _Toc415219766]Business process: Financing
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[bookmark: _Toc415219770]Business actors
HQ, Delegations
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[bookmark: _Toc415219772]Business process: Implementation
[bookmark: _Toc415219773]AS IS
[bookmark: _Toc415219774]TO BE
[bookmark: _Toc415219775]Requirements
In the calls for tenders and calls for proposals procedures[footnoteRef:7]: [7: See the main requirements document "OPSYS-Business Needs- 4.3 Tenders and calls for proposals"] 

· Availability of all templates (e.g. PRAG) in the system, implemented as web forms or available as up-to-date documents form the user interface
· Availability of all the documents exchanged with the candidates, applicants, suppliers in the system and automatic archiving of them at the end of the procedure
· Automatic generation of the reports (e.g. evaluation report) from the data stored in the system
· Replacement of hand-written signature and upload of scanned contracts by electronic signatures and electronic documents whenever possible.
· Automatic identification (e.g. from templates) or support to the identification of the parts of the documents (e.g. contract annexes) than can be published in the framework of transparency initiatives or that must be restricted.
[bookmark: _Toc415219776]Business actors
HQ, Delegations, external partners
[bookmark: _Toc415219777]Business rules

[bookmark: _Toc415219778]Business process: ROM and Evaluations
[bookmark: _Toc415219779]AS IS
[bookmark: _Toc415219780]Requirements
[bookmark: _Toc415219781]Business actors
HQ, Delegations, external partners
[bookmark: _Toc415219782]Business rules


[bookmark: _Toc415219783]Annex 1. Document management rules (e-Domec)
In accordance with the Commission Decision on document management[footnoteRef:8], a document drawn up or received by the Commission must be registered if it contains important information which is not short-lived and/or may involve action or follow-up by the Commission or one of its departments. [8: Decision 2002/47, art 4.] 

Not registering such a document could prevent the institution from retrieving it at a later date. Keeping documents in a working space such as shared drives or electronic mailbox folders does not ensure their integrity, preservation and retrieval. It is therefore essential that all documents that meet the registration criteria defined in the e-Domec rules[footnoteRef:9] are actually registered. A registered document cannot be altered nor deleted. Only the Document Management Office (DMO) can modify a document but all modifications are tracked (audit trail). [9: Annex IV.3 of SEC (2009) 1643.] 

e-Domec is the policy for electronic archiving and document management in the Commission. The Executive Agencies and the European External Action Service (EEAS) apply the same rules. e-Domec falls within the framework of the administrative reform and e-Commission and is now part of the Rules of Procedure of the Commission.
NOMCOM (Nomenclature Commune) manages the filing plan, used to organize the documents in the Hermes repository (files and sub-files i.e. kind of folders) for the whole of the Commission. Documents are organized as follows : a "dossier" (file), containing 1 or more "document(s)" (metadata) each one usually linked to 1 or more "attachment(s)" (the document itself)[footnoteRef:10]. [10: In some rare cases, like documents with the sensitivity level "restraint UE" or "Eura restricted", no attachments can be imported.] 

All registered documents must be filed in at least one file. Files must be closed when a case is concluded and are preserved to meet legal and other regulatory requirements during the administrative retention period (ARP). Once the ARP expires, files are either destroyed or kept for posterity according to the Common Commission-Level Retention List for European Commission files[footnoteRef:11]. [11: SEC(2012)713 ] 

Each DG has one Document Management Officer (DMO) to ensure the implementation of the e-Domec policy and monitor the user’s compliance with the rules. DEVCO's DMO is in unit R.7.
Worth to note that the purpose of Hermes is to store the EC's official and relevant documents, official meaning being useful for the EC, even if not produced by the EC services (e.g. a ROM report produced by an external expert) and relevant meaning that they will eventually be finalized i.e. no problem if their status is temporarily draft, taking into account that non-filed draft document are automatically deleted after 150 days (i.e. when there has been no modification on the
document and the attachments).

[bookmark: _Toc415219784]Annex 2. HAN - Hermes/Ares/NomCom
Source: https://myintracomm.ec.europa.eu/corp/sg/en/edomec/han/Pages/han_map.aspx
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[bookmark: _Toc415219785]Annex 3. PCM document list
According to the chapter 13 of DEVCO Companion, all the documents here below must be registered in Ares/Hermes. They can be as well located in local drives, etc., but they must be registered and organised in files in Ares in any event, since Ares is the official register of the European Commission, Cabinets, the EEAS and Executive Agencies.

Programming

1. Instruction notes and templates
· Joint instructions from DEVCO/EEAS
Can be found here: https://myintracomm.ec.europa.eu/dg/devco/quality-impact/programming/Pages/programming-instructions-documents.aspx
· Notes from management
Mgt notes related to instructions can be found here: https://myintracomm.ec.europa.eu/dg/devco/quality-impact/programming/Pages/programming-instructions-documents.aspx
· Minutes of meeting with CAB on sectors
Geo's were requested to put minutes here: P:\Programming\1. National 2014-2020 . It was not done systematically. If not there, they should be located in geo unit drives.

2. Programming documents
· National Indicative Programme (EDF), 
· Multi-Annual Indicative Programme (DCI geographic, DCI thematic (GPGC, CSO/LA, and Pan Africa),other thematic (Intra ACP) and thematic instruments (EIDHR, IcSP, INSC), 
· Single Support Frameworks (ENI), 
· Programming Documents/Single Programming Documents (OCT)
· Country Strategy Paper (EDF, DCI, ENI)
· Regional Indicative Programmes (including ENI wide, and CBC (which is also an ENI programme))
· Regional Strategy Papers (including ENI wide, and CBC (which is also an ENI programme))
· Review documents (relevant for all programming documents) 

These can be found in the EuropeAid library http://ec.europa.eu/europeaid/search/library_en (to be seen if ENI included).
They are also available on the country pages of the EEAS website.
Finally they are in VISTA – DEVCO 02 have created a table with links to each programming document in VISTA which is available on DEVCO intranet https://myintracomm.ec.europa.eu/dg/devco/devco-management/Pages/Programming-documents-2015.aspx

3. Other documents 
· Joint Programming Document 
These are a sub set of the programming documents mentioned above, and as such can be found in the same locations. 
· CTM minutes/ PQSG-CTM minutes
These are saved in geo unit drives and emailed to participants of the meeting. Some were published on C4D http://capacity4dev.ec.europa.eu/programming-2014-2020/documents
· Partnership Instrument 
DEVCO does not deal with PI . Contact to be made with FPI regarding the documents location.

Identification and Formulation
Documents :
1. Action Document  
1. Checklists 
1. Guidelines for Calls for Proposals
1. Annexes to the fiches (including TAPs, Logframe, Risk Management Framework, quality assessment grids, all assessments for budget support etc etc)
1. Meeting minutes (a separate document prepared by QSG focal points based on checklists)
1. Meeting agenda and participants list
1. Annual Action Programme (consisting of collection of Action fiches)

There are also other (Word, Excel or PDF) documents involved such as the Pipelines or financial checklists in delegations, transmission  note of a fiche from HoD to HoU etc. 

Location : Intranet, e-mail, local and network drives, SG Vista (now part of DECIDE, using Hermes), Hermes.

Financing
Documents : Financing Decision (if any) by year and country, associated to Actions, in SG Vista (now part of DECIDE, using Hermes).
Location : CRIS, Hermes.

Implementation
Documents :
· Programme Progress reports,
· Programme reviews
· Logframe
· Workplan
· Monitoring sheets
· Call dossier and templates (calls for tenders and calls for proposals)

Location : local and network drives, Hermes.

ROM and Evaluations
Documents :
· ROM report,
· ROM final report
· ROM BS desk report
· ROM BS final report
· Evaluation Executive Summary
· Evaluation report,
· Monitoring Questions
· Quality Assessment Grid,
· Follow-Up Form,
· ROM Special reports
· Terms of Reference
· Contracts (or link to CRIS)
· Inception reports & presentations
· Desk report & presentation
· Field report & presentation
· Translations of ROM report, Executive Summary, Evaluation report,
· Additional documents (Summary sheets, Scorecards, Newspaper articles, pictures, videos, …)

ROM
CRIS
No ROM in 2014
In 2015, new module with its own document repository (in production as of Q2 2015).

Eval
No IT system to support the process.
Contract with company in charge of the evaluation : stored in CRIS, Hermes.

[bookmark: _Toc415219786]Annex 4. Example documents
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  This action is funded by the European Union

The present template is also to be completed following the Instructions for template completion contained in the related separate Instruction note 

· Text without any highlights or brackets should stay in the template as default text. 


· Text in yellow contains instructions that should be deleted. 


· Text in yellow inside the brackets gives instructions on what type of information should be inserted, such as <year>, <name>, <amount>. 


· Text [highlighted in grey] in square brackets should be kept in its entirety if the circumstances described in the instructions apply; otherwise it should be deleted. 

· In consequence of the points above, the final draft should not contain any highlighted text, or any square brackets [ ] or < > signs.

· If the action is, exceptionally, a Pilot Project or Preparatory Action financed under the Budget in the sense of Article 54(2) of the Financial Regulation, this has to be identified in line 1 of the summary table instead of a basic act. Furthermore, the Action Document cannot contain any reference to the CIR. In such a case, section 5.5 does not apply and should be deleted. Instead, Article 191(1) and (2) FR is relevant for procurement, so insert in the section 5.4.1.3 the following: “In accordance with Article 191(2) of Regulation (EU, Euratom) No 966/2012, participation in tendering procedures shall be open on equal terms to all persons coming within the scope of the Treaties. It shall also be open to any other persons where this is duly justified by the Commission’s authorising officer responsible under exceptional circumstances.”

Annex <number>

of the Commission delete for EDF[Implementing] Decision on the <title of the decision>

[Initial
] Action Document for <title of the action as in Article 1 of the Decision>

		Delete this table if there are no grants in direct management in this action

Information for Potential Grant Applicants

Work Programme for Grants

This document constitutes the work programme for grants in the sense of Article 128(1) of the Financial Regulation (Regulation (EU, Euratom) No 966/2012)EDF[, applicable to the EDF by virtue of Article 37 of the Annex to Regulation (EU) No 567/2014] in the following sections concerning calls for proposals: <list the numbers of the sections in section 5.4 where the implementation modality 5.4.1.1. “Grants – call for proposals (direct management)” has been used>; and in the following sections concerning grants awarded directly without a call for proposals: <list the numbers of the sections in section 5.4 where the implementation modality 5.4.1.2 “Grant – direct award (direct management)” has been used>

When you list calls for proposals launched exceptionally before the adoption of this decision/Action Document under the so-called suspensive clause, add the date of launch: [launched on <date>]. 





