
  
 

 
 
 

5 February 2016 
 

THE PROVISION OF GRAPHIC DESIGN, LAYOUT, PRINTING A ND RELATED SERVICES 
 

TENDER SPECIFICATIONS 
Contract code: FC.16.COM.0008.1.0 

 

1. Title of contract 
 
Provision of graphic design, layout, printing and related services for the European Monitoring Centre for Drugs 
and Drug Addiction, hereafter referred to as the EMCDDA, contract code: FC.16.COM.0008.1.0. 

 

2. Purpose and context of the contract 
 
The EMCDDA was established by Council Regulation (EEC) No. 302/93 of 8 February 1993 and it is one of the 
EU’s decentralised agencies.  
 
The EMCDDA is the central source and confirmed authority on drug-related issues in Europe. For over 20 
years, it has been collecting, analysing and disseminating scientifically sound information on drugs and drug 
addiction and their consequences, providing its audiences with an evidence-based picture of the drug 
phenomenon at European level. The EMCDDA’s publications are a prime source of information for a wide 
range of audiences including: policymakers and their advisors; professionals and researchers working in the 
drugs field; and, more broadly, the media and general public. More information about the agency and its 
structure and activities can be found on the EMCDDA website http://www.emcdda.europa.eu. 
 
The agency produces a range of publications, such as statutory reports, scientific reports, EMCDDA papers, 
insights, meeting reports, brochures and leaflets, made available in different formats: pdf, paper, ePub, html. All 
publications are available from the website http://www.emcdda.europa.eu/publications.  
In 2013, the new corporate identity was launched and for the majority of publications the layout is specified and 
the templates exist. However, bearing in mind changing communication means and channels, and the 
development of new products, a need might arise to produce templates for new products. 

 

3. Timetable scheduled for procurement procedure 
 

Timetable  
Activity  Scheduled dates (may be 

subject to change) 
Comments  

Launch of tender 5 February 2016  
Deadline for request 
for clarifications 

8 March 2016 info.procurement@emcdda.europa.eu 

Deadline for 
submission of offers 

18 March 2016  

Public opening 
session 

31 March 2016 at 3pm EMCDDA premises in Lisbon 
 

Evaluation  31 March – 8 April 2016  
Notification to 
selected tenderer 

Middle of April 2016  

Contract signature End of April 2016  
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4. Description of the requested tasks and services 
 

This call for tender aims at selecting a company to provide high quality professional services in the following 
areas of activity: 

• Graphic design for print and online media 
• Layout services 
• Printing services 
• Production in ePub and html format 

 

4.1 Graphic design for print and online media 
 

The contractor will be required to develop and design different graphical elements from scratch according to 
specifications, or redraw existing elements for publications or online products. Development of templates or 
complete new concepts might be also required. 
 
Graphic design services include: 
 

• Developing or redrawing graphs, charts, maps, tables, icons, infographics etc. 
• Search for photos to answer a particular need of a publication or an online product 
• Designing and producing new products e.g. brochures, posters, flyers, banners etc. 

 
 
The products and services described above have been provided by way of example and are not exhaustive. 
The EMCDDA may request graphic design related services not specifically mentioned in these Technical 
Specifications. 
 

For every service or design concept the tenderer shall provide electronic proofs and organise improvement 
rounds, depending on the content and language of the document. 

The designs shall be implemented in Adobe InDesign/Illustrator or equivalent graphic design applications file 
formats requested by the EMCDDA. 

The contractor must handle graphic design in accordance with the EMCDDA’s corporate identity, style 
guidelines and design concepts, as instructed, while at the same time being prepared to suggest creative 
innovations. 

 

4.2 Layout services 
 

Layout services involve the creation of ready-to-print files from files delivered by the EMCDDA in different 
formats. The tenderer is expected to support the EMCDDA in the development and production of the layouts of 
its main communication outputs, demonstrating a strong level of creativity, in line with the agency’s corporate 
and visual identity.  
 
