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INTRODUCTION

These specifications are an integral part of the documents drawn up for the invitation to tender for the contract referred to. The documents relating to the invitation to tender comprise:
· the contract notice;
· a letter of invitation to tender;
· conditions for submitting a tender ;
· specifications and the annexes thereto;
· and a model contract and the annexes thereto.
These specifications are supplemented by the following annexes, which are an integral part thereof:
Annex I: 	Price list
Annex II: 	The European Parliament's environmental policy
Annex III: 	Declaration on the tenderer's honour concerning the exclusion and the selection criteria
Annex IV: 	Financial identification form - supplier
Annex V: 	Information sheet concerning groups of economic operators
Annex VI: 	Declaration concerning subcontractors
Annex VII: 	Financial data sheet
Annex VIII:	Reimbursement of travel, subsistence and accommodation expenses
Annex IX: 	Declaration on the tenderer’s honour concerning the restrictive measures established by Council Decision 2014/512/CFSP and Council Regulation 833/2014
Annex X:	The European Parliament’s Brand Book 
Annex XI:	Europa Experience floor plan
Annex XII:	Checklist for a complete tender



PART I – GENERAL INFORMATION
1. [bookmark: _Toc212478127]SUBJECT OF THE CONTRACT
In accordance with the provisions of Regulation (EU, Euratom) No 2024/2509 of the European Parliament and of the Council of 23 September 2024 on the financial rules applicable to the general budget of the European Union (recast), the European Parliament (EP) and the European Commission (EC) have decided to issue this invitation to tender for the provision of service staff for the Europa Experience Multimedia Centre in The Hague.
The EP is the leading contracting authority for this Framework Contract (FWC) and the EC is the participating contracting authority. Whereas the EP manages the FWC, each institution, in its own name, can issue and manage specific order forms (SOF) for ordering services related to this FWC.
1.1. [bookmark: _Toc212478128]The European Parliament and its overall visitors’ strategy
The European Parliament (EP) is the institution representing citizens of the European Union Member States. It is one of the largest democratic parliamentary chambers in the world and the only European Union (EU) institution whose members are democratically elected by direct universal suffrage.
Within the EP, the Directorate-General for Communication (DG COMM) ensures that information about the institution’s wide range of activities is circulated to the public.
DG COMM ensures that the public can learn about the many activities of the Institution. A visit to the European Parliament is an excellent way to discover the work of the Institution, the voice of the citizens of the European Union. Through visits to the different places of the European Parliament, the public and citizens have the opportunity to familiarize themselves with the functioning, role and missions of the Institution and also to better understand the activities of Members of the European Parliament (MEPs). Increasing the number of visitors and offering them first class services is a priority of Parliament’s communication policy. 
As parts of its visitors’ strategy, the EP is opening Europa Experience (EuXp) multimedia centres in all EU countries. This communication project has three main objectives:
· Showcasing Europe as a whole and ensuring people understand the impact of the European parliamentary democracy - the European Parliament - on their lives.
· Providing great interactive, modern and up to date content on the EU, its actors, challenges and achievements to EU citizens, while emphasising their role in the European Parliamentary democracy. 
· Going local and reaching out to citizens in the Member States in a relevant, efficient and cost effective way.
1.2. [bookmark: _Toc212478129]The components of the EuXp in The Hague
The EuXp in The Hague is located at Grote Marktstraat 25, The Hague (Den Haag), the Netherlands  and occupies approximately 923 m2 including the auxiliary rooms spread over in two floors (see Annex XI - floorplan). It consists of several themed areas devoted to a general explanation of the EP, its functioning, and how the work of the European institutions and the Members of the European Parliament (MEPs) influences the daily life of European citizens. 
The EuXp includes:
· A reception area with a welcome desk and an information stand with brochures and other material;
· An exhibition area with interactive media stations to portray the MEPs, the work of the EP and the EU. The interactive multimedia tools teach visitors about the history of the European integration and the impact the EU has on our daily lives. It also includes a photo booth to create digital mementos for visitors; 
· A 360° cinema featuring a film about Europe, its institutions and how together we can better tackle Europe's challenges and shape our common future;
· A Role Play Game (RPG) area aimed mainly at schoolchildren between ages 14 to 18 allowing students to simulate the work of Members of Parliament. The RPG is open to groups from all ages above 14 and to players with physical disabilities. The group size may vary from 16 to 32 participants. The RPG is operated in an area separate from the exhibition and participation is subject to pre-booking via the website of the EuXp.
