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TRAINING SERVICES FOR THE EMCDDA STAFF

SPECIFICATIONS

FC.11.ADM.040.4.0

1. INTRODUCTION

The European Monitoring Centre for Drugs and Drug Addiction (hereafter referred to as the ‘EMCDDA’) is the central reference point for drug information in the European Union. Based in Lisbon, its role is to provide the EU and its Member States with factual, objective, reliable and comparable information on drugs and drug addiction and their consequences. The EMCDDA is a decentralised EU agency, currently employing around 105 staff members representing over 23 EU member states. For more information on the agency, please see our website http://www.emcdda.europa.eu. 
2. OBJECTIVES AND SCOPE OF THE SERVICE

The purpose of the tender is to select companies that enable the EMCDDA to provide staff with training services in the areas described in the different lots. At the end of the procurement procedure, the EMCDDA aims to conclude one or several framework contracts with companies providing training services. 
This call for tenders is organised in 4 lots: 

Lot 1. ICT 

Lot 2. Media relations and marketing 

Lot 3. Management development and executive coaching

Lot 4. Personal development

Tenderers can apply for one or several lots. They shall clearly indicate for which of the lots they intend to participate. 
Since the main working language is the English at the EMCDDA, tenderers shall demonstrate their ability to deliver training courses and provide course material in English.

Since many different EU nationalities are represented among the EMCDDA staff members, the multicultural and multilingual aspects should be taken into account in the training conception and delivery.
The courses should take place at the EMCDDA premises, in Lisbon. When applicable, the participants can attend the course at the contractor’s premises. 

It is considered an added value to propose e-learning, web-based or online training modules for lots 1, 3 and 4.

3. DESCRIPTION OF LOTS
Lot 1. ICT training:
Two types of courses are included in this lot. Tenderers should be able to provide training services for both.

1. Training for ICT staff:

The following areas have been identified as a training need for ICT staff or personnel with related expertise.

· Governance and service management (CobIT, ValIT, ISO38500, ITIL, ISO20000, ISO24762)
· Project Management (Prince2, PMI)
· Enterprise Architecture (TOGAF, PEAF)

· Security (ISO27000 and the 270xx "family", ISO/IEC TR18004 "ethical hacking")
· JEE application servers administration (Glassfish, JBoss)

· Database courses (Oracle, MySql, SQL and PL/SQL); Oracle warehouse builder, Oracle Business Intelligence, Toad

· System and network administration courses (network design, active directory and more generally directory design, Solaris, Windows 2008,Linux, Vmware, Citrix, Checkpoint)
· Desktop deployment and support courses (Office 2010, LANDesk, Windows 7)
· Risk management
· Data protection
· Software development courses (analysis, requirements definition and engineering, software architecture, Java, JEE, Coldfusion)
· Reporting and statistical analysis tools and methodology (SPSS, STATA)

· Training for trainers and author of training material (on-line and off-line) 
The presence of agreements with external organisations for the provision of specific trainings with certification will be considered an added-value. The possibility of customising the training content will also be considered a plus.

2. Training for all staff:
· MS Office 2007-2010 (namely advanced Word, Excel and PowerPoint)
· Windows 7
The tenderer should complete the financial proposal (Part D) and the list of courses (Part E).
Lot 2. Media relations and marketing training:
The purpose of this lot is to provide EMCDDA staff with practical training in order to perform better before the media and general and specialised publics. 

The EMCDDA communicates with all types of media across 30 countries (27 EU Member States plus Croatia, Turkey and Norway). Media coverage is also obtained regularly beyond Europe (e.g. Australia, Brazil, Canada, China, India, USA). The EMCDDA Annual report and its related press pack are disseminated in 23 languages to ensure a broad audience. 
Two courses are included in this lot. Tenderers should be able to provide training services for both.