The agency will provide the successful tenderer with documents, tables and images in a range of formats 
(including Word, Excel, jpeg, Adobe Suite). The service will involve the submission of proofs and author’s 
corrections ending with delivery of web pdfs containing bookmarks and hyperlinks and, if required, ready-to-
print files.  
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The languages covered by the agency are the official EU languages, Norwegian and Turkish plus Arabic, 
Russian and languages of pre-accession countries, as required. The tenderer must show a proven capacity to 
work in these languages and also the ability to provide simultaneous layout in several languages, making the 
necessary adaptations, and must possess the appropriate fonts for all language groups.  
 
For every document – in each linguistic version to be developed – the tenderer shall provide an archive 
containing the complete collection of electronic files, open files, primary and supporting archives (images etc.) 
including a section containing all files needed for a reprint exercise. 

      

4.3 Printing services  

 
The service requested involves printing and distribution of EMCDDA products, with delivery either to the 
EMCDDA’s offices in Lisbon or to the Publications Office of the European Union (storage centre in Lens, 
France).  
 
The tenderer is expected to produce printed materials in different formats on paper and other printable material 
on request, including reprinting of existing products. For some products the tenderer will be asked to provide 
the agency with mock-ups prior to printing, to check the final look of the item. 
 
The processes and procedures for approval prior to printing will be established between the agency and the 
successful tenderer to ensure maximum efficiency. Printing may be in one language, all EU languages, or even 
in non-EU languages, such as Arabic or Russian. The service provider chosen will prove their ability to deliver 
multilingual products simultaneously and also an ability to work in the aforementioned non-EU languages. 

 

4.4 Production in ePub and html format 

Apart from striking a balance between print and online products, the EMCDDA explores new formats and offers 
some of its key products in ePub and/or html format. 

The tenderer will be requested to create some of the EMCDDA’s products in an ePub 2 format from the 
InDesign file on the basis of the approved final proof. EPubs may be produced in one or more languages. The 
tenderer will prove the ability to deliver products in this format, readable on different devices: e-reader, tablets 
and smartphones, desktop computers etc.   

Another service required from the tenderer is delivery of a simple html format for certain products. The service 
will include development of a concept and conversion of the content into the required format, following the 
technical requirements of the agency. It should be delivered in responsive design and include interactivity for 
graphical elements, if required.  

4.5 Other services 
The tenderer must show the ability to adapt and to respond to arising requests related to the above mentioned 
services. 
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4.6. Workload 

The annual workload can be roughly broken down as follows: 

Service Percentage of workload  

Graphic design for print and online 
media 

25 % 

Layout 40 % 

Printing services 20 % 

Production in ePub and html format 10 % 

Other services  5 % 

 
 
All work covered by this tender must be carried-out in accordance with the EMCDDA’s house style and its 
procedures for editing hard-copy and electronic publications.  

 
Further information on all of the EMCDDA’s publications is available at: 
http://www.emcdda.europa.eu/publications 
 

5. Participation in the tender 
 
Participation in tendering procedures is open on equal terms to all natural and legal persons falling within the 
scope of the Treaties (this includes all economic operators registered in the EU and all EU citizens). 
Participation is also open to all natural and legal persons in any non-EU country which has an agreement with 
the European Union in the field of public procurement on the conditions laid down in that agreement.  
 
As a rule subcontracting is allowed but proposed subcontractors have to be approved by the European 
Agencies. 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 European 
Agencies do 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. Duration of the contract  
The framework contract resulting from the present call for tender will have a maximum duration of four (4) years 
as from the date of signature of both contracting parties. 
 
The implementation of the framework contract may not start before the date on which the contract enters into 
force. 
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7. Volume of the contract 
It is estimated that the maximum value of the order forms that will be concluded as part of this framework 
contract will range between EUR 600 000 and EUR 650 000  (six hundred thousand euro and six hundred and 
fifty thousand euro) for the four year period of the framework contract.   
 
Organisations submitting a tender understand and agree that establishing a framework contract does not 
commit the EMCDDA to actually purchase any service, or otherwise entail any financial obligation by the 
EMCDDA towards the tenderers and the signing of a framework contract. 

 

8. Prices 
 

• Prices must be quoted in EURO, using, whenever it is necessary, the conversion rates published in 
the C series of the Official Journal of the European Union on the day when the notice of invitation to 
tender was published or when the invitation to tender was sent out, in case no notice was 
published. 