		1. Title/basic act/ CRIS number

		< Action title as in Article 1 of the decision> CRIS number: <number>


financed under [Development Cooperation Instrument][European Instrument for Democracy and Human Rights][European Neighbourhood Instrument][Instrument contributing to Stability and Peace][Partnership Instrument for cooperation with third countries][Instrument for Nuclear Safety Cooperation][European Development Fund Bridging Facility]



		2. Zone benefiting from the action/location

		<Region>, <Country>

The action shall be carried out at the following location: <if known, indicate the geographical area(s) where the operation will be executed and indicate the tentative location where the project team will be based.>



		3. Programming document

		<Title of the national/regional/thematic multi-annual indicative programming document relevant for this action>



		4. Sector of concentration/ thematic area

		<Sector/thematic area from the relevant programming document>



		5. Amounts concerned

		Total estimated cost: EUR <amount>

Total amount of choose[EU budget][EDF] contribution EUR <amount> For budget support[of which

EUR <amount> for budget support and

EUR <amount> for complementary support].


In case year N+1 EU budget appropriations are used as well, keep this phrase: [The contribution is for an amount of EUR <amount> from the general budget of the European Union for <financial year N> and for an amount of EUR <amount> from the general budget of the European Union for <financial year N+1>, subject to the availability of appropriations following the adoption of the relevant budget] In the case of a Multi-Annual Action add [and for an amount of EUR <amount> from the general budget of the European Union for <financial year N+2>, subject to the availability of appropriations following the adoption of the draft budget and the budget]

In case of contribution of other donors (see section 5.6 on budget for contributions of MS agencies, international organisations and partner countries where relevant), keep this phrase: [This action is co-financed in choose [parallel] [joint] co-financing by:

- <donor1> for an amount of <currency, amount>;


- <donor2> for an amount of <currency, amount>;]


[This action is co-financed by potential grant beneficiaries for an indicative amount of EUR <amount>. You can estimate the amount by this calculation: ((EU grant funding available/funding rate in %) x 100) – EU grant funding available = grant beneficiaries' co-financing)


For Regional Blending Facilities[This action is co-financed by entities and for amounts specified in the indicative project pipeline which is an appendix of this Action Document]



		6. Aid modality(ies)


and implementation modality(ies)  

		choose[Project Modality][Budget Support]

Identify the applicable implementation modality, e.g. a combination of management mode (direct/indirect) and type of financing (grants/procurement/budget support) on the basis of the section 5.3 and 5.4

[Direct management –][Budget Support: Good Governance and Development Contract][Budget Support: Sector Reform Contract][Budget Support: State Building Contract] [grants – call for proposal] [grants – direct award] [procurement of [services][supplies][works]] 


[Indirect management with <name of the Member State agency, third donor country agency, EU specialised (traditional/regulatory) agency, international organisation>]

[Indirect management with <name of the partner country or regional organisation>]

For Regional Blending Facilities[This action regarding this Regional Blending Facility shall be implemented in indirect management by entities to be indicated in complementary financing decisions to be adopted at the end of the Regional Blending Facilities award procedure]



		7. DAC code(s)

		<Main DAC code – sector> <Sub-code 1 – sector> <Sub-code 2 – sector> etc.



		8. Markers (from CRIS DAC form)

		General policy objective

		Not targeted

		Significant objective

		Main objective



		

		Participation development/good governance

		☐

		☐

		☐



		

		Aid to environment

		☐

		☐

		☐



		

		Gender equality (including Women In Development)

		☐

		☐

		☐



		

		Trade Development

		☐

		☐

		☐



		

		Reproductive, Maternal, New born and child health

		☐

		☐

		☐



		

		RIO Convention markers

		Not targeted

		Significant objective

		Main objective



		

		Biological diversity

		☐

		☐

		☐



		

		Combat desertification

		☐

		☐

		☐



		

		Climate change mitigation

		☐

		☐

		☐



		

		Climate change adaptation

		☐

		☐

		☐



		9. Global Public Goods and Challenges (GPGC) thematic flagships

		<When relevant, specify the title of the GPGC thematic flagship programme to which this action contributes>





Summary (to be completed during identification and formulation, max. ½ page,) 

1 Context 

1.1 Sector/Country/Regional context/Thematic area (max. 3 pages, section completed during identification)

<…>

1.1.1 Public Policy Assessment and EU Policy Framework

<…>

1.1.2 Stakeholder analysis


<…>

1.1.3 Priority areas for support/problem analysis


<…>

1.2 For budget support only[Other areas of assessment] (max. 3 pages, completed during identification)

1.2.1 Fundamental values 


<…>

1.2.2 Macroeconomic policy


<…>

1.2.3 Public Financial Management (PFM)

<…>

1.2.4 Transparency and oversight of the budget

<…>

2 Risks and Assumptions (max. 1 page, section completed during identification)

		Risks

		Risk level (H/M/L)

		Mitigating measures



		<…>

		<…>

		<…>



		Assumptions



		<…>





3 Lessons learnt, complementarity and cross-cutting issues (max. 1½ pages, section completed during identification)

3.1 Lessons learnt

<…>

3.2 Complementarity, synergy and donor coordination 


<…>

3.3 Cross-cutting issues


<…>

4 Description of the action (max. 2 pages, section completed during identification and formulation)

4.1 Objectives/results and options
 

<…>

4.2 Main activities


4.2.1 Budget support only in case of budget support

<…>


4.2.2 Complementary support only in case of budget support

<…>

4.3 Intervention logic

<…>

5 Implementation (max. 4 pages, the whole section with all subchapters to be completed during formulation)

5.1 Financing agreement


In order to implement this action, it is choose [not] foreseen to conclude a financing agreement with the partner country, referred to in Budget[Article 184(2)(b) of Regulation (EU, Euratom) No 966/2012]EDF-ACP States[Article 17 of Annex IV to the ACP-EU Partnership Agreement]EDF-OCTs[Article 85(2) of Council Decision 2013/755/EU].

5.2 Indicative implementation period 


The indicative operational implementation period of this action, during which the activities described in section 4.1 will be carried out and the corresponding contracts and agreements implemented, is <number> months from the date of where financing agreement is concluded[entry into force of the financing agreement]where no financing agreement is concluded (e.g. for calls for proposals give a global duration until the end of the last contract with some leeway for delays[adoption by the Commission of this Action Document]. 

Extensions of the implementation period may be agreed by the Commission’s authorising officer responsible by amending this decision and the relevant contracts and agreements; such amendments to this decision constitute Budget[technical amendments in the sense of point (i) of Article 2(3)(c) of Regulation (EU) No 236/2014]EDF[non-substantial amendment in the sense of Article 9(4) of the Annex to Regulation (EU) No 566/2014]. 


5.3 For budget support only[Implementation of the budget support component]

5.3.1 Rationale for the amounts allocated to budget support


The amount allocated for budget support component is EUR <amount>, and for complementary support is EUR <amount>. This amount is based on <explanation>.


5.3.2 Criteria for disbursement of budget support


a) The general conditions for disbursement of all tranches are as follows: 

· Satisfactory progress in the implementation of the <name public policy> and continued credibility and relevance thereof; 

· Implementation of a credible stability-oriented macroeconomic policy; 

· Satisfactory progress in the implementation of <name PFM reform programme>; 

· Satisfactory progress with regard to the public availability of timely, comprehensive and sound budgetary information. 

b) The specific conditions for disbursement that may be used for variable tranches are the following: <provide a brief outline>.

The chosen performance targets and indicators to be used for disbursements will apply for the duration of the programme. However, in duly justified circumstances, <name of national authority> may submit a request to the Commission for the targets and indicators to be changed. The changes agreed to the targets and indicators may be authorised by exchange of letters between the two parties. 


In case of a significant deterioration of fundamental values, budget support disbursements may be formally suspended, temporarily suspended, reduced or cancelled, in accordance with the relevant provisions of the financing agreement.  

5.3.3 Budget support details

Specify use of fixed/variable tranches, targeted/non-targeted budget support. 


In case of untargeted budget support, insert the following[Budget support is provided as direct untargeted budget support to the national Treasury. The crediting of the euro transfers disbursed into <name of local currency> will be undertaken at the appropriate exchange rates in line with the relevant provisions of the financing agreement.]

In case of targeted budget support, insert the following[Targeted budget support involves the transfer of EU funds to the national treasury as ex-post financing of specific expenditures within the budget or of specific budget lines. Its use will involve auditing those expenditures for which budget support is to be provided, and then making a transfer to the national treasury for an amount equal to that for which the audit report has concluded that expenditures are eligible for EU financing. A satisfactory audit report is a condition for the disbursement of funds.]

5.4 Implementation modalities for an action under project modality or for a complementary support of an action under budget support. In the latter case keep the following indication [ for complementary support of budget support] In case of a Multi-Annual Action Programme, distinguish the various annual amounts of the recurrent action in consistency with section 5.6.

5.4.1.1 Grants: call for proposals <title> (direct management) reuse this modality template for each envisaged call. A call can later be replaced by a direct award if the reasons for the exception from a call (Article 190(1)(a), (b) or (c) RAP) arise after the adoption of this decision

 (a) Objectives of the grants, fields of intervention, priorities of the year and expected results


<Specify the objectives and the type of actions eligible for financing and the expected results
; make an appropriate link to section 4.1>

(b) Eligibility conditions


<essential eligibility criteria for applicants>

Specify the circle of potential applicants for funding with regard to essential characteristics
, in particular, their place of establishment
 (if applicable, note the extension to other countries in section 5.5) and their type (e.g. legal entities, natural persons or groupings without legal personality; local authorities, public bodies, international organisations, NGOs, economic operators such as SMEs) See section 2.1.1. of the PRAG Guidelines for grant applicants (annex E3a). The default scope may be narrowed down in terms of nationality, geographical location or nature of the applicant where it is required on account of the specific nature and the objectives of the action and where it is necessary for its effective implementation (Article 8(7) CIR, Article 20(9) Annex IV Cotonou, Article 89(1)(f) of Overseas Association Decision 2013/755/EU).