The game is based on multimedia tools and it is entirely managed by a server according to the input given by the individual players. The game will not require a person as moderator leading through the game. However, the EP foresees the presence of one agent to manage reservations, provide technical support, facilitate understanding of the game, welcome and brief/debrief the groups. 
The game lasts for approximately 2 hours, in which the welcome and debriefing are not included. 
· The EuXp is interconnected with a multifunctional conference space that hosts a number of various events organised by the European Parliament Liaison Office in the Netherlands(EPLO, based in The Hague), the European Commission Representation in the Netherlands (ECREP, based in The Hague) and external partners. 
More information about the content of the Europa Experience exhibition is available at https://visiting.europarl.europa.eu/en/visitor-offer/other-locations/europa-experience.
At the time of the publication of this call for tenders, the start of operation is tentatively foreseen for March 2026. The precise schedule will be communicated to the successful tenderer. It is expected that the official inauguration will be preceded by a “soft” opening that will allow a gradual uptake of service provision.
1.3. [bookmark: _Toc212478130]Opening time policy
The regular opening hours of the EuXp are from Monday to Friday from 9:30 to 17:30, and on Saturdays from 10:00 to 17:00 all year long.
[bookmark: _Hlk212728472]The EuXp is closed on Sundays. This policy will apply at least for the first six months after its opening. The EP reserves the right to change this policy, thus the tenderer is invited to take this element into account.
[bookmark: _Hlk212542932]The EuXp is closed on 25 and 26 December and on 1 January. On 24 and 31 December the EuXp closes at 15h00. 
The EP reserves the right to adapt without penalties the regular opening hours of the EuXp. The EP shall inform the Contractor about this adaption in writing within a period of 30 calendar days prior to the entry in force of the new opening hours.
The EuXp might host events which are either open to the general public or subject to personal invitations. Such events might also take place outside regular opening hours.
1.4. [bookmark: _Toc212478131]Visitors and means of access 
Entrance to the exhibition is free of charge. The centre aims to welcome as many visitors as possible, whether they are visiting as individuals or in groups. Visitors can be passers-by, families, tourists, organised groups or school classes. There is no specific duration of a visit to the EuXp. In particular, it can vary depending on whether the visitor only visits the interactive space with its cinema or also the role-play game.
In general, visiting the EuXp does not require advance booking, although for groups over 20 persons an advance notice is strongly recommended. The exceptions are the role play game that requires advance reservation as explained below, and also the conference centre that has its own reservation policy. Also, visitor limitations or access restrictions imposed by measures to combat health pandemics can make advance booking mandatory.
2. [bookmark: _Toc212478132]DESCRIPTION AND PURPOSE OF THE CONTRACT
The purpose of this invitation to tender is to outsource a number of staff activities to a service provider (Contractor) who will provide the necessary personnel (floor staff) for services such as reception and facilitation or similar services in the EuXp. 
The key management and communication functions (general management, content updates, marketing etc.) will remain with the EP.
Security and cleaning of EuXp facilities do not fall within the scope of this contract, with exception to certain mobile devices as explained in these specifications.
2.1. [bookmark: _Toc212478133]Services to be covered
Welcoming and managing visitors is the priority task of staff. Knowing how to deal with people and approaching them actively are, in addition to specialist knowledge of the EU, their main qualifications.
The Centre will mainly attract visitors from the Netherlands as well as from other EU countries, but is also open to non-EU visitors. This is why the interactive tools are offered in the 24 official languages of the European Union. It is therefore important that reception service providers have a perfect command of at least Dutch and English. Knowledge of other EU and non-EU languages is an asset. 
The contractor must ensure that the reception of groups of visitors or individual visitors runs smoothly at all times. Staff are devoted to visitors in the first place and accomplish other tasks at periods when the exhibition is less frequented. 
This list of services and obligations of the contractor is not exhaustive. The EP reserves the right to adapt the tasks at any moment if necessary.