• Prices must be fixed amounts and will not be subject to revision. 
• 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 Union. 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 will complete the financial proposal (see Annex 5 and 6) in the Procurement Section on 
the EMCDDA website at the following address: http://www.emcdda.europa.eu) 

9. Payment modalities 
 
Payments shall be made at the end of the service, within 30 days of the reception of the invoice by the 
EMCDDA, by bank transfer, in accordance to the provisions of the Draft Framework Contract, available as  
Annex 1 in the Procurement Section on the EMCDDA website at the following address: 
http://www.emcdda.europa.eu 

 
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. 
 
Payments related to this contract shall be issued in accordance with the provisions of the general conditions set 
out in the draft service framework contract attached as Annex 1.  
 

10. Draft contract  
 

In drawing up his/her tender, the tenderer should bear in mind the provisions of the Draft Framework Contract, 
available as Annex 1 in 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 appendixes, 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 contract. 
Should the invitation to tender cover several items or lots, the EMCDDA reserves the right to award a contract 
for only some of them. 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. 
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11. Declaration on honour on exclusion and selectio n criteria (ESPD – European 
Single Procurement Document)  

 
Candidates or tenderers are invited to complete and sign the Declaration on honour on exclusion and selection 
criteria (ESPD — European Single Procurement Document) available as Annex 2 in the Procurement Section on 
the EMCDDA website at the following address: http://www.emcdda.europa.eu, whereas they declare if they are 
in one of the exclusion and selection situations or not. Tenders shall be excluded from participation in this 
procurement procedure if they do not submit this document; 
 
In case of joint tender, each member of the group must provide a declaration on honour signed by an 
authorised representative.  

In case of subcontracting, all subcontractors whose capacity is necessary to fulfil the selection criteria must 
provide a declaration on honour signed by an authorised representative. 

The successful tenderer(s) before signing the contract, within 2 weeks of the date of mailing of the letter 
informing them of the award of the contract, must provide the documents mentioned as supporting evidence in 
the declaration on honour before signature of the contract and within a deadline given by the EMCDDA. This 
requirement applies to each member of the group in case of joint tender and to all subcontractors whose 
capacity is necessary to fulfil the selection criteria. 

The obligation to submit supporting evidence does not apply to international organisations.  

A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the 
documentary evidence if it has already been submitted for another procurement procedure and provided the 
documents were issued not more than one year before the date of their request by the EMCDDA and are still 
valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has 
already been provided in a previous procurement procedure, indicate the reference of the procedure and 
confirm that that there has been no change in its situation.  
 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a 
specific document if the EMCDDA can access the document in question on a national database free of charge. 
 
Contracts may not be awarded to 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. 

  

12. Selection criteria 
 

Tenderers must prove their legal, regulatory, economic, financial, technical and professional capacity to carry 
out the work subject to this procurement procedure.  

The tenderer may rely on the capacities of other entities, regardless of the legal nature of the links which it has 
with them. It must in that case prove to the EMCDDA that it will have at its disposal the resources necessary for 
performance of the contract, for example by producing an undertaking on the part of those entities to place 
those resources at its disposal. 

The tender must include the proportion of the contract that the tenderer intends to subcontract. 

The tenderer (and each member of the group in case of joint tender) must declare whether it is a Small or 
Medium Size Enterprise in accordance with Commission Recommendation 2003/361/EC. This information is 
used for statistical purposes only.  
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12.1 Declaration and evidence 

The tenderers (and each member of the group in case of joint tender) and subcontractors whose capacity is 
necessary to fulfil the selection criteria must provide the declaration on honour (see Point 11 above), signed and 
dated by an authorised representative, stating that they fulfil the selection criteria applicable to them. In case of 
joint tender or subcontracting, the criteria applicable to the tenderer as a whole will be verified by combining the 
various declarations for a consolidated assessment.  

This declaration is part of the declaration used for exclusion criteria, so only one declaration covering both 
aspects should be provided by each concerned entity.  