[Subject to information to be published in the call for proposals, the indicative amount of the EU contribution per grant is EUR <amount or range of amounts>[and the grants may be awarded to [sole beneficiaries (mono-beneficiaries) only][sole beneficiaries and to consortia of beneficiaries (coordinator and co-beneficiaries)].][The indicative duration of the grant (its implementation period) is <number> months.] 

(c) Essential selection and award criteria


The essential selection criteria are financial and operational capacity of the applicant.


The essential award criteria are relevance of the proposed action to the objectives of the call; design, effectiveness, feasibility, sustainability and cost-effectiveness of the action.

(d) Maximum rate of co-financing


The maximum possible rate of co-financing for grants under this call is <indicate percentage rate, which normally should not exceed 80% of the eligible costs of the action; do not insert 100 %>. The rate may be higher if the auto-financing capacity of the targeted beneficiaries is weak.

In accordance with Articles 192 of Regulation (EU, Euratom) No 966/2012, if full funding is essential for the action to be carried out, the maximum possible rate of co-financing may be increased up to 100 %. The essentiality of full funding will be justified by the Commission’s authorising officer responsible in the award decision, in respect of the principles of equal treatment and sound financial management.

(e) Indicative timing to launch the call


[<trimester of the year>]or[This call has been launched on <date> under a suspensive clause of the adoption of this decision.]

(f) [Exception to the non-retroactivity of costs


The Commission authorises the eligibility of costs prior to the submission of the grant application as of <date>.] linked to recital (12) of the Financing Decision body

5.4.1.2 Grant: direct award <title> (direct management) reuse this modality template for each envisaged direct grant

(a) Objectives of the grant, fields of intervention, priorities of the year and expected results


<Specify the objectives and the type of actions eligible for financing and the expected results; make an appropriate link to section 4.1>

(b) Justification of a direct grant


Where the justification of a direct grant is based on a legal or factual monopoly of the beneficiary, the beneficiary is identified in the basic act or is a Member State or the nature of the action requires a specific type of beneficiary for its technical competence, specialisation or administrative power (Article 190(1)(c), (d) and (f) RAP), keep and complete the following phrase: [Under the responsibility of the Commission’s authorising officer responsible, the grant may be awarded without a call for proposals to <name of the direct grant beneficiary>.] Where this is filled in, you have to submit the direct award for a prior approval in parallel.

Under the responsibility of the Commission’s authorising officer responsible, the recourse to an award of a grant without a call for proposals is justified because <provide factual circumstances justifying any of the circumstances listed in Article 190 RAP, i.e. the country is in a crisis situation referred to in Article 190(2) RAP; other exceptional and duly justified emergency not due to delays on the part of the Commission; beneficiary is in a legal or factual monopoly situation or is identified as beneficiary in the basic act on which this decision is based; the action has specific characteristics requiring a specific type of beneficiary for its technical competence, specialisation or administrative power or nature of the action with regard to Article 6(1)(c) of the CIR for the EIDHR>

(c) Eligibility conditions


[<essential eligibility criteria for applicants>] Delete this point if the direct grant beneficiary is mentioned in (b) above

Specify the circle of potential beneficiaries of funding with regard to essential characteristics, in particular, their place of establishment
 (if applicable, note the extension to other countries in section 5.5) and their type (e.g. legal entities, natural persons or groupings without legal personality; local authorities, public bodies, international organisations, NGOs, economic operators such as SMEs) See section 2.1.1. of the PRAG Guidelines for grant applicants (annex E3a). The default scope may be narrowed down in terms of nationality, geographical location or nature of the applicant where it is required on account of the specific nature and the objectives of the action and where it is necessary for its effective implementation (Article 8(7) CIR for Budget, Article 20(9) Annex IV to ACP-EU Partnership Agreement (Cotonou) for EDF-ACP States, Article 89(1)(f) Overseas Association Decision 2013/755/EU for EDF-OCTs). 

(d) Essential selection and award criteria


The essential selection criteria are the financial and operational capacity of the applicant.


The essential award criteria are relevance of the proposed action to the objectives of the call; design, effectiveness, feasibility, sustainability and cost-effectiveness of the action.


(e) Maximum rate of co-financing

The maximum possible rate of co-financing for this grant is <indicate percentage rate, which normally should not exceed 80% of the eligible costs of the action>.

In accordance with Articles 192 of Regulation (EU, Euratom) No 966/2012, if full funding is essential for the action to be carried out, the maximum possible rate of co-financing may be increased up to 100 %. The essentiality of full funding will be justified by the Commission’s authorising officer responsible in the award decision, in respect of the principles of equal treatment and sound financial management.

(f) Indicative trimester to conclude the grant agreement


<trimester of the year>

(g) [Exception to the non-retroactivity of costs


The Commission authorises the eligibility of costs prior to the submission of the grant application as of <date>.] linked to recital (12) of the Financing Decision body

5.4.1.3 Procurement (direct management)


Fill in the table. Do NOT mention the procurement procedure; its choice is the responsibility of the responsible authorising officer, not the Commission. Enter amounts only where required in section 5.6.

		Subject in generic terms, if possible

		Type (works, supplies, services)

		Indicative number of contracts

		Indicative trimester of launch of the procedure



		

		

		

		



		

		

		

		





5.4.1.4 Indirect management with a [Member State][third donor country][EU specialised (traditional/regulatory)][agency][international organisation] reuse this modality template for each case.

[A part of] this action may be implemented in indirect management with <name of the Member State’s or third donor country’s or EU specialised (traditional/regulatory) agency or international organisation> in accordance with Article 58(1)(c) of Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014]. This implementation entails <describe the action to be entrusted to the entity>. This implementation is justified because < explain briefly the reasons for choosing this entrusted entity>. 

The entrusted entity would carry out the following budget-implementation tasks <A short description of the tasks entrusted to the entrusted entity has to be included.> If no budget implementation tasks are entrusted to the entrusted entity, the management mode should not be indirect management, but direct management (e.g. direct award of a grant contract).

If acceptance by the entrusted entity identified above is uncertain and there is a viable second option consisting in another entrusted entity, this alternative, second option can be identified here:[If negotiations with the above-mentioned entrusted entity fail, that part of this action may be implemented in indirect management with <name of the alternative entrusted entity>. The implementation by this alternative entrusted entity would be justified because < explain briefly the reasons for choosing this entrusted entity> The alternative entrusted entity would <A short description of the tasks entrusted to the alternative entrusted entity has to be included.>]

Acting under the old pillar assessment until the new pillar assessment is done, only for international organisations[The entrusted international organisation[s] [and the alternative entrusted international organisation] [is][are] currently undergoing the ex-ante assessment in accordance with Article 61(1) of Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014]. The Commission’s authorising officer responsible deems that, based on the compliance with the ex-ante assessment based on Regulation (EU, Euratom) No 1605/2002 and long-lasting problem-free cooperation, the international organisation[s] can be entrusted with budget-implementation tasks under indirect management.]

If acceptance by the entrusted entity identified above is uncertain and there is a viable second option consisting in direct management, this alternative, second option can be referred to here:[If negotiations with the above-mentioned entrusted entity fail, that part of this action may be implemented in direct management in accordance with the implementation modalities identified in section[s] <make reference to the implementation modalities using the templates 5.4.1.1., 5.4.1.2. or 5.4.1.3. This second alternative should be placed at the end of section 5.4. The heading 5.4.1.7. (to be renumbered) is foreseen below.>]

Choose [The Commission authorises that the costs incurred by the entrusted entity may be recognised as eligible as of <a date prior to the adoption of this decision> because <add justification>.] If this phrase is not included, the costs incurred by the entrusted entity shall be eligible as of the date of entry into force of the delegation agreement; the eligibility may be set prior to its entry into force but not before the date of adoption of this decision provided that it is authorised by a prior approval.

5.4.1.5 Indirect management with in case of regional organisations that have not passed the standard pillar assessment[a regional organisation][the partner country]

[A part of] this action with the objective of <objective> may be implemented in indirect management with <name of partner country or the regional organisation (in particular the organisation of the regional authorising officer under the EDF)> in accordance with Article 58(1)(c) of the Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014]according to the following modalities:

The [partner country][regional organisation] will act as the contracting authority for the procurement and grant procedures. The Commission will control choose one of the options of indirect management without or with programme estimates [ex ante all the procurement and grant procedures.][ex ante all the procurement procedures except in cases where programme estimates are applied, under which the Commission applies ex ante control for procurement contracts above EUR 50,000 (or lower, based on a risk assessment) and may apply ex post control for procurement contracts up to that threshold. The Commission will control ex ante the contracting procedures for all grant contracts.]

Payments are executed by the Commission keep the following in case of indirect management with programme estimates[except in cases where programmes estimates are applied, under which payments are executed by the [partner country][regional organisation] for see next paragraph[ordinary operating costs,] direct labour and contracts below EUR 300,000 for procurement and up to EUR 100,000 for grants. 

The financial contribution [[partially] covers, for an amount of EUR <amount>,][does not cover] the ordinary operating costs incurred under the programme estimates.]

Choose [The Commission authorises that the costs incurred by the [partner country][regional organisation] may be recognised as eligible as of <a date prior to the adoption of this decision> because <add justification>.]

In accordance with Article 190(2)(b) of Regulation (EU, Euratom) No 966/2012 and Article 262(3) of Delegated Regulation (EU) No 1268/2012 EDF[ applicable by virtue of Article 36 of the Annex to Regulation (EU) 567/2014 and Article 19c(1) of Annex IV to the ACP-EU Partnership Agreement], the [partner country][regional organisation] shall apply procurement rules of Chapter 3 of Title IV of Part Two of Regulation (EU, Euratom) No 966/2012. These rules, as well as rules on grant procedures in accordance with Article 193 of Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014], will be laid down in the financing agreement concluded with the [partner country][regional organisation]. 


a) Overview of implementation this sub-section which is needed for the TAPs has to be deleted for processing the draft FinDec/AAP.

		Activity/objective/result, include location

		Type of financing (works, supplies, or service contract, grant, programme estimate)



		

		



		

		





b) Implementation through programme estimates  this sub-section which is needed for the TAPs has to be deleted for processing the draft FinDec/AAP.

