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FC.11.COM.040.4.0 – SUPPLY OF TRAINING SERVICES FOR THE EMCDDA STAFF

Questions and answers

	Date
	Question


	Answer

	03/06/2011
	What do you specifically mean by ‘Technical and administrative writing skills’ at Lot 4., Personal development? Could you give an example of areas to be further developed in your organisation, regarding technical writing skills?
	By 'technical and administrative writing skills' training, the EMCDDA means a course whose objective is to enhance the level of English written communication. One of the courses should focus on clear writing and administrative writing. The other one shall be a technical course to help the scientific staff, working on the drug phenomena in Europe, communicate the results of the EMCDDA research in a more effective way

	03/06/2011
	In Lot 3, management development, the area ‘Coaching and mentoring’ is unclear for us. Do you mean that coaching and mentoring skills are to be taught for managers so that they themselves become able to coach and mentor their staff?
	Lot 3 is twofold; on the one hand, it intends to provide a training programme that assists managers in develop the talents and potential of their staff and to ensure increased individual and team performance. On the other hand, it should also contribute to improving the managers’ own performance and development (i.e. time management, staff development, dealing with people, staff appraisal, etc.).

	03/06/2011
	In Lot 4, personal development, the area ‘Mentoring and developing people’ is unclear for the same reason as ‘Coaching and mentoring’ at Lot 3. What do you exactly expect under this area of training?
	By 'mentoring and developing people', the EMCDDA means the development of a mentoring program with a view to promote and strengthen different areas of staff such as staff potential, knowledge sharing and overall professional skills development

	31/05/2011
	Do all delegates wish to attend all courses? If we could map roles (and objectives) into course attendance we can choose the correct approach (course).
	The areas of training mentioned in the tender are areas identified as to be developed or needed at the EMCDDA. However, not all delegates should attend all courses.

	31/05/2011
	Do the delegates wish to achieve certification on any/all tech courses, I think from a previous question you said it is a bonus but not a requirement.
	The participants would not all and not in all areas intend to achieve certification. Topics of interest for a certification are those related to standards in IT governance, service management, security or project management.



	31/05/2011
	Do they want courses covering each topic individually or one covering all? I.E. CobIT, ValIT, ISO38500, ITIL, ISO20000, ISO24762, is a long list.
	One course covering all would not deliver specialised knowledge for any certification, or for a well-rounded understanding of any of the specific topics. However, there are certainly combinations that are possible. A guideline would be that a course should focus on one of the topics, and may give some introduction to related topics. For example, a CobiT course could include an introduction to ValIT and refer to ISO38500, or a ValIT course could refer to CobiT. In the same way, an ITIL course could touch ISO20000.

	31/05/2011
	Can we have the exact version of any software that is required, from Linux (which requires which distribution: RedHat, Susie, Ubuntu ...) to Oracle, VMWare, Solaris and 2008 (R1 or R2).
	The purpose of this tendering process is the establishment of a framework contract, possibly valid over four years. As such, it is only weakly correlated to exact versions of particular software packages. As a rule, training should be offered in current or new versions, as courses are often related to the preparation of change. The tenderer’s offer should include information about the distribution and version of the particular software at the current moment, but the EMCDDA expects the curricula and versions to be updated over the possible four years of the Framework contract’s validity.



	30/05/11
	In point 10.2 of the selection criteria, it is required to provide « Courses content, official accreditation copies and attendance certificate models »: 

Do you mean that we have to provide a catalogue of our courses in the related lot? Does it have to be the standard catalogue AND could it be the catalogue of our tailor made courses ?

What do you mean exactly by accreditation copies ? (diplomas ?) does it mean that EMCDDA wants only courses that lead to a diploma ?

The attendance certificate models mean the attendance template provided by the contractor when participating to a course ?
	In 'courses content' tenderers are requested to send the outlines of the courses they can offer. It means a short summary, where can also be included the objectives, duration, pre-requisites, learning methods, expected outcomes. Whereas, in 'proof of expertise and experience' tenderers are requested to send a list of courses effectively delivered in the past 3 years.

Official accreditation means that the tenderer should supply a copy of the accreditation delivered by an official body to prove that the training provider is certified.

Yes, the attendance certificate is a template provided by the contractor when participating to a course



	30/05/11
	In the objectives it is written :” when applicable, the participants can attend the course at the contractor’s premises’. Do the courses should be delivered in English as well ?
	English is the main working language at the EMCDDA, and therefore the courses should in most cases be delivered in English, also at the contractor’s premises. For individual courses, it could be delivered in another EU language, such as Portuguese or French, depending on the demand from the EMCDDA staff.

	30/05/11
	In lot 3, coaching, what do you expect as a proof of our capacity in delivering coaching ?
	Lot 3 will be evaluated as a whole. Regarding the coaching part, a detailed CV of the coaches, including coaching experience, coaching training received, type of client organizations, level and position of coached persons and methodologies used.

	30/05/11
	When applying for several lots, do you expect to have the administrative documents in multiple copies or one copy is sufficient for all our applications?