1. Media relations training
This course is designed for EMCDDA staff who are regularly called upon to perform print, radio and TV interviews on drug issues (e.g. EMCDDA Annual report launch, other high-profile events). 
Participants will be senior managers, project managers and scientists working on a broad range of drug issues (e.g. infectious diseases, drug-related deaths, prevention, treatment, legislation) and generalists (e.g. staff from the communication unit). Small groups of 4 to 6 persons will participate in half-day or full-day sessions.
Participants will learn how to:

· present complex information in language suitable for print, radio or TV;

· be concise and persuasive;

· present ideas clearly; 

· avoid jargon; 

· control on-camera body language;

· prepare for difficult interview situations and stay ‘on message’;

· tailor information to media type and to the time available.

· The training will feature the following scenarios:

· face-to face interviews;

· distance interview scenarios with the trainee alone in the studio;

· impromptu meeting with journalist and cameraman;

· interviews by mobile phone (e.g. following a press conference);

· chairing press conferences.

At the end of the course, participants will understand the different approaches used by journalists from different media. Examples of how interviews are cut (and often distorted) would be useful. Each participant will give at least two interviews, to be followed by debriefings. 

Radio and TV interviews need to be recorded (for later playback and discussion/analysis by the group). The training provider will need to bring along the necessary audio and visual equipment to make this possible. In the case of training before the Annual report launch, embargoed press releases will be provided to the contractor beforehand to prepare interview questions. 

Within a week after the course, a written performance analysis for each participant should be delivered along with the audio and visual recordings of interviews. The recordings format should be compatible to be played in most devices.

A half-day individual (restricted or one-to-one) session will be organised for the EMCDDA Chairman, Director and Scientific Director. This session should cover all media types, with a particular focus on TV and radio and should focus on communication skills and techniques. 

2. Marketing: representing the EMCDDA
‘Representing the EMCDDA’ is a project which underlines the role of EMCDDA staff members as ‘ambassadors’ of the agency and the importance of empowering them to convey the agency’s key values and essence in a coherent and professional way.

Through tailored training courses, the project aims to help staff:

· increase their capacity to communicate the agency’s mission, activities and brand image;

· become effective marketing channels and multipliers in promoting the agency externally;

· raise the agency’s visibility at conferences, seminars and events; and
· boost the agency’s prestige as the European reference point in the drugs field.

Whereas the first course (2004) was offered exclusively to staff frequently travelling on mission, the project is now being expanded to all staff members as a corporate and reputation management exercise.
Given the large number of staff members requiring training (approx 105), a phased approach is recommended with training sessions offered to EMCDDA staff over a three-year period (2011-13). In each of the three years, two one-day training courses would be offered (approx 15 per group). The session would cover issues such as perceptions about the organisation and its mission; communicating your work in various contexts; answering ‘on the spot’ questions, promoting the EMCDDA brand; making the most of corporate tools; conveying messages to different target audiences; tips for presenting and chairing.

The tenderer should complete the financial proposal (Part D).
Lot 3. Management development and executive coaching:
This lot aims to provide a training programme that assists managers to channel and develop the talents and potential of their staff, to ensure increased individual and team performance. It should also contribute to improving their own performance and development. 

Managers of each unit and sector are responsible for managing people and also for setting objectives for their unit, which fit with the global work programme of the EMCDDA. They should ensure that those objectives are finally achieved.

For further information on the EMCDDA organisational structure, please see Appendix 1.

Two types of training are included in this lot. Tenderers should be able to provide training services for both.

1. Management development
The management development training should enable managers to build on or review existing management skills and to develop new skills relevant to a management position.

Tenderers should be able to provide training in the following areas:

· Strategic management

· Leadership

· Coaching and mentoring

· Effective delegation

· Stress and time management

· Conflict management

· Setting of objectives and priorities 

· Cultural differences

· Prevention of harassment

Specific tailor-made courses in these areas can be requested.

Contractors will be required to design and deliver training activities which address the needs of managers at various points in their career. As a result of the heavy workload and demands made on them, they may not have much time to devote to training. Tenderers must be able to demonstrate how they would ensure that these different training objectives would be met under their offer.

A list of additional training courses which are out of the above requested scope can be proposed as optional. 
2. Executive coaching 

Tenderers should be able to provide one-to-one coaching for managers, adapting coaching style according to the culture and nationality of the person to be coached. 