[The contracting authority for these activities shall be [the [National][Regional][Territorial] Authorising Officer][<authority of the partner country>].]

where applicable[The project supervisor shall be <name of the Ministry>]

in case of “direct decentralised operations”[An imprest administrator and an imprest accounting officer, and their deputies, shall be appointed for the management and implementation of the programme estimate by the contracting authority, in agreement with the Head of Delegation.]

in case of “public indirect decentralised operations”[The management and implementation of the programme estimate shall be carried out by the following national body governed by public law or national body governed by private law with a public-service mission: <name of the institution>. The agreement between the partner country and the national body shall explicitly appoint the two persons, and their deputies, who will take on the duties of the imprest administrator and of the  imprest accounting officer.]

in case of private indirect decentralised operations under EDF[The management and implementation of the programme estimate shall be carried out by a service provider to be selected following EU procurement rules and contracted in indirect management by the partner country.]

In accordance with the powers delegated to them by the partner country authority that appointed them, the imprest administrator and the imprest accounting officer shall draw up and implement programme estimates, award contracts and grants, commit expenditure and make the corresponding payments.


The imprest administrator and the imprest accounting officer shall submit their technical and financial reports to the project steering committee, where applicable, and to the [the [National][Regional][Territorial] Authorising Officer][<authority of the partner country>] and a copy to the Head of the EU Delegation.

5.4.1.6 Contribution to <name of an existing Regional Blending Facility>

This contribution may be implemented under indirect management with the entities, called Lead Financial Institutions, and for amounts identified in the appendix of this action document, in accordance with Article 58(1)(c) of Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014]. The entrusted budget-implementation tasks consist in the implementation of procurement, grants, financial instruments and payments. The entrusted Member State agency or international organisation shall also monitor and evaluate the project and report on it. The Lead Financial Institutions are not definitively known at the moment of adoption of this Action Document but are indicatively listed in its appendix. A complementary financing decision will be adopted under Article 84(3) of Regulation (EU, Euratom) No 966/2012 to determine the Lead Financial Institutions definitively.

Acting under the old pillar assessment until the new pillar assessment is done, only for international organisations[Certain entrusted entities are currently undergoing the ex-ante assessment in accordance with Article 61(1) of Regulation (EU, Euratom) No 966/2012 EDF [applicable by virtue of Article 17 of the Annex to Regulation (EU) No 567/2014]. The Commission’s authorising officer responsible deems that, based on the compliance with the ex-ante assessment based on Regulation (EU, Euratom) No 1605/2002, they can be entrusted with budget-implementation tasks under indirect management.]

5.4.1.7 Changes from indirect to direct management mode due to exceptional circumstances (one alternative second option)

Describe here the alternative implementation modality in direct management (choose from 5.4.1.1., 5.4.1.2. and 5.4.1.3. and combine them if necessary) and identify which preferred implementation modality under indirect management above they can replace where this preferred modality cannot be implemented due to circumstances outside of the Commission’s control.  

5.5 Scope of geographical eligibility for procurement and grants


The geographical eligibility in terms of place of establishment for participating in procurement and grant award procedures and in terms of origin of supplies purchased as established in the basic act and set out in the relevant contractual documents shall apply keep the phrase if any cases below are included[, subject to the following provisions].


Reflect the below additions by including these countries in the geographical eligibility of grants described in sections 5.4.1.1 and 5.4.1.2.

Option for EDF-ACP States and OCTs, DCI, ENI, INSC and PI only [In accordance with Budget[Article 9(2)(a) of Regulation (EU) No 236/2014]EDF-ACP States[Article 22(1)(a) of Annex IV to the ACP-EU Partnership Agreement]EDF-OCTs[Article 89(2)(f)(i) of Council Decision 2013/755/EU]; the Commission decides that natural and legal persons from the following countries having traditional economic, trade or geographical links with neighbouring partner countries shall be eligible for participating in procurement and grant award procedures: <name of country 1>, <name of country 2>, <…> The supplies originating there shall also be eligible.]

[In accordance with Budget[Article 8(3) of Regulation (EU) No 236/2014] EDF-ACP States[Article 22(6) of Annex IV to the ACP-EU Partnership Agreement]EDF-OCTs [Article 89(1)(c) of Council Decision 2013/755/EU]  and with regard to the [global] [regional]
 [cross-border] nature of this action, the Commission decides that natural and legal persons from the following countries, territories or regions shall be eligible for participating in procurement and grant award procedures: <name of country 1>, <name of country 2>, <…> The supplies originating there shall also be eligible.] 


For ENI[In accordance with Article 16 of Regulation (EU) No 232/2014 and with regard to the aim of [ensuring of coherence and effectiveness of EU financing][fostering regional and trans-regional cooperation], the Commission decides that natural and legal persons from the following countries, territories or regions shall be eligible for participating in procurement and grant award procedures: <name of country 1>, <name of country 2>, <…> The supplies originating there shall also be eligible.]

Include always for EDF, DCI, ENI, INSC and PI [The Commission’s authorising officer responsible may extend the geographical eligibility in accordance with Budget[Article 9(2)(b) of Regulation (EU) No 236/2014]EDF-ACP States[Article 22(1)(b) of Annex IV to the ACP-EU Partnership Agreement]EDF-OCTs[Article 89(2)(f)(ii) and 89(3) of Council Decision 2013/755/EU] on the basis of urgency or of unavailability of products and services in the markets of the countries concerned, or in other duly substantiated cases where the eligibility rules would make the realisation of this action impossible or exceedingly difficult.]

5.6 Indicative budget

		The table must correspond to the structure of the implementation described in sections 5.3 and 5.4. The table below is just an example. If there are more third parties per line of the table, write the total in the table and identify the third parties and their contributions in a footnote.

In case of a Multi-Annual Action Programme, distinguish the various annual amounts of the recurrent action in consistency with section 5.4.

This is an example; you have to construct your own table

		EU contribution


(amount in EUR)

		Indicative third party contribution, in currency identified



		5.3.- Budget support [Good Governance and Development Contract][Sector Reform Contract][State Building Contract]

		<amount>

		<amount, currency>



		5.4.1. – [Objective/Result][Component] <name 1> composed of

		<amount>

		



		
5.4.1.1 – Call for proposals <title> (direct management)

		<amount>

		EUR <amount>




		
5.4.1.2 – Direct grant <specify> (direct management)

		<amount>

		EUR <amount>




		
5.4.1.3 – Procurement (direct management)

		N.A.



		5.4.2. – [Objective/Result][Component] <name 2> composed of

		<amount>

		



		
5.4.2.1. – Call for proposals <title> (direct management)

		<amount>

		EUR <amount>




		
5.4.2.2. – Indirect management with <name of MS’s, 3rd donor country’s or EU agency or international organisation>

		<amount>

		<amount, currency>



		5.4.3. – [Objective/Result][Component] <name 3> composed of

		<amount>

		



		
5.4.3.1. – Indirect management with <MS’s, 3rd donor country’s or EU agency or international organisation >

		<amount>

		<amount, currency>



		
5.4.3.2. – Procurement (direct management)

		N.A.



		
5.4.3.3. – Indirect management with <name of partner country or regional organisation>

		<amount>

		<amount, currency>



		Procurement – total envelop under section 5.4


		<amount>

		N.A.



		5.9 – Evaluation, 5.10 - Audit

		[<amount>][will be covered by another decision]


		N.A.



		5.11 – Communication and visibility

		[<amount>][N.A.]


		N.A.



		Contingencies


		<amount>

		N.A.



		Totals must correspond to the amounts in the fourth line  in the summary table on page 1

		<sum>

		<one sum for each currency or convert all into EUR>





5.7 Organisational set-up and responsibilities


<…>

5.8 Performance monitoring and reporting

<…>

The day-to-day technical and financial monitoring of the implementation of [this action][projects resulting from a call for proposals] will be a continuous process and part of the implementing partner’s responsibilities. To this aim, the implementing partner shall establish a permanent internal, technical and financial monitoring system for the action and elaborate regular progress reports (not less than annual) and final reports. Every report shall provide an accurate account of implementation of the action, difficulties encountered, changes introduced, as well as the degree of achievement of its results (outputs and direct outcomes) as measured by corresponding indicators, using as reference the logframe matrix (for project modality) or the list of result indicators (for budget support). The report shall be laid out in such a way as to allow monitoring of the means envisaged and employed and of the budget details for the action. The final report, narrative and financial, will cover the entire period of the action implementation.

The Commission may undertake additional project monitoring visits both through its own staff and through independent consultants recruited directly by the Commission for independent monitoring reviews (or recruited by the responsible agent contracted by the Commission for implementing such reviews). 

5.9 Evaluation 

Having regard to the [importance][nature] of the action, a(n) [mid-term][final][ex-post] evaluation(s) [will][will not] be carried out for this action or its components [via independent consultants][through a joint mission][contracted by the Commission][via an implementing partner]. 

In case a mid-term evaluation is foreseen: [It will be carried out for [problem solving], [learning purposes, in particular with respect to <complement with specific aspects that can be highlighted such as the intention to launch a second phase of the action, etc.>.]

In case a final or ex-post evaluation is foreseen: [It will be carried out for accountability and learning purposes at various levels (including for policy revision), taking into account in particular the fact that<complement with specific aspects that can be highlighted such as an innovative action or a pilot being tested, etc.>.]


[In case an evaluation is not foreseen, the Commission may, during implementation, decide to undertake such an evaluation for duly justified reasons either on its own decision or on the initiative of the partner.]

Where an evaluation is foreseen and is to be contracted by the Commission: [The Commission shall inform the implementing partner at least <insert number of days/months> in advance of the dates foreseen for the evaluation missions. The implementing partner shall collaborate efficiently and effectively with the evaluation experts, and inter alia provide them with all necessary information and documentation, as well as access to the project premises and activities]. 

The evaluation reports shall be shared with the partner country and other key stakeholders. The implementing partner and the Commission shall analyse the conclusions and recommendations of the evaluations and, where appropriate, in agreement with the partner country, jointly decide on the follow-up actions to be taken and any adjustments necessary, including, if indicated, the reorientation of the project. 

Where a financing agreement is expected to be concluded and where hence the exception from D+3 shall apply for evaluation, evaluation is to be implemented by way of procurement (beyond the operational procurement foreseen in section 5.4.1.3). Therefore, include the overall budget allocation (together with Audit in section 5.6) and keep this phrase [Indicatively, [one][<number>] contract[s] for evaluation services shall be concluded [under a framework contract] in <indicate as precisely as possible the timing of the launch of the procedure>.] 