· Advisory, assistance, facilitation and monitoring services. These include, for example, presence in the exhibition areas, helping visitors to understand the route and the use of interactive tools as well as managing unforeseen events and specific needs such as welcoming and accompanying people with reduced mobility, managing late arrivals, ensuring that visitors respect the internal rules, conducting satisfaction surveys, etc. Moreover, where necessary, providing explanations about the exhibition and its content as well as on the EU in general.
· Logistics and practical services. These include, for example: preparation of event spaces, management of role-playing equipment and tablets (configuration, distribution, recovery) and cleaning of multimedia devices, disinfection of headsets and other surfaces, storage and presentation of various brochures and other promotional material, handling of the inventory of this material.
· Organizational and booking service. This assistance includes, for example, the registration of participants, answering by telephone or e-mail, keeping an up-to-date schedule (EuXp group visits, EuXp conference centre) and helping to organize events.
· Technical support services: Simple technical management of the multimedia tools, such as managing the technical part of the role-playing game, turning on and off the projectors, the multimedia stations and the cinema. Corresponding training is provided by the EP at the start of the contract. In the event of technical malfunctions, the contractor shall immediately inform the EP.
· Information Services, for example: Responding to general queries (e.g. on how to reach the exhibition) and information on the offer to visitors, as well as answering telephone questions and e-mails on this subject. Staff also respond to questions from the public, as well as inquiries by telephone or emailEuXp on topics related to the EU. Assistance at fairs and other events may also be requested.
The EP expects staff to be flexible and, within the limits of required professional qualifications, capable of executing various tasks according to operational necessities.
2.2. [bookmark: _Toc212478134]Floor staff: profiles and tasks
The relationship with the visitor is the most delicate aspect of the requested service. It requires tact and diplomacy. A positive attitude of staff at all times is essential.
Besides the requisite knowledge and skills required for the individual positions, each floor staff member shall fulfil the following requirements:
· have good knowledge of the EU, especially when it comes to its basic institutions and their powers;  
· have a good knowledge of the EP and MEPs, their role and functions and adhere to the principles of Parliament’s communication strategy;
· have a good knowledge of the EC, its basic structure and its strategic priorities; 
· have full knowledge of the EuXp offer; 
· have sufficient IT knowledge (Excel, Word, internet, social media tools etc.) to process requests and answer inquiries, be able to handle existing technical equipment, as well as to consult databases necessary for the execution of the tasks;
· show exemplary behaviour and client orientation in their contacts with visitors (pro-active attitude, politeness, diplomacy and tact, personal appearance).
All floor staff members must: 
· submit an official statement of good conduct (Verklaring Omtrent het Gedrag, as the job entails working with minors) and strictly respect the internal security rules (wearing identification badge, security checks, etc.);respect the internal rules of EuXp and carry out the instructions given by their superiors;
· respect the dress code and avoid any behaviour or action that would risk damaging the reputation of Parliament’s visitor facilities;
· be fluent in Dutch and have a very good command of English. Knowledge of any additional foreign language is an advantage;
· not interact with the media. All questions from the media must be immediately referred to designated EP or EC counterpart(s);
· not accept any remuneration or gratuity for an assignment performed in the course of service;
· be discreet in all circumstances and demonstrate complete discretion in respect of any information obtained voluntarily or involuntarily owing to or in the course of performance of duties;
· adhere to existing rules on data protection;
· welcome and address visitors courteously and positively at all times, regardless of visitors’ nationality, ethnicity, religion or belief, gender, sexual orientation, appearance, age, ability or disability, educational qualifications, professional or any other status. 

Floor staff members are classified into two different profiles: reception agents and cultural facilitators.
Profile 1 - Reception agents
Services can be grouped as follows:
Welcoming and reception tasks
· Welcoming of visitors, guiding them through security installations and presenting to them the EuXp exposition area, including the cinema; 
· Assisting and guiding the visitors who seek EU information, using relevant information sources;
· Distributing any equipment (such as tablets) and explaining its functioning;
· Answering, in a factual and accurate way, ad hoc inquiries by visitors, notably on the EuXp, but also on more general questions about the EU and its institutions or, if necessary, forwarding these inquiries immediately to designated EP or EC counterpart(s). Note: Under no circumstances is the contractor authorised to interact with the media on behalf of contracting authorities or to provide answers to questions of a political or a sensitive nature. These questions must be immediately referred to designated EP or EC counterpart(s); 
· Keeping the order in the exhibition and monitoring cleanliness; 
· Coordinating and managing the schedule of events in the EuXp exhibition, RPG and conference area; 
· Receiving, replying, processing and scheduling online inquiries and booking requests, including RPG bookings;
· Acting as telephone receptionist and answering various information requests (only inquiries by visitors - no administrative issues) on the phone and per e-mail;
· Keeping a log of inquiries, visitors´ general profile and technical incidents;
· Managing lost and found items.