Coaches should be certified and have to provide a detailed Curriculum Vitae showing their experience in this field.

The tenderer should complete the financial proposal (Part D) and the list of courses (Part E).
Lot 4. Personal development training:
Tenderers should be able to provide training courses in the following areas. Those courses may be requested for all EMCDDA staff:

· Communications skills, considering a multinational work environment, both for scientific and administrative staff

· Conflict management
· Creative thinking and problem solving
· Chairing meetings
· Dealing with difficult people 

· Influencing and negotiating skills 

· Interpersonal skills
· Interviewing skills

· Mentoring and developing people

· Organisation skills, for administrative assistants

· Presentation skills, both for scientific and administrative staff
· Project management

· Stress management

· Technical and administrative writing skills
· Time management and prioritisation

Specific tailor-made courses in these areas can be requested.

A list of additional training courses which are out of the above requested scope can be proposed as optional.

The tenderer should complete the financial proposal (Part D) and the list of courses (Part E).
4. CONTRACT VOLUME
The indicative contract value for 4 years (not binding the EMCDDA):

Lot 1. € 50.000
Lot 2. € 50 000

Lot 3. € 50 000

Lot 4. € 50.000
5. PARTICIPATION IN THE TENDER

Participation in tendering procedures is open on equal terms to all natural and legal persons coming within the scope of the Treaties.
As a rule subcontracting is allowed but proposed subcontractors have to be approved by the EMCDDA.  Tenderers should indicate in their bids any intended subcontracting, and the proportion of the contract they intend to subcontract. The selection and exclusion criteria are applied not just to the tenderer but also to any subcontractors proposed and supporting documentation should be provided accordingly.
Consortia of economic operators are authorised to tender. For the submission of a tender, the EMCDDA does not require that consortia of economic operators have a specific legal form, but the consortium must specify the person heading the project and must also submit a copy of the document authorising this company or person to submit a bid or to sign a contract on behalf of the consortium.

6. PRICES

· Prices must be quoted in EURO.

· Prices must be fixed amounts and will not be subject to revision.

· Prices submitted must include all costs

· Prices must be quoted free of all duties and taxes, including VAT, as the EMCDDA is exempt from such charges under articles 3 and 4 of the Protocol on the privileges and Immunities of the European Communities. The amount of the applicable VAT should be shown separately.

· Costs incurred in preparing and submitting tenders are borne by the tenderers and cannot be reimbursed.

Tenderers must use a cost sheet specific to each lot (see annexes).
7. PAYMENT MODALITIES

Payments shall be issued in accordance to the provisions of the Draft Framework Contract as indicated in point 7.
Payments shall be made within 30 days, by bank transfer, by means of itemised monthly invoices on conclusion of the monthly period of service after receipt of the attendance sheets. 

Invoices submitted to the EMCDDA by the Contractor shall indicate the place of taxation for VAT purposes and shall specify separately amounts net of VAT and amounts including VAT.

Extra services or additional services that would be needed will be requested through separate order forms and invoiced separately at the end of the service.

8. DRAFT CONTRACT 

In drawing up their tender, the tenderer should bear in mind the terms of the Draft Framework Contract available as Appendix 1 on the Procurement Section on the EMCDDA website at the following address: http://www.emcdda.europa.eu 

Submission of a tender will imply acceptance, by the tenderer, of the provisions of the said contract, including its annexes, in all matters not governed by this invitation to tender, and waive of the tenderer’s own terms of business. 

The accomplishment of a tendering procedure imposes no obligation on the EMCDDA to award the contracts. The EMCDDA shall not be liable for any compensation with respect to tenderers whose tenders have not been accepted. Nor shall it be so liable if it decides not to award the contract.
The contract may be renewed three times, for a period of 12 months each time. In accordance with EMCDDA internal rules of procedure, the possibility of automatic renewal of any contract is excluded. 

Should the EMCDDA observe, once the contracts have been awarded and are in force, that one of the requirements of the specifications included in the contract is not being fulfilled, the EMCDDA shall reserve the right to unilaterally rescind the contractual relationship. The means for carrying the rescission out shall be set down in the contract clauses.