After contract award, the successful tenderer(s) will be required to provide the evidence mentioned below (point 
11.3) before signature of the contract and within a deadline of two weeks. This requirement applies to each 
member of the group in case of joint tender, and to subcontractors whose capacity is necessary to fulfil the 
selection criteria. 

A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the 
documentary evidence if it has already been submitted for another procurement procedure and provided the 
documents were issued not more than one year before the date of their request by the EMCDDA and are still 
valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has 
already been provided in a previous procurement procedure, indicate the reference of the procedure and 
confirm that that there has been no change in its situation.  
 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a 
specific document if the EMCDDA can access the document in question on a national database free of charge.  

 

12.2 Legal and regulatory capacity 

Tenderers must prove that they are allowed to pursue the professional activity necessary to carry out the work 
subject to this call for tenders. The tenderer (including each member of the group in case of joint tender) must 
provide the following information in its tender if it has not been provided with the Legal Entity Form (see Point 
15 below):  

- for legal persons, a legible copy of the notice of appointment of the persons authorised to represent the 
tenderer in dealings with third parties and in legal proceedings, or a copy of the publication of such appointment 
if the legislation applicable to the legal person requires such publication. Any delegation of this authorisation to 
another representative not indicated in the official appointment must be evidenced. 

- for natural persons, if required under applicable law, a proof of registration on a professional or trade register 
or any other official document showing the registration number. 

12.3 Economic and financial capacity criteria 
The tenderer must have the necessary economic and financial capacity to perform this contract until its end. In 
order to prove their capacity, the tenderer must submit, with their tender, the ‘Financial Capacity Form’, 
available as Annex 3 in the Procurement Section on the EMCDDA website at the following address: 
http://www.emcdda.europa.eu, for the last 2 financial years for which accounts have been closed, where 
publication of the balance sheet is required under the company law of the country in which the tenderer is 
established.  
  
Evidence (to be provided on request): 

Copy of balance sheet for the last two years for which accounts have been closed from each concerned legal 
entity;  
Failing that, appropriate statements from banks. 
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If, for some exceptional reason which the EMCDDA considers justified, a tenderer is unable to provide one or 
other of the above documents, it may prove its economic and financial capacity by any other document which 
the EMCDDA considers appropriate. In any case, the EMCDDA must at least be notified of the exceptional 
reason and its justification. The Commission reserves the right to request any other document enabling it to 
verify the tenderer’s economic and financial capacity. 

12.4 Technical and professional capacity criteria a nd evidence 
 
Tenderers (in case of a joint tender the combined capacity of all members of the group and identified 
subcontractors) must comply with the requirements listed below and provide the requested documents as 
evidence:  

Requirement s Document s to be provided  
 

Appropriate organisational and staffing 
structure as well as facilities, technical 
equipment and material to carry out the 
services required by in the scope of this 
tender  

A concise company profile (maximum 2 500 words), 
containing  
• the tenderer’s main current activities, demonstrating 

the ability to provide services similar to those 
communicated in this call for tender; 

• a description of the firm's organisational structure, 
including a statement of the average annual 
manpower and the number of managerial staff in the 
last three years; 

• a description of the firm's premises and facilities, 
including a description of the technical equipment to 
be used to perform the tasks indicated in the terms of 
reference 

• description of services covering a multi-lingual 
dimension 

A minimum of three years’ experience in 
projects similar to the tasks and services 
described in point 4, for clients in the public 
and private sector 

• A description and evidence of at least 2 and maximum 
4 contracts or projects performed in the past five 
years, similar to the scope, size and nature to those 
described in this call for tender. At least 1 of the 
projects must demonstrate the ability to deliver design 
services for clients in the public sector or on topics 
covering scientific research, social sciences or health-
related topics. 

• A list of the main clients covering the services 
described in this call for tender over the last three 
years, including three references  

Competent staff to carry out the services 
under the resulting contract with at least 
three years of professional experience in the 
services required under the contract and a 
good level of working English 

CVs of the persons who will be providing the services: 
account manager/project manager and the main team 
who will be responsible for carrying out the project 
(maximum 2 pages per team member) with evidence of 
knowledge and experience in the field of graphic design, 
layout and printing in English and other EU and non-EU 
languages. 