Where no financing agreement will be concluded, select this option: [The financing of the evaluation shall be covered by another measure constituting a financing decision.]

5.10  Audit


Without prejudice to the obligations applicable to contracts concluded for the implementation of this action, the Commission may, on the basis of a risk assessment, contract independent audits or expenditure verification assignments for one or several contracts or agreements.

Where a financing agreement is expected to be concluded and where hence the exception from D+3 shall apply for audit, audit is to be implemented by way of procurement (beyond the operational procurement foreseen in section 5.4.1.3). Therefore, include the overall budget allocation (together with Evaluation in section 5.6) and keep this phrase [Indicatively, [one][<number>] contract[s] for audit services shall be concluded [under a framework contract] in <indicate as precisely as possible the timing of the launch of the procedure>.] 

Where no financing agreement will be concluded, select this option: [The financing of the audit shall be covered by another measure constituting a financing decision.] 

5.11 Communication and visibility


Communication and visibility of the EU is a legal obligation for all external actions funded by the EU. 


This action shall contain communication and visibility measures which shall be based on a specific Communication and Visibility Plan of the Action, to be elaborated at the start of implementation and supported with the budget indicated in section 5.6 above.

In terms of legal obligations on communication and visibility, the measures shall be implemented by the Commission, the partner country, contractors, grant beneficiaries and/or entrusted entities. Appropriate contractual obligations shall be included in, respectively, the financing agreement, procurement and grant contracts, and delegation agreements. 

The Communication and Visibility Manual for European Union External Action shall be used to establish the Communication and Visibility Plan of the Action and the appropriate contractual obligations.

<insert implementation modalities of procurement, and/or, exceptionally, grants, if applicable, in accordance with the Instructions>


In addition, where the communication and visibility measures are implemented by way of procurement (beyond the procurement foreseen in section 5.4.1.3) include the overall budget allocation, indicative number and type of contacts (including use of framework contracts, if any) and the indicative trimester of the launch of the procedure. The same type of information has to be provided as is required for section 5.4.1.3.

6 Only for project modality Pre-conditions (max. ½ page, completed during formulation, and only where relevant)

<…>

[APPENDIX - Indicative Logframe matrix (for project modality) 
] (max. 2 pages, completed during identification and formulation)

The activities, the expected outputs and all the indicators, targets and baselines included in the logframe matrix are indicative and may be updated during the implementation of the action without an amendment to the financing decision. The indicative logframe matrix will evolve during the lifetime of the action: new lines will be added for listing the activities as well as new columns for intermediary targets (milestones) when it is relevant and for reporting purpose on the achievement of results as measured by indicators.

		

		Intervention logic

		Indicators

		Baselines

(incl. reference year)

		Targets

(incl. reference year)

		Sources and means of verification

		Assumptions



		  Overall objective:   Impact

		The broader, long-term change which will stem from a number of interventions by the partner government and development partners, which the EU funded action will (indirectly) influence. 

		Measures the long-term change at country or sector level. For example, literacy rate disaggregated by sex. However, it is normally not appropriate for the project itself to try and collect this information. 

		Ideally, to be drawn from the partner's strategy

		Ideally, to be drawn from the partner's strategy 

		To be drawn from the partner's strategy.

		



		Specific objective(s): 

Outcome(s)

		The medium-term effects of the action which tend to focus on the changes in behaviour resulting from project/ programme outputs. The EU funded action will contribute to these changes.

		Measures the change in factors determining the outcome. For example, number of children enrolled/completing school disaggregated by sex.

		The starting point or current value of the indicator.

		The intended value of the indicator.

		Sources of information and methods used to collect and report (including who and when/how frequently).

		Factors outside project management's control that may impact on the outcome-impact linkage.



		Outputs

		The direct/tangible outputs (infrastructure, goods and services) delivered by the action. These can be controlled directly and as such can be linked to the donor funded assistance.

		Measures the degree of delivery of the outputs. For example, number of schools built and teachers trained disaggregated by sex.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.

		Factors outside project management's control that may impact on the output-outcome linkage.





 [APPENDIX - Indicative list of result indicators (for Budget Support)
] (max. 2 pages, completed during formulation)

The inputs, the expected direct and induced outputs and all the indicators, targets and baselines included in the list of result indicators are indicative and may be updated during the implementation of the action without an amendment to the financing decision. The table with the indicative list of result indicators will evolve during the lifetime of the action: new columns will be added for intermediary targets (milestones), when it is relevant and for reporting purpose on the achievement of results as measured by indicators.

		

		Intervention logic

		Indicators

		Baselines


(incl. reference year)

		Targets


(incl. reference year)

		Sources and means of verification 



		Overall objective: Impact

		The broader, long-term change which will stem from the partners’ government policy, which the EU funded action will support: generally consists in poverty eradication, promotion of inclusive and sustainable growth, consolidation of the democratic and economic governance

		Measures the long-term change at country or sector level. For example, reduction in income and non-income poverty; empowerment and social inclusion of poor people and disadvantaged groups etc.

		Ideally, to be drawn from the partner's strategy

		Ideally, to be drawn from the partner's strategy 

		The source of information is usually the Performance Assessment Framework (PAF) of the partner country.



		Specific  objective(s): Outcome(s) 

		The positive responses by beneficiaries- services users and economic actors – to the partners’ government policy management and service delivery. The EU funded action will contribute to these changes.

		Measures the change in factors determining the outcome. For example, increased use of goods and services provided by the public sector, improved competitiveness of the economy.

		The starting point or current value of the indicator.

		The intended value of the indicator

		Idem as above for the corresponding indicator.



		Induced outputs 

		The improved partner’s public policies, public sector spending and public sector delivery. The EU funded action will contribute to these changes.

		Measures the degree of delivery of the outputs. For example, increased quantity and quality of goods and services provided by the public sector, improved Public Finance Management and procurement systems.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.



		Direct outputs 

		Improvement in the relationship between external assistance and the national budget and policy processes. This level of results will be the most directly influenced by the EU funded action.

		Measures the change in factors determining the induced outputs. For example, increased size and share of external assistance funds made available through national budget, capacity development support better coordinated.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.

		Idem as above for the corresponding indicator.





� Use this when completing the template during identification.



� Adjust the title using 'options' only during identification and deleting 'and options' for the final AD.



� In order to increase the success ratio (number of awards divided by number of applications in each call) with a view of reducing the workload of all stakeholders, it is important to limit the number of applications. In this respect, please focus the objectives and priorities of the call as much as possible. On this issue, please also see footnote 4 on the narrowing down of the eligibility criteria.



� In order to increase the success ratio (number of awards divided by number of applications in each call) with a view of reducing the workload of all stakeholders, it is important to limit the number of applications. In this respect, please narrow down the eligibility in terms of the place of establishment and the type of the applicants as much as possible. On this issue, please also see footnote 3 on the better focusing of the objectives and priorities of the call for proposals. 



� With regard to Israeli entities: follow Guidelines on the eligibility of Israeli entities and their activities in the territories occupied by Israel since June 1967 for grants, prizes and financial instruments funded by the EU from 2014 onwards (OJ C 205, 19.7.2013, p. 9)



� With regard to Israeli entities: follow Guidelines on the eligibility of Israeli entities and their activities in the territories occupied by Israel since June 1967 for grants, prizes and financial instruments funded by the EU from 2014 onwards (OJ C 205, 19.7.2013, p. 9)



� Pursuant to Article 20(6) of Annex IV to Cotonou Agreement, the regional dimension is the only option for EDF – ACP States.



� Use the calculation method: (EU grant funding available/funding rate in %) x 100 ) – EU grant funding available = grant beneficiaries' co-financing = third party contribution



� Use the calculation method: (EU grant funding available/funding rate in %) x 100 ) – EU grant funding available = grant beneficiaries' co-financing = third party contribution



� Use the calculation method: (EU grant funding available/funding rate in %) x 100 ) – EU grant funding available = grant beneficiaries' co-financing = third party contribution



� In order to avoid details on budgets for individual contracts, it is sufficient to indicate the total envelop for procurement. If budgets for individual contracts are public, tenderers tend to orientate themselves on them and not on the terms of reference.



� Where the action is not covered by a financing agreement (see section � REF _Ref399942547 \r \h ��5.1�), put “will be covered by another decision” as it is unlikely that evaluation and audit contracts on this action would be concluded within N+1. These contracts have to be authorised by another financing decision.



� Consider that contracts under this heading must be concluded within N+1 where no financing agreement is concluded and within D+3 where a financing agreement is concluded.



� Consider that contracts where no financing agreement is concluded, contingencies have to be covered by individual and legal commitments by 31 December of N+1.



� Mark indicators aligned with the relevant programming document mark with '*' and indicators aligned to the EU Results Framework with '**'.



� Mark indicators aligned with the relevant programming document mark with '*' and indicators aligned to the EU Results Framework with '**'.
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INSTRUCTIONS TO TENDERERS




PUBLICATION REFERENCE: <____________________>


When submitting their tenders, tenderers must follow all instructions, forms, terms of reference, contract provisions and specifications contained in this tender dossier. Failure to submit a tender containing all the required information and documentation within the deadline specified may lead to the rejection of the tender.


These instructions set out the rules for submitting, selecting and implementing contracts financed under this call for tenders, in conformity with the Practical Guide, (available on the internet at this address: http://ec.europa.eu/europeaid/prag/document.do ). 


How to complete these standard instructions to tenderers. Please insert information between the <> brackets as indicated for each tender procedure. Square brackets [ ] indicate information to insert if appropriate and the paragraphs shaded in grey need to be changed only in exceptional cases, depending on the requirements of specific tender procedures. All other parts of these standard instructions must be left unchanged. In the final version of the instructions to tenderers, please remember to delete this paragraph, any other text with yellow highlighting and all brackets.


1. Services to be provided


The services required by the Contracting Authority are described in the Terms of Reference. They are set out in Annex II to the draft contract, which forms Part B of this tender dossier.