9. EXCLUSION CRITERIA

Candidates or tenderers shall be excluded from participation in this procurement procedure if:

a. They are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b. They have been convicted of an offence concerning their professional conduct by a judgment which has the force of res judicata;
c. They have been guilty of grave professional misconduct proven by any means which the EMCDDA can justify;

d. They have not fulfilled obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the EMCDDA or those of the country where the contract is to be performed;

e. They have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Community’s financial interests;

f. Following another procurement procedure or grant award procedure financed by the Community budget, they have been declared to be in serious breach of contract for failure to comply with their contractual obligations.

The tenderers are requested to submit with the tender the Model Sworn Declaration included in these specifications available on the Procurement Section on the EMCDDA website at the following address: http://www.emcdda.europa.eu in order to state that the tenderer is not in one of the above mentioned exclusion situations.
Failure to present this declaration will imply the rejection of the proposal.

Only the winner(s) will have to provide the following proofs for exclusion criteria (the documents provided for earlier invitations to tender during the last 12 months will be accepted if they are still valid):

1. The EMCDDA will regard the presentation of a recent extract from the judicial record or, in the absence thereof, of a recent, equivalent document issued by a legal or administrative authority in the country of origin or of provenance allowing it to be inferred that these requirements are satisfied as 
sufficient proof that the candidate or candidate does not fall into one of the cases referred to in subparagraphs a), b) or e) above. 

2. The EMCDDA will regard the presentation of a certificate issued by the competent authority of the State in question as sufficient proof that the candidate or candidate does not fall into the situation referred to in subparagraph d) above. When such a document or certificate is not issued by the country in question, it may be replaced by a sworn statement or, in the absence thereof, by a solemn statement on the part of the interested party before a legal or administrative authority, a notary public or a qualified professional body in the country of origin or of provenance. 

3. The EMCDDA will regard the presentation of a sworn statement as sufficient proof that the candidate or candidate does not fall into the situation referred to in subparagraphs c) and f) above.

4. Under the terms of the national legislation of the country where the tenderer or candidate is established, the documents listed in points 1 and 2 relate to bodies corporate and to individuals, including, if appropriate and provided the EMCDDA deems this to be necessary, the directors of the company or any person with powers of representation, decision or control regarding the candidate or candidate.
Contracts may not be awarded to candidates or tenderers who, during the procurement procedure, are guilty of misrepresentation in supplying the information required by the EMCDDA as a condition of participation in the contract procedure or fail to supply this information.
10. SELECTION CRITERIA

10.1 Economic and financial capacity 

To prove their financial and economic capacity, tenderers have to fill in the ‘Financial Capacity Form’ available on the Procurement Section on the EMCDDA website at the following address: http://www.emcdda.europa.eu, for the years 2009 and 2010 (one form for each year).

If, for any valid reason, the service provider is unable to provide the information requested by the contracting authority, he may prove his economic and financial capacity by any other document which the contracting authority considers appropriate.

10.2 Technical and professional capacity 
Tenderers shall provide:

· Proof of expertise and experience in delivering training courses described in the lots. Such evidence shall be shown through a detailed list of courses effectively delivered in the past three years and should include a company profile (e.g. brochure/leaflet). 

· Up-to-date curriculum vitaes of at least 3 main instructors/trainers (including the educational background, the professional experience and linguistic skills). Instructors delivering the training should be qualified and experienced in the task assigned.

· Courses content, official accreditations copies and attendance certificate models.