	Only one copy is sufficient, should you apply for one or several lots. One original and 3 copies of the tender are requested. 

	30/05/11
	Is it anticipated that the travel and accommodation costs of those
delivering training will be covered separately or should these be integrated into the pricing structure?
	Travel and accommodation expenses should not be included in the prices on the financial proposal (Part D). The EMCDDA will reimburse apart the full costs of flights (economic class) and the costs of accommodation and subsistence, according to the EMCDDA rules for external participants/experts.

	25/05/11
	Under point 12. you say that Part C shall consist of the criteria under point 11, which are the award criteria. But: The content of all those criteria is already listed under point 10. , technical and professional capacity, which forms one part of Part B. Thus, since part B and C will be the same, can we leave away part C for the presentation of our proposal?
	Since both selection criteria and award criteria are similar, you can indeed put all the information and documents of part B and C together, in this case you call it 'Part B and C'.

	25/5/11
	Under Lot 1, there is a listing of a course called Risk Management. As the best practice project management course PRINCE2 is listed, is the Risk Management course required to be the best practice Management of Risk (M_o_R). If not, please could more details be provided as to the requirements for this course?
	While M_o_R is certainly a valid option, a Risk Management course can also be based on a different framework like Risk IT, which would then be associated to a curriculum possibly leading to CRISC certification. It should follow an internationally accepted framework or standard. The possibility that the course qualifies for a certification exam is a plus.

	25/5/11
	Under Lot 4, there is a course listing of Project Management. Is this required to be PRINCE2 as per Lot 1? If not, please could more details be provided as to the requirements for this course?
	No, under lot 4, the EMCDDA is requesting a general course on project management, without specifying a methodology. 


	25/5/11
	In the Financial Proposal document, Lot 1 states: “Standard courses for ICT staff will, in most cases, be delivered in the trainer’s premises”. Is this location required to be Lisbon? If not, please can a list of preferred locations be provided?
	No, the location of the trainer’s premises should not necessarily be in Lisbon. 

	25/5/2011
	In Section 2 of the Specification document, it states: “At the end of the procurement procedure, the EMCDDA aims to conclude one or several framework contracts with companies providing training services”. In Section 11 of the same document, it states: “The contract will be awarded to the tender having received the highest global score”. For clarification, does the EMCCDA intend to appoint one provider per lot?
	Yes, the EMCDDA aims to conclude maximum one framework contract per lot.

	25/5/2011
	In Section 2 of the Specification document, it states: “It is considered an added value to propose e-learning, web-based or online training modules for lots 1, 3 and 4”. Does EMCCDA have their own Learning Management System accessible to all employees? If so, is it SCORM compliant? Are there any restrictions that providers need to be aware of for proposing e-learning, web-based or online training? For example, any security limitations? 
	The EMCDDA does not have a Learning Management System. Online or media-based training can be offered as for individual subscribers to such a service. Personal data should be stored and secured according to European data protection standards  That may imply that participants’ data’s storage may be restricted to the European Union, or that only a subset of data is stored on provider side, like a registration code, while the bulk of the material is delivered on media and installed locally.

	25/5/2011
	Please can you advise the number of users for elearning?


	The maximum number of users to be considered for e-learning is 105 persons.

	25/5/2011
	Please can you advise whether QA would be required to host the content or would it be hosted by EMCDDA?


	For online e-learning, contents should be hosted by the contractor or their subcontractor.

	18/05/2011
	Can tenderers provide only tailor-made courses?
	It depends for which lot the tenderer wishes to apply. For lots 2 and 3, only tailor-made courses will be requested. For lots 1 and 4, the tenderer should be able to propose a number of standard courses.

	18/05/2011
	In Part D – Financial Proposal should we assume that all courses have the same costs per day per group?
	Yes, by default, prices are expressed in EUR (VAT excl.) for a given course per day and per person for a standard course and per day per group for tailor-made courses. The tenderer has to list the courses (Part E) that can be offered for a given price. The same applies for the preparation cost: the proposed price will apply for all the requests of tailor-made courses, when preparation is needed.

	18/05/2011
	Does each topic presented in section 3 of the tender specification corresponds to an independent course or the issues can be aggregated?
	Each of the topics or areas of training mentioned in lots 1, 3 and 4 corresponds to one course. However, several topics could be combined in the same course only if it is specifically requested as such by the EMCDDA.

	18/05/2011
	Will all staff attend all courses provided or the number of participants will vary depending on the issues? If yes, approximately how many participants are provided for each topic?
	In Part E list of courses, you can indicate the maximum number of participants allowed for each course. As a general rule, the number of participants depends very much on the subject of the training course.

	10/06/2011
	What is the exact number of managers at EMCDDA? In our calculation, it is around 15-17. Do the head of sectors and the scientific committee manager’s count into managers, too?
	The management of the EMCDDA is composed of its Director, its heads of unit and heads of sector regardless of them being part of the scientific or the support units. For training purposes, there are currently 17 members of the management.
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