 
The information requested by the EMCDDA as proof of the technical and professional capacity of the candidate 
or tenderer may not go beyond the subject of the contract and shall take account of the legitimate interests of 
the candidate. 
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13. Award criteria 
 
Once the tenderer has demonstrated the appropriate capacity to perform the contract on the grounds of the 
selection criteria, the offer will be assessed on the basis of the following award criteria:   
 

• Project management and quality assurance  
 

• Scenario 1: Development of graphical elements 
 

• Scenario 2: Report layout 
 

• Scenario 3: Multilingual layout 
 

13.1 Project management and quality assurance 

Tenderers must provide a detailed and factual document of maximum 5 000 words, presenting the tenderer's 
approach to project management and quality assurance with regards to the scope of this call for tender. Text 
beyond the specified length will not be taken into consideration.  

The document shall cover the following: 

• Approach to delivering the services described in this call for tender 
 

• Work organisation and stability of service 
 
 

• Respect of deadlines 
 

• Quality control, tracking and reporting, complaint management  
 
 
The document will be assessed against the criteria as set out below. A maximum of 100 points can be given; 
minimum of 60 points is required.  
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Assessment criteria  Information to be provided  Max. 

points 

Quality, relevance and 
creativity of approach  

 

A description of the proposed approach to the contract including the 
methods to ensure the tenderer is able to respond professionally and in a 
timely manner to any type of request for services described in this call for 
tender. The approach must be relevant and stringent, including with regard 
to planning the work; 

Tenderers should identify the major challenges or obstacles and 
demonstrate the creativity they intend to bring to bear in their approach and 
in their work in proposing solutions, giving any relevant suggestions.  

35 

Quality of the work 
organisation and 
stability of service 

Description of the selection and organisation of the project team to 
guarantee a consistently high level of services and to ensure maximum 
efficiency in terms of cost, speed and quality of the services requested; this 
includes to ensure the quick replacement of one or more staff if they fail to 
perform;  

Mechanisms to provide sufficient resources to guarantee the stability of the 
service offered and the quality of the services necessary for proper 
performance of the specific agreements; 

Mechanisms in place to accommodate peak loads; 

A description of sub-contracting arrangements foreseen, if any, with a clear 
indication of the tasks that will be entrusted to a sub-contractor and to what 
extent (proportion in %) and the quality assurance methods to be used in 
relation to these tasks.  

Mechanisms for selecting subcontractors to ensure the services will be 
provided under the optimal conditions, notably in terms of the quality/price 
ratio (if applicable); 

Mechanisms envisaged for quality control of the work performed by the 
subcontractors and ability to ensure the quick replacement of one or more 
of them if they fail to perform (if applicable). 

35 

Respect of deadlines Mechanisms in place to ensure meeting deadlines; 15 

Quality control, 
tracking and 
reporting, complaint 
management  

Measures to ensure quality control of work performed; 

Systems to report about project progress, number of man-days used and 
financial overview; 

Measures to deal with complaint management. 

15 

Total points 100 

Minimum points required 60 
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13.2 Scenarios 
 
Tenderers are requested to present their approach to technical issues by means of scenario development as 
described below.  
 

In the preparation of their offers and provision of the required samples tenderers should carefully read and 
follow the instructions for the following scenario exercises. 

Tenderers must demonstrate in the scenarios their creativity and capacity to perform tasks and services 
covered by the tender as well as their understanding of the role and remit of the EMCDDA. 

Tenderers are requested to develop all  of the following scenarios that will be assessed against the criteria 
mentioned in each of them (a maximum of 100 points can be given for each scenario; minimum of 60 points for 
each of them is required, otherwise the proposal is rejected):  

• Scenario 1: Development of graphical elements 
 

• Scenario 2: Report layout 
 
 

• Scenario 3: Multilingual layout 
 

The turnaround time to complete the project described in each scenario should be clearly stated within each 
scenario. The turnaround time is the time elapsed between starting a particular job and final delivery to the 
EMCDDA. 

Tenderers shall develop all scenarios in accordance with the EMCDDA’s corporate design elements in Annexes 
4 and 7.  