2. Timetable


		

		DATE

		TIME*



		Site visit (if any)

		< Date / Not applicable >

		< Time / Not applicable >



		Information meeting (if any)

		< Date / Not applicable >

		< Time / Not applicable >



		Deadline for requesting clarification from the Contracting Authority

		< Date 21 days before deadline for tenders >

		< Time >



		Last date for the Contracting Authority to issue clarification 

		< Date 11 days before deadline for tenders >

		-



		Deadline for submitting tenders

		< Date >

		< Time >



		Interviews (if any)

		< Date / Not applicable > (

		-



		Completion date for evaluating technical offers

		< Date > (

		-



		Notification of award 

		< Date at most 90 days after deadline for tenders > (

		-



		Contract signature

		< Date at most 150 days after deadline for tenders > (

		-



		Start date

		< Date > (

		-





* All times are in the time zone of the country of the Contracting Authority
( Provisional date


3. Participation, experts and subcontracting.

a) Participation in this tender procedure is open only to the invited tenderers.

b) Natural or legal persons are not entitled to participate in this tender procedure or be awarded a contract if they are in any of the conditions mentioned in Section 2.3.3 of the Practical Guide. Should they do so, they may be excluded from tender procedures and contracts in accordance with Section 2.3.4 of the Practical Guide.


c) Tenderers guilty of making false declarations may also be subject to financial penalties representing 2 % to 10 % of the total value of the contract being awarded. This rate may be increased to 4 % to 20 % in the event of a repeat offence within five years of the first infringement. 


d) Tenders should be submitted by the same service provider or consortium that submitted the application form on the basis of which it was short-listed and to which the letter of invitation to tender is addressed. No change whatsoever in the identity or composition of the tenderer is permitted unless the Contracting Authority has given its prior approval in writing.

e) Short-listed service providers or consortia are not allowed to form alliances with any other firms or to subcontract to each other for the purposes of this contract.


f) The contract between the tenderer/contractor and its experts shall contain a provision that it is subject to the approval of the partner country.  It is furthermore recommended that this contract contains a dispute resolution clause.  

g) Subcontracting is the only permitted form of collaboration with firms that have not been short-listed and only on condition that the tenderer explicitly states that it is the sole party that will be contractually liable. If the tenderer intends to subcontract one or more parts of the contracted services, this must be clearly stated in the Organisation and Methodology and the Tender submission form. For this purpose, individual experts recruited for the project as key or non-key experts are not regarded as subcontractors.


h) Even if subcontracting is allowed, the short-listed candidate must intend to provide the majority of the services itself. 


i) All subcontractors must be eligible for the contract. If the identity of the intended subcontractor is already known at the time of submitting the tender, the tenderer must furnish a statement guaranteeing the eligibility of the subcontractor. If any subcontractor identified in this way does not meet the eligibility criteria, the tender shall be rejected. If the identity of the subcontractor is not known at the time of submitting the tender, any subcontract must be awarded according to Article 4 of the General Conditions of the contract.


j) Subcontractors cannot be in any of the exclusion situations listed in Section 2.3.3 of the Practical Guide. Whenever requested by the Contracting Authority, the successful tenderer/contractor shall submit a declaration from the intended subcontractor that it is not in one of the exclusion situations. In the event of doubt, the Contracting Authority shall request documentary evidence that the subcontractor is not in a situation of exclusion. 


k) If the offer includes subcontracting, it is recommended that the contractual arrangements between the tenderer and its subcontractors include mediation, according to national and international practices, as a method of dispute resolution.


l) [EDF only: In the selection of subcontractors and/or other independent contractors, preference shall be given to natural persons, companies or firms of ACP States capable of providing the services required on similar terms.]


4. Content of tenders


Offers, all correspondence and documents related to the tender exchanged by the tenderer and the Contracting Authority must be written in English.


Supporting documents and printed literature furnished by the tenderer may be in another language, provided they are accompanied by a translation into the language of the procedure. For the purposes of interpreting the tender, the language of the procedure has precedence. 


The tender must comprise of a Technical offer and a Financial offer, which must be submitted in separate envelopes (see clause 8). Each Technical offer and Financial offer must contain one original, clearly marked ‘Original’, and <number (for environmental reasons, request as few copies as possible, double sided printing, degradable material for folders, presentations, etc.)> copies, each marked ‘Copy’. Failure to fulfil the requirements in clauses 4.1, 4.2 and 8 will constitute a formal error and may result in rejection of the tender.


4.1.
Technical offer


The Technical offer must include the following documents:


(1) Tender submission form (see Part D of this tender dossier) including:

a) [Optional for global-price contracts] Signed statements of exclusivity and availability (using the template included with the tender submission form), one for each key expert, the purpose of which are as follows:


· The key experts proposed in this tender must not be part of any other tender submitted for this tender procedure. They must therefore commit themselves exclusively to the tenderer.


· Each key expert must also undertake to be available, able and willing to work for the whole period scheduled for his/her input to implement the tasks set out in the Terms of Reference and/or in the Organisation and methodology.


Note that non-key experts must not be asked to sign statements of exclusivity and availability.


Any expert working on an EU/EDF-financed project, where the input from his/her position to that contract could be required on the same dates as his/her activities under this contract, must not be proposed as a key expert for this contract under any circumstances. Consequently, the dates included by a key expert in his/her statement of exclusivity and availability in your tender must not overlap with dates on which he/she is committed to work as a key expert on any other contract.


The expert may participate in parallel tender procedures but must inform the Contracting Authority of these in the Statement of Exclusivity and Availability. Furthermore, the expert is expected to notify the tenderer immediately if he/she is successful in another tender procedure and he/she is expected to accept the first engagement offered to him/her chronologically.


If a key expert is proposed as a key expert by more than one tenderer with the agreement of the key expert, the corresponding tenders will be rejected. The same applies if the key expert proposed has been involved in the preparation of the project. The expert concerned will be excluded from this tender procedure and may also be excluded from other EU/EDF-financed contracts.


Having selected a firm partly on the basis of an evaluation of the key experts presented in the tender, the Contracting Authority expects the contract to be executed by these specific experts. However, after the award letter, the selected tenderer may propose replacements for the key experts under certain conditions (for further information see point 14).

b) A signed declaration from each legal entity identified in the tender submission form, using the format attached to the tender submission form.

c) A completed Financial Identification form (see Annex VI to the draft contract) to indicate the bank account into which payments should be made if the tender is successful. (If the tenderer has already signed another contract with the European Commission, it may provide instead either its financial identification form number or a copy of the financial identification form provided on that occasion, unless it has changed in the meantime).

d) The legal entity file and supporting documents (if the tenderer has already signed another contract with the European Commission, it may provide instead either its legal entity number or a copy of the legal entity file provided on that occasion, unless it has changed its legal status in the meantime).

e) Duly authorised signature: an official document (statutes, power of attorney, notary statement, etc.) proving that the person who signs on behalf of the company/joint venture/consortium is duly authorised to do so. 


(2) Organisation and methodology (will become Annex III to the contract), to be drawn up by the tenderer using the format in Annex III to the draft contract.


[For fee-based contracts: The ‘Estimated number of working days’ worksheet (in the budget breakdown spreadsheet for Annex V) must be included in the Organisation and methodology.]


(3) [Optional for global-price contracts] Key experts (to become Annex IV to the contract). The key experts are those whose involvement is considered to be instrumental to achieve the contract objectives. [For fee-based contracts only: Their positions and responsibilities are defined in Section 6.1.1 of the Terms of Reference in Annex II to the draft contract and they are subject to evaluation according to the evaluation grid in Part C of this tender dossier.] [The Evaluation Committee may also call them for interview.]

Annex IV to the draft contract contains the templates that tenderers must use, including:


a) a list of the names of the key experts;


b) the CVs of each of the key experts. Each CV should be no longer than 3 pages and only one CV must be provided for each position identified in the Terms of Reference. In case of CVs longer than 3 pages, only the first 3 pages will be taken into account. Non-key experts CVs are not necessary. 

The qualifications and experience of each key expert must clearly match the profiles indicated in the Terms of Reference. If an expert does not meet the minimum requirements for each evaluation criterion (i.e. qualification and skills, general professional experience and specific professional experience), he/she must be rejected. In such case the entire tender shall be rejected.

Tenderers must provide the following documents for any key experts proposed:


-
a copy of the diplomas mentioned in their CVs,


-
a copy of employer certificates or references proving the professional experience indicated in their CVs. 


Only diplomas and documented experience will be taken into account. Previous experience which caused breach of contract and termination shall not be used as reference. 

(4)
Non key experts may also be instrumental to achieve the contract objectives. However, they are not subject to evaluation by the evaluation Committee. Their positions and responsibilities may be defined in Section 6.1.1 of the Terms of Reference in Annex II to the draft contract.

(5)
Documentary proof or statements required under the law of the country in which the company (or each of the companies for consortia) is established, to show that it is not in any of the exclusion situations listed in section 2.3.3 of the Practical Guide. This evidence, documents or statements must be dated, no more than 1 year before the date of submission of the tender. In addition, a statement must be furnished stating that the situations described in these documents have not changed since then.  


If the nature of your entity is such that it cannot fall into the exclusion situations and/or cannot provide the documents indicated above (for instance, national public administrations and international organisations), please provide a declaration explaining this situation.


The Contracting Authority may waive the obligation of any candidate or tenderer to submit the documentary evidence referred to above if such evidence has already been submitted for the purposes of another procurement procedure, provided that the issue date of the documents does not exceed one year and that they are still valid. In this case, the candidate or tenderer must declare on his/her honour that the documentary evidence has already been provided in a previous procurement procedure and confirm that his/her situation has not changed.

(6)
Documentary evidence of the financial and economic capacity as well as the technical and professional capacity according to the selection criteria specified in the procurement notice. (see further point 2.4.11 of the Practical Guide). For the technical selection criteria you will find information in the invitation letter which references qualified you to be shortlisted and you are only requested to submit documentary evidence for these references. 

If the documentary evidence submitted is not written in one of the official languages of the European Union, a translation into the language of the procedure must be attached. Where the documents are in an official language of the European Union other than the one of the procedure, it is however strongly recommended to provide a translation into the language of the procedure, in order to facilitate the evaluation of the documents. Documentary proof or statements may be in original or copy. If copies are submitted, the originals must be available to send to the Contracting Authority upon request.

Tenderers are reminded that the provision of false information in this tender procedure may lead to their exclusion from EU-funded contracts.


The electronic version of the technical offer must be included with the printed version in the separate envelope in which the technical offer is submitted. If there are any discrepancies between the electronic version and the original, printed version, the latter has precedence.