· Ensuring that all visitors have left at the end of the opening hours.
Advice and facilitation 
· Proactively meeting the public and approaching visitors and offering to explain the content of the exhibition to them. Introduction to the interactive multimedia stations and the cinema;
· Welcoming and facilitating groups in the RPG area, including assisting visitors in using the technological tools of the exhibition, collecting all material after use;
· Briefing and debriefing of the groups;
· Guiding and managing the flow of visitors, including in case of evacuation alarm. This implies having knowledge of security rules and evacuation plans of the facility (for example: guiding visitors to emergency exit and assuring that nobody is left behind, or accompanying a visitor in a wheelchair during the evacuation, etc.);
· Assisting visitors with special needs;
· Ensuring that visitors respect the internal rules;
· Providing first level technical support and checking that all the equipment is working properly and is in perfect order, including regular recharging and cleaning of the RPG mobile devices.
Other and ad hoc services
A number of accessory services are directly linked to the operation of EuXp or are required on an ad hoc basis for specific dates and events. These include (non-exhaustive list):
· Starting of all multimedia installations each morning, proper shut-down after closure;
· handling (unpacking, display, storage etc.) of material made available to visitors, such as publications and promotional material;
· conducting on-site visitors´ surveys and collecting visitors’ feedback;
· preparation of communication material, such as presentations for visitor groups;
· floor staff services during fairs and other events inside or outside of the EuXp related to the EuXp work .
The provision of the services described above does not necessarily require commissioning additional staff.
Profile 2 - Cultural facilitators
In addition to the requirements of the reception agents:
· The role of the cultural facilitator is to do presentations, workshops and guided tours for visitors and similar services for visitors like entertainment elements as quizzes. This includes input to the material used during such presentations, guided tours and workshops. The intellectual property rights of such material belongs 100% to the EP, the floor staff cannot claim co-authorship;
· act as a guide to modern history and European integration;
· answer ad hoc inquiries by visitors, on more complex EU-related content or, if necessary, forward these inquiries immediately to designated EP or EC counterpart(s). Note: Under no circumstances is the contractor authorised to interact with the media on behalf of contracting authorities or to provide answers to questions of a political or a sensitive nature. These questions must be immediately referred to designated EP or EC counterpart(s);
· be aware of the latest developments in European policies and be able to respond to questions in an appropriate manner; 
· prepare and give presentations on specific themes related to European issues;
This list of tasks is not exhaustive and can be adapted to different locations and various  circuits.
Team leader
The contractor will designate a team leader among the floor staff. In addition to their regular floor staff tasks, this person:
· is the on-site contact point for the EP and EC REP and has to be reachable by mobile phone and available for ad-hoc meetings at all times during service provision;
· is responsible for the management, coordination and supervision of the presence of the contractor's personnel and the proper execution of the tasks (briefings and debriefings of the personnel, respect of working hours and internal rules, organisation of breaks to ensure continuous staffing during opening times, reporting of incidents, anomalies, etc.);
· takes all necessary measures to ensure that all preparations for the daily operation of the service are in place before the opening of the reception facilities and checks that everything is in order at the time of closing;
· has the technical knowledge in order to guarantee correct reporting on the proper functioning of the audio visual and computer equipment present in the facilities.
2.3. [bookmark: _Toc212478135]Obligations of the contractor and other general provisions
2.3.1. [bookmark: _Toc212478136] Maintaining the quality of service provision
The Contractor shall undertake to ensure the smooth operation of all services and multimedia offers in the EuXp, subject of this invitation to tender, more specifically:
· provide a sufficient number of floor staff and provide all related services in accordance with the terms and conditions of these technical specifications at all time;
· be responsible for the work organisation and well-being of the floor staff as well as of the quality of provided services;
· draw up monthly schedules and daily attendance sheets corresponding to the service hours provided by the floor staff;
· collect general statistics on visits and present them in aggregated form, together with an overview of questions and feedback received, as part of the monthly report;
· maintain, as from the start of the contract, a system for accurate recording of working hours;
· ensure that replacements of floor staff members always meet the same requirements and conditions.