All samples shall be provided in digital format as requested in each scenario.  
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Scenario 1: Development of graphical elements 
 
 
For this scenario the tenderer is requested to develop two graphical elements described in the file attached in 
‘Annex 4: Files and manuscripts for scenarios’.  
 
 
Both elements should respect the EMCDDA’s corporate identity colours and style following the corporate 
identity document in Annex 7. 
 
 
Samples and work to be provided: 
 
 
Illustrator and pdf files containing both graphical elements. 
 
 
 
 

Assessment criteria for scenario 1 Maximum 
points 

Accuracy and appropriateness of the visualisation  35 

Creativity, originality and appeal of the visual concept  35 

Compliance with EMCDDA’s corporate identity 20 

Turnaround time 10 

Total points 100 

Minimum points required (60%) 60 
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Scenario 2: Report layout 
 
For this scenario, the tenderer is asked to perform the layout of a report on the basis of a manuscript attached 
in Annex 4: Files and manuscripts for scenarios. The final output is an EMCDDA Paper, for which the InDesign 
template can be also found in Annex 4. The figure attached can be used in its present format without further 
design. 
 
The job requested in this task should be preferably delivered in the corporate font used by the EMCDDA (Trivia) 
or in the closest font.   
 

Samples and work to be provided 

Adobe web pdf document containing bookmarks and hyperlinks. 

 

Assessment criteria for scenario 2 Maximum 
points 

Quality of page design 30 

Accuracy and readability of the document 30 

Compliance with the EMCDDA’s corporate identity 20 

Turnaround time 20 

Total points 100 

Minimum points required (60%) 60 
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Scenario 3: Multilingual layout 
 
In this scenario the tenderer is asked to provide a multilingual layout of an introduction to a report: pilot version 
in English and four other language versions (Bulgarian, German, Spanish and Slovenian). The layout of these 
should follow the InDesign template provided together with the manuscripts in Annex 4. 
 

Samples and work to be provided 

Five Adobe pdf documents containing bookmarks and hyperlinks (EN, BG, DE, ES and SI). 

 

Assessment criteria for scenario 3 Maximum 
points 

Application of and compliance with language specificities  40 

Accuracy and readability of the document 30 

Compliance with the EMCDDA’s corporate identity 20 

Turnaround time 10 

Total points 100 

Minimum points required (60%) 60 
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13.3 Quality score 
 
The contract will be awarded on the base of the best price-quality ratio. The evaluation method to be used to 
define the most economically advantageous tender will be the following:  

 
 

 
Qualitative award criteria  Weighting  

(%) 
Project management and quality assurance 
 

30 

Scenario 1 – Development of graphical element 
 

25 

Scenario 2 – Report layout 
 

25 

Scenario 3 – Multilingual layout 
 

20 

 
 and 
 

Price  
 

• The qualitative award criteria will be evaluated by attributing ranking marks for each qualitative 
criterion from a minimum of 1 to a maximum of 100  points for each of the criteria and taking into 
account the weighting factors indicated.  

 
Tenders must reach a minimum of 60 in each of the award criteria, or will be off this procedure. 

 
A global score to weight the price of the tenders will be calculated using the following formula:  

 
Cheapest tender X points attributed 

Price of the tender    
 

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

14. Financial evaluation of offers (Price evaluatio n scenario — Annex 5) 
 
The price that will be considered to evaluate the financial offer of tenderers and that will determine the tender 
which offers the best price-quality ratio will be the total price of tasks 1, 2 and 3 specified in Annex 5. 

 
Tenderers’ attention is drawn to the fact that the sole objective of the price evaluation scenario is to provide a 
fair, non-discriminatory basis for comparing the financial offers.    
 
 

15. Identification of the tenderer 
 
The tenderer’s identity and legal status will be clearly identified according to the “Legal Entity Form”. You are 
requested to submit with the tender a Legal Entity Form duly filled in and signed. Forms can be downloaded in 
the following link: http://www.emcdda.europa.eu/about/procurement 
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Financial Identification Form: You are requested to submit with the tender a Financial Identification Form duly 
filled in and signed. Forms can be downloaded in the following link: 
http://www.emcdda.europa.eu/about/procurement 
 
Tenders from consortium of firms or groups of service providers, contractors or suppliers must specify the role, 
qualifications and experience of each member or group. 