4.2.
Financial offer


[For global price contracts:

The Financial offer must be presented as an amount in <Euro / <national currency>
 and must be submitted using the template for the global-price version of Annex V to part B of this tender dossier. The electronic version of this document ‘B8 — Budget for a global-price contract’ can be found on the website

http://ec.europa.eu/europeaid/prag/document.do

 The global price may be broken down by outputs if required from the Terms of Reference.]

[For fee-based contracts:

The Financial offer must be presented in <Euro / <national currency>1 and must include the following documents (using the templates included in the fee-based version of Annex V to part B of this tender dossier. The electronic version of this document ‘B8 - Budget breakdown for a fee-based contract’ can be found on the website

http://ec.europa.eu/europeaid/prag/document.do:


· Budget breakdown


· Working days


To complete the spreadsheet:


1) Enter the fee rates for each category of expert in the first worksheet (‘Budget breakdown’)


2) Enter the estimated numbers of working days for each category of expert during the period of implementation of the tasks in the second worksheet (‘Working days’)


3) Enter the lump sums proposed for items required in Section 6.6 of the Terms of Reference in the first worksheet (‘Budget breakdown’), if any


4) Enter the provision for incidental expenditure given in Section 6.5 of the Terms of Reference in the first worksheet (‘Budget breakdown’)


5) Enter the provision for expenditure verification given in Section 6.7 of the Terms of Reference in the first worksheet (‘Budget breakdown’)


The estimated budget for incidental expenditure and expenditure verification are to be pre-filled in the template budget breakdown in the tender dossier. 


The electronic version of the financial offer must be included with the printed version in the separate envelope in which the financial offer is submitted. If there are any discrepancies between the electronic version and the original, printed version, the latter will have precedence. Note that a schedule based on the ‘Estimated number of working days’ worksheet within this spreadsheet must be included as part of the Organisation and Methodology in the technical offer.]

Tenderers are reminded that the maximum budget available for this contract, as stated in the contract notice, is <EUR / ISO code of national currency> <amount>. Payments under this contract will be made in the currency of the tender. 


The applicable tax and customs arrangements are as follows.  


Exemption of taxes


[The European Commission and <name of the partner country or countries > have agreed in < insert reference to the concerned Financing Agreement or Framework Agreement > to < partially/fully> exonerate the following taxes < detail type(s) of tax >. [More specific information such as details of the competent authority of the partner country(ies), a reference to exemption procedures prescribed by the national legislation in force (for example, the required formalities, the scheme for ex-ante exemption or ex-post reimbursement, etc.) may be added].  


[OR]


[There is no agreement between the European Commission and <name of the partner country> by which taxes are partially or fully exonerated.]


[For fee-based contracts (and global-price contracts, in exceptional case):

Incidental expenditure


Incidental expenditure incurred by the Contractor and, if applicable, approved by the Contracting Authority shall be reimbursed in full.]


[EDF: General provisions regarding tax and customs arrangements are attached to the tender dossier.]


5. Variant solutions


Tenderers [are/are not] authorised to tender for a variant in addition to this tender.


[If applicable, give details of conditions to be met by any variant: 


Tenderers must submit a tender that meets the requirements of the tender dossier. If the instructions to tenderers provides for variants to be submitted, the terms of reference and evaluation grid must specify the subject, limits and basic conditions applicable. Should the tenderer wish to submit a variant technical proposal, it may do so. 


The Contracting Authority may only consider variants proposed by the tenderer that give best value for money in the evaluation.


Where variants are allowed, they are scored separately and the Contracting Authority may take them into account when they meet the requirements specified by the tender dossier, attaining at least the minimum quality and performance required.


Variant solutions must include all the details necessary for their full evaluation. 


Any variant solution must comprise:

(a)
an individual tender for the variant solution; 

(b)
a demonstration of the advantages of the variant solution over the initial solution, including a quantifiable justification of any economic and/or technical advantages, without revealing the price of the offer in the technical offer.


Any variant proposals must be submitted in a separate inner envelopes (technical and financial), clearly marked ‘variant’. ]


6. Period during which tenders are binding


Tenderers are bound by their tenders for 90 days after the deadline for submitting tenders or until they have been notified of non-award. In exceptional cases, before the period of validity expires, the Contracting Authority may ask tenderers to extend the period for a specific number of days, which may not exceed 40.


The selected tenderer must maintain its tender for a further 60 days. This further period of 60 days is added to the validity period irrespective of the date of notification.

7. Additional information before the deadline for submitting tenders


The tender dossier should be clear enough to avoid candidates having to request additional information during the procedure. If the Contracting Authority, either on its own initiative or in response to a request from a short-listed candidate, provides additional information on the tender dossier, it must send such information in writing to all other short-listed candidates at the same time.


Tenderers may submit questions in writing to the following address up to 21 days before the deadline for submission of tenders, specifying the publication reference and the contract title:


<Contact name
Address
Fax No
E-mail>


The Contracting Authority has no obligation to provide clarification after this date.


Any tenderer seeking to arrange individual meetings with the Contracting Authority and/or the government of the partner country and/or the European Commission concerning this contract during the tender period may be excluded from the tender procedure.


[Alternative 1

Any clarification of the tender dossier will be communicated simultaneously in writing to all tenderers at the latest 11 calendar days before the deadline for submitting tenders. 


No information meeting is planned.


No site visit is planned.


Visits by individual prospective tenderers during the tender period are not organised.]

[Alternative 2

An information meeting will be held on < date at least 21 days before the deadline for submitting tenders > at < time > at < address > to answer any questions on the tender dossier which have been forwarded in writing or are raised at the meeting. Minutes will be taken during the meeting and these will be sent — together with any clarification in response to written requests which are not addressed during the meeting — in writing to all the tenderers at the latest 11 calendar days before the deadline for submission of tenders. The tenderers must meet all costs of attending this meeting.


A site visit will be organised on < date at least 21 days before the deadline for submitting tenders > at < time > at < address > so that prospective tenderers can familiarise themselves with the project and the local conditions. Prospective tenderers must write to the above address in advance to confirm their intention to attend the site visit. Additional information or clarification on the tender dossier will not be given at the site visit, but by the Contracting Authority as indicated above. The tenderers must meet all costs of visiting the site.


Visits by individual prospective tenderers during the tender period are not organised.]

[Alternative 3:


An information meeting will be held on < date at least 21 days before the deadline for submitting tenders > at < time > at < address > to answer any questions on the tender dossier which have been forwarded in writing or are raised at the meeting. Minutes will be taken during the meeting and these will be sent — together with any clarification in response to written requests that are not addressed during the meeting — in writing to all the tenderers at the latest 11 calendar days before the deadline for submitting tenders. 


The tenderers must meet all costs of attending this meeting.


No site visit is planned.


Visits by individual prospective tenderers during the tender period are not organised.]

[Alternative 4:


Any clarification of the tender dossier will be sent simultaneously in writing to all tenderers at the latest 11 calendar days before the deadline for submitting tenders. 


No information meeting is planned.


A site visit will be organised on < date at least 21 days before the deadline for submitting tenders > at < time > at < address > so that prospective tenderers can familiarise themselves with the project and the local conditions. Prospective tenderers must write to the above address in advance to confirm their intention to attend the site visit. Additional information or clarification on the tender dossier will not be given at the site visit, but by the Contracting Authority as indicated above. The tenderers must meet all costs of visiting the site.


Visits by individual prospective tenderers during the tender period are not organised.]

8. Submission of tenders


Tenders must be delivered to the Contracting Authority for receipt before < date & time of deadline, at least 50 days after the date of the invitation letter and at the close of business of a working day >. They must include the requested documents in clause 4 above and be sent:


· EITHER by recorded delivery (official postal service) to:


for Indirect Management 
<Address of Contracting Authority>
OR
for Direct Management 
<Address of European Commission>

· OR hand delivered (including courier services) directly to the Contracting Authority against a signed and dated receipt to:


for Indirect Management 
<Address of Contracting Authority>
OR
for Direct Management 
<Address of European Commission>

Tenders submitted by any other means will not be considered. Tenders must be submitted using the double envelope system, i.e., in an outer parcel or envelope containing two separate, sealed envelopes, one bearing the words ‘Envelope A — Technical offer’ and the other ‘Envelope B — Financial offer’. All parts of the tender other than the financial offer must be submitted in Envelope A (i.e., including the Tender submission form, statements of exclusivity and availability of the key experts and declarations).


Any infringement of these rules (e.g., unsealed envelopes or references to price in the technical offer) will lead to rejection of the tender. 


The outer envelope should provide the following information: 


a) the address for submitting tenders indicated above; 


b) the reference code of the tender procedure (i.e. <publication reference>);


c) the words ‘Not to be opened before the tender-opening session’ and <equivalent phrase in local language>;


d) the name of the tenderer.


Each envelope must include an index of its contents. The pages of the Technical and Financial offers must be numbered.


9. Amending or withdrawing tenders


Tenderers may amend or withdraw their tenders by written notification prior to the deadline for submitting tenders. Tenders may not be amended after this deadline.


Any such notification of amendment or withdrawal must be prepared and submitted in accordance with Clause 8. The outer envelope (and the relevant inner envelope) must be marked ‘Amendment’ or ‘Withdrawal’ as appropriate.


10. Costs for preparing tenders


No costs incurred by the tenderer in preparing and submitting the tender are reimbursable. All such costs must be borne by the tenderer, including the cost of interviewing proposed experts.


11. Ownership of tenders


The Contracting Authority retains ownership of all tenders received under this tendering procedure. Consequently, tenderers do not have the right to have their tenders returned to them.


12. Evaluation of tenders


12.1.
Evaluation of technical offers


The quality of each technical offer will be evaluated in accordance with the award criteria and the weighting detailed in the evaluation grid in Part C of this tender dossier. No other award criteria will be used. The award criteria will be examined in accordance with the requirements indicated in the Terms of Reference.


The evaluation of the technical offers will follow the procedures set out in Section 3.3.10 of the Practical Guide (available on the internet at http://ec.europa.eu/europeaid/prag/document.do).

12.1.1.
Interviews 

Interviews should generally be standard practice whenever the key-expert proposed has no relevant experience on EU projects, as evidenced by the CV. In other cases, verification/checks within the Commission are more appropriate (Direct Management). They must be well prepared when conducted. The interviews shall be included in the tender dossier. Please note that interviews should usually not be conducted for possible key experts in a global price contract.