· Proof of capacity in adapting courses to the EMCDDA needs. The tenderer should ensure that the training courses are adequately prepared, consistently delivered and meet the training objectives and requests of the Agency; should take care in analysing needs, expectations and feedbacks; 
· Proof of capacity to provide e-learning, online or offline (with media); browser-based or as a desktop application (for lots 1, 3 and 4);
· Details about organisational capacity and methodology (cancellation policy, minimum time response to new requests, delivery of certificates, etc).
11. AWARD CRITERIA

Lots 1, 3 and 4

The contract will be awarded applying the following award criteria to each lot to determine the tender which offers the best value for money:

	Qualitative award criteria
	Weighting %

	Criteria 1: Expertise and experience in delivering training courses, choice of instructors/trainers, choice of courses, courses content and accreditation
	50%

	Criteria 2: Capacity in adapting courses to the EMCDDA needs
	30%

	Criteria 3: Capacity in providing e-learning training
	10%

	Criteria 4: Organisational capacity and methodology
	10%


and

	Price


Lot 2

The contract will be awarded applying the following award criteria to each lot to determine the tender which offers the best value for money:

	Qualitative award criteria
	Weighting %

	Criteria 1: Expertise and experience in delivering training courses, choice of instructors/trainers, choice of courses, courses content and accreditation
	50%

	Criteria 2: Capacity in adapting courses to the EMCDDA needs
	40%

	Criteria 3: Organisational capacity and methodology
	10%


and

	Price


· Concerning the qualitative award criteria, the tenders will be assessed by attributing ranking marks for each qualitative criteria from a minimum of 1 to a maximum of 5 points.

· For each tender, a price index will be calculated according to the following formula:

	Price of the tender * 100

	Cheapest tender


· The global score of each tender will be calculated as follows:

	Number of points for the qualitative criteria * 100

	Price Index


· The contract will be awarded to the tender having received the highest global score.

12. REQUIREMENTS AS TO THE TENDER 
Tenders can be submitted in any of the official languages of the European Union. Both the technical and the financial proposal should be signed and perfectly legible in order to avoid any ambiguity.

The tender shall be presented as follows and shall include:

Part A: The Model Sworn Declaration set out under point 9 of these specifications;

Part B: All the information and documents required by the contracting authority for the appraisal of tenders on the basis of the Selection criteria set out under point 10 of these specifications;

Part C: All the information and documents required by the contracting authority for the appraisal of tenders on the basis of the Award Criteria set out under point 11 of these specifications;

Part D: ‘Financial proposal’ (for all lots)

Part E: ‘List of courses’ (for lots 1, 3 and 4)

Part F: The following documents:
· The ‘Financial Identification Form’ and the ‘Legal Entity Form’, available on the Procurement Section on the EMCDDA website at the following address: http://www.emcdda.europa.eu
· A presentation letter with the name of the legal representative for the contract signature and the name of the person responsible for the project who will be in direct contact with the EMCDDA agent in charge of the training.

13. VALIDITY OF THE OFFER

The tenderer will be bound by its offer during 12 months following the deadline for submission of tenders. 

14. INFORMATION TO TENDERERS

Tenderers will be informed in writing whether or not their tender has been accepted.

15. CONTACTS

Any contacts between the tenderer and EMCDDA staff are forbidden during the tendering process. However, tenderers may request further information by letter at the address indicated in the letter of invitation, or by fax at the following number: + 351 218 13 17 11, or by e-mail to the following address: info.procurement@emcdda.europa.eu.

Please indicate the reference of the contract code. Further relevant information provided by the EMCDDA will be communicated to all tenderers.

16. DATA PROTECTION

The follow up of your response to the invitation to tender will require the recording and further processing of personal data (i.e. name, address, CV). This data will be processed in accordance with the requirements of Regulation (CE) 45/2001 on the protection of individuals with regard to the processing of personal data by Union institutions and bodies and on the free movement of such data. Except if mentioned otherwise, replies to questions and personal data requested are necessary for the purpose of assessing your tender according to the specifications of the invitation to tender and will only be processed by the Head of the Administration acting as data controller for this purpose. You may, upon request, obtain the communication of your personal data and rectify any inaccurate or incomplete personal data. Should you have any queries concerning the processing of your personal data, please address them to the Head of the Administration. You may also contact the EMCDDA‘s Data Protection Officer (DPO@emcdda.europa.eu ) in case of any difficulties, or for any questions relating to the processing of your personal data.

You have also a right of recourse at any time to the European Data Protection Supervisor.
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