16. Validity of the offer 
 

The tenderer will be bound by his offer during 6 months following the deadline for submission of tenders. 

17. Information and mandatory documents to be submi tted with the tender: 
 

• Declaration on exclusion and selection criteria (Annex 2) 
• Financial capacity form (Annex 3 ) 
• Documents to prove the technical/professional capacity of tenderers as stated in point 12.4 above 
• Project management and quality assurance document (see point 13.1)  
• 3 Scenarios (see point 13.2) 
• Price evaluation scenario (Annex 5) 
• Financial proposal (Annex 6) 
• Legal entity form (as stated in point 15 above)   

18. Information to tenderers 
 

You will be informed whether or not your tender has been accepted. 

19. Contacts 
 
Any contact between the tenderer and EMCDDA staff is forbidden during the tendering process. However, 
tenderers may request further information by letter at the address indicated in the letter of invitation, or by email  
info.procurement@emcdda.europa.eu, to the attention of: Vivianne Rodriguez, Financial and Contractual 
support officer). 

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

20. Data protection 
 

If the follow up to the tenderer’s reply to the invitation to tender requires the recording and processing of 
personal data (such as name, address, CV), these data will be processed 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. Unless indicated otherwise, the tenderer’s 
replies to questions and any personal data requested are necessary for the performance, management, follow 
up and monitoring of the concerned EMCDDA’s procurement and contract procedures and will be processed 
solely for that purpose by the Head of the Administration unit of the EMCDDA acting as Data Controller. The 
tenderer may, upon request, obtain the communication of her/his personal data and have it modified, rectified, 
corrected, or deleted, as required. Should the tenderer have any queries concerning the processing of her/his 
personal data, she/he is kindly requested to address them to the Data Controller. The tenderer may also 
contact the EMCDDA‘s Data Protection Officer (dpo@emcdda.europa.eu) for any questions relating to the 
processing of these data. The tenderer has the right to recourse to the European Data Protection Supervisor. 
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Details concerning the processing of your personal data are available on the Privacy Statement at 
http://www.emcdda.europa.eu/about/procurement. 
 

Your personal data may be registered in the Early Detection and Exclusion System (EDES) if you are in one of 
the situations mentioned in Article 106 of the Financial Regulation1. For more information, see the Privacy 
Statement on http://ec.europa.eu/budget/explained/management/protecting/protect_en.cfm  

21. Dispute resolution concerning the tender proced ure 
 
General Court of the European Union 
 
The court responsible for hearing appeal procedures is the General Court of the European Union: 

  
General Court of the European Union 
Rue du Fort Niedergrünewald 
L – 2925 Luxembourg 
Tel.: +352 4303-1 
Fax: + 352 4303 2100 
E-mail: Generalcourt.Registry@curia.europa.eu  
URL: http://curia.europa.eu 
 
The time limit to lodge an appeal is within two months of notification on non-award. 
 
 
European Ombudsman 
 
As a redress mechanism alternative to the General Court of the European Union, the European Ombudsman 
investigates complaints about maladministration in the institutions and bodies of the European Union. 
  
The European Ombudsman 
1 Avenue du Président Robert Schuman 
CS 30403 
FR - 67001 Strasbourg Cedex 
Tel. +33 (0)3 88 17 23 13 
Fax +33 (0)3 88 17 90 62 
E-mail: eo@ombudsman.europa.eu  
URL: http://www.ombudsman.europa.eu/ 

 

22.    Annexes 
 

Annex 1: Draft contract (for information only)       
Annex 2: Declaration on exclusion and selection criteria (ESPD)  
Annex 3: Financial capacity form   
Annex 4: Files and manuscripts for scenarios 
Annex 5: Financial evaluation of offers (Price evaluation scenario) 
Annex 6: Financial proposal (indicative price list for products and services) 
Annex 7: Corporate identity elements and logos    

                                                      
1 Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on 
the financial rules applicable to the general budget of the Union and repealing Council Regulation (EC, 
Euratom) No 1605/2002 (OJ L 298 of 26.10.2012, p. 1) as amended. 