[Alternative 1 — Telephone interview (or equivalent):

The Evaluation Committee may interview the key experts proposed in the technically compliant tenders, after having written provisional conclusions but before concluding the technical evaluation. 


The interview shall be conducted by telephone and the date and time of these interviews will be confirmed or notified to the tenderer at least ten days in advance. If a tenderer is unable to participate in an interview by force majeure, a mutually convenient alternative date and time is arranged with the tenderer. If the tenderer is unable to participate in this second scheduled time, its tender will be eliminated from the evaluation process.]

[Alternative 2 — Interview in person:

Only for exceptional cases.


The Evaluation Committee may interview the key experts proposed in the technically compliant tenders, after having written provisional conclusions but before concluding the technical evaluation. 


The date and time of these interviews will be confirmed or notified to the tenderer at least ten days in advance. If a tenderer is prevented from attending an interview by force majeure, a mutually convenient alternative appointment is arranged with the tenderer. If the tenderer is unable to attend this second appointment, its tender will be eliminated from the evaluation process. ]

[Alternative 3 – No interviews:

No interviews are foreseen. ] ]

12.2.
Evaluation of financial offers


Upon completion of the technical evaluation, the envelopes containing the financial offers for tenders that were not eliminated during the technical evaluation will be opened (i.e. those with an average score of 80 points or more). Tenders exceeding the maximum budget available for the contract will be eliminated.


[For fee-based contracts:

The provision for incidental expenditure and the provision for expenditure verification stated in the Terms of Reference and to be included in the budget breakdown will not be taken into account in the comparison of the financial offers.


Any arithmetical errors are corrected without penalty to the tenderer such that, if there is a discrepancy between a fee rate and the total amount derived from multiplying the fee rate by the corresponding number of working days, the fee rate as quoted must prevail, unless the opinion of the Evaluation Committee contains an obvious error in the fee rate, in which event the total amount as quoted must prevail and the fee rate must be corrected.]

12.3.
Choice of selected tenderer 


The best value for money is established by weighing technical quality against price on an 80/20 basis.


[EDF only: Where tenders of equivalent economic and technical quality are compared, preference shall be given to the widest participation of ACP States. See section 2.4.10 of the Practical Guide.]

12.4.
Confidentiality


The entire evaluation procedure is confidential, subject to the Contracting Authority’s legislation on access to documents. The Evaluation Committee’s decisions are collective and its deliberations are held in closed session. The members of the Evaluation Committee are bound to secrecy. The evaluation reports and written records are for official use only and may be communicated neither to the tenderers nor to any party other than the Contracting Authority, the European Commission, the European Anti-Fraud Office and the European Court of Auditors.


13. Ethics clauses / Corruptive practices


a)
Any attempt by a tenderer to obtain confidential information, enter into unlawful agreements with competitors or influence the Evaluation Committee or the Contracting Authority during the process of examining, clarifying, evaluating and comparing tenders will lead to the rejection of its tender and may result in administrative penalties.


b)
The tenderer must not be affected by any conflict of interest and must have no equivalent relation in that respect with other tenderers or parties involved in the project.


c)
The European Commission reserves the right to suspend or cancel project financing if corrupt practices of any kind are discovered at any stage of the award process or during the execution of a contract and if the Contracting Authority fails to take all appropriate measures to remedy the situation. For the purposes of this provision, ‘corrupt practices’ are the offer of a bribe, gift, gratuity or commission to any person as an inducement or reward for performing or refraining from any act relating to the award of a contract or execution of a contract already concluded with the Contracting Authority.


d)
Tenders will be rejected or contracts terminated if it emerges that the award or execution of a contract has given rise to unusual commercial expenses. Such unusual commercial expenses are commissions not mentioned in the main contract or not stemming from a properly concluded contract referring to the main contract, commissions not paid in return for any actual and legitimate service, commissions remitted to a tax haven, commissions paid to a payee who is not clearly identified or commissions paid to a company which has every appearance of being a front company.


Contractors found to have paid unusual commercial expenses on projects funded by the European Union are liable, depending on the seriousness of the facts observed, to have their contracts terminated or to be permanently excluded from receiving EU funds.


e)
The Contracting Authority reserves the right to suspend or cancel the procedure, where the award procedure proves to have been subject to substantial errors, irregularities or fraud. If substantial errors, irregularities or fraud are discovered after the award of the Contract, the Contracting Authority may refrain from concluding the Contract.


14. Signature of contract(s)


14.1.
Notification of award


The successful tenderer will be informed in writing that its tender has been accepted.      


[For fee-based contract and for global price with key experts: 

The successful tenderer shall then confirm availability or unavailability of their key-experts within 5 days from the date of the notification of award. 


In case of unavailability the tenderer will be allowed to propose replacement key-expert(s). The successful tenderer shall give due justification for the exchange of the key-expert but the acceptance will not be limited to specific cases. Several replacement key-experts may be proposed but only one time-period of 15 days from the date of the notification of award will be offered. The replacement key-expert(s) cannot be an expert proposed by another tenderer in the same call for tender.

The replacement key-expert's total score must be at least as high as the scores of the key-expert proposed in the tender. It must be emphasised that the minimum requirements for each evaluation criteria must be met by the replacement expert.  


If replacement key-experts are not proposed within the 15 days delay or if the replacement experts are not sufficiently qualified, or that the proposal of the replacement key-expert amends the award conditions which took place, the Contracting Authority may decide to award the contract to the second best technically compliant tenderer (also giving them a chance to replace a key-expert should he/she not be available).

Should the Contracting Authority learn that a tenderer has confirmed the availability of a key expert and signed the contract although the tenderer has deliberately concealed the fact that the key-expert is unavailable from the date specified in the tender dossier for the start of the assignment, the Contracting Authority may decide to terminate the contract on the basis of article 36.3 (m) of the General Conditions. 


It is reminded that the tenderer/contractor may also be subject to administrative and financial penalties foreseen in section 2.3.4 of the PRAG and article 10.2 of the General Conditions of service contracts. Furthermore it may lead to a tenderer's /contractor's exclusion from other contracts funded by the European Union.

]


14.2.
Signature of the contract(s)

Within 30 days of receipt of the contract already signed by the Contracting Authority, the selected tenderer shall sign and date the contract and return it to the Contracting Authority.


Failure of the selected tenderer to comply with this requirement may constitute grounds for annulling the decision to award the contract. In this event, the Contracting Authority may award the tender to another tenderer or cancel the tender procedure. 


The other tenderers will, at the same time as the notification of award is submitted, be informed that their tenders were not accepted, by means of a standard letter, including an indication of the relative weaknesses of their tender by way of a comparative table of the scores for the winning tender and the unsuccessful tender. The second best tenderer is informed of the notification of award to the successful tenderer with the reservation of the possibility to receive a notification of award in case of inability to sign the contract with the first ranked tenderer. The validity of the offer of the second best tenderer will be kept. The second tenderer may refuse the award of the contract if, when receiving a notification of award, the 90 days of validity of their tender has expired.

The Contracting Authority will furthermore, at the same time, also inform the remaining unsuccessful tenderers and the consequence of these letters will be that the validity of their offers must not be retained.

The corresponding contract award notice will be published on the website https://webgate.ec.europa.eu/europeaid/online-services/index.cfm?do=publi.welcome.


15. Cancellation of the tender procedure


In the event of cancellation of the tender procedure, the Contracting Authority will notify tenderers of the cancellation. If the tender procedure is cancelled before the outer envelope of any tender has been opened, the unopened and sealed envelopes will be returned to the tenderers.


Cancellation may occur where:


· the tender procedure has been unsuccessful, i.e., no qualitatively or financially worthwhile tender has been received or there is no valid response at all;


· there are fundamental changes to the economic or technical data of the project;


· exceptional circumstances or force majeure render normal performance of the contract impossible;


· all technically compliant tenders exceed the financial resources available;


· there have been irregularities in the procedure, in particular if they have prevented fair competition;


· the award is not in compliance with sound financial management, i.e. does not respect the principles of economy, efficiency and effectiveness (e.g. the price proposed by the tenderer to whom the contract is to be awarded is objectively disproportionate with regard to the price of the market).


In no event shall the Contracting Authority be liable for any damages whatsoever including, without limitation, damages for loss of profits, in any way connected with the cancellation of a tender procedure, even if the Contracting Authority has been advised of the possibility of damages. The publication of a procurement notice does not commit the Contracting Authority to implement the programme or project announced.


16. Appeals


Tenderers believing that they have been harmed by an error or irregularity during the award process may file a complaint. See section 2.4.15 of the Practical Guide.


Point 17 to be included only in Direct Management .


[17.
Data Protection


If processing your reply to the invitation to tender involves the recording and processing of personal data (such as names, addresses and CVs), it will be processed
  solely for the purposes of the performance management and monitoring of the tender and of the contract by the data controller without prejudice to possible transmission to the bodies charge with monitoring or inspection tasks in application of Union law. Details concerning processing of your personal data are available on the privacy statement at 

http://ec.europa.eu/europeaid/prag/document.do?chapterId=8.&id=221



For EuropeAid: The Controller of call for tenders is the Head of Unit R3 


For Enlargement; The Controller of your call for tender is <please add the name of your Controller> 


For any other DG: <please add the name of your Controller >

Point 18 to be included only in Direct Management.

[18.
Early Warning System and Central Exclusion Database


The tenderers and, if they are legal entities, persons who have powers of representation, decision-making or control over them, are informed that, should they be in one of the situations mentioned in: 


· European Commission Decision of 16.12.2008 on the Early Warning System (EWS) for the use of authorising officers of the Commission and the executive agencies (OJ, L 344, 20.12.2008, p.125) or


· European Commission Regulation of 17.12.2008 on the Central Exclusion Database (CED) (OJ L344, 20.12.2008, p.12),


their personal details (name, given name if natural person, address, legal form and name and given name of the persons with powers of representation, decision-making or control, if legal person) may be registered in the EWS only or in both the EWS and the CED, and communicated to the persons and entities listed in the above-mentioned Decision and Regulation, in relation to the award or the execution of a procurement contract.] 


� The currency of the tender is the currency of the contract and the currency of payment.



� pursuant to Regulation (EC) No 45/2001 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. 



� This link will lead you to the new "EuropeAid privacy statement" published among the Practical Guide General Annexes (see Annexe A13).



� The data controller may be the unit or directorate in charge of the contract, or the entity declared to the Data Protection Officer as data controller for all procurements in a given DG.
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