2.3.2. [bookmark: _Toc212478137]The contractor’s legal responsibilities as the staff’s employer
The contractor must execute the contract in accordance with the best professional standards. The contractor is fully responsible for all personnel executing tasks under this contract (see also Article II.1 of the model contract).
The contractor is responsible for ensuring that the staff serving at the EuXp has the qualifications required for the duties in question. The contract manager will provide the EP with the CV of all team members before they take up their duties. 
The contractor must ensure that any member of his personnel has received the requisite trainings before entering into service. Unless otherwise stipulated, all professional training will be at the charge of the contractor and cannot be invoiced (see 2.3.9). 
The Contractor has to make sure that new staff is accredited in time in order to have access to EuXp premises. 
Access to the EuXp facilities is limited to the staff proposed for service provision at these facilities. Any other collaborators of the contractor have to be announced at least one working day in advance to a duly mandated representative of the EPLO and to be registered at the normal access desk for the visitors to the premises of EPLO.
The contractor has sole responsibility for complying with any legal obligations incumbent on him, notably those resulting from employment, tax, social and environmental protection legislation.
The contractor has sole responsibility for taking the necessary steps to obtain any permit or licence required for performance of the contract under the law and regulations in force at the place where the tasks assigned to him are to be carried out.
The contractor will be required to take out civil liability insurance covering any physical or moral damage caused to visitors and/or third parties by the behaviour, deeds or omissions of EuXp floor staff. The contractor must maintain that insurance cover throughout the assignment by paying the premiums regularly and must be able, at any time and at the EP’s request, to provide the relevant insurance policies and proof of payment of the premiums relating thereto. 
The contractor shall notify the EPLO of any malfunction, damage, loss or need for inspection, repair or replacement of equipment of installations in the EuXp entrusted under its responsibility by the EP. 
2.3.3. [bookmark: _Ref95138957][bookmark: _Toc212478138]Right of rejection of staff by the EP
The European Parliament reserves the right to verify that the persons proposed as floor staff meet the conditions set by it, such as basic knowledge of the European Institutions, in particular the European Parliament and their knowledge of languages. Floor staff must be trained by the contractor before the start of their service, including for the use of the interactive tools in the exhibition. 
The EP representative may participate in the selection procedure for the staff and reserves the right to reject staff member(s) proposed by the Contractor who do(es) not fulfil the requirements. 
Where appropriate, the EP may ask the Contractor to offer additional training to the staff member(s) in question and/or ask for an immediate replacement. Such a request will be duly justified. The Contractor may not seek compensation for any costs that may be incurred as a result of this replacement.
2.3.4. [bookmark: _Toc212478139]Working hours
Services will be commissioned in function of the opening hours of the EuXp.
The EP reserves the right without penalties to adapt the regular opening hours of the EuXp. It will then inform the Contractor in writing of its decision within a period of 30 calendar days prior to the entry in force of the new opening hours.
Generally, a permanent presence of three floor staff members (two reception agents and one cultural facilitator) is required during opening times.
The EP reserves the right to request reinforcement of floor staff during opening hours and also reserves the right to adapt the number of positions. Such a reinforcement will be invoiced as service during regular hours.   
In addition to the regular opening hours, the EP may commission floor staff services to cover events outside regular opening hours, typically in the evening or during days when the EuXp is normally closed. Such a commissioning will be invoiced as service during special hours.   
The Contractor must ensure the full and continuous functioning of all work stations during opening hours. This includes a system of alternating breaks for floor staff. He must take all necessary measures to guarantee that all preparations for daily operations are in place before the opening of the EuXp on any given day and also ensure that all areas are cleared and equipment shut down following the close of the facilities every day. To ensure this, EP will commission the services from 15 minutes before opening time until 15 minutes after closing time (operational presence at the workplace). 


Regular hours
This indicative work schedule is an estimation and may be subject to modification:
	Day
	
Profile
	Regular opening hours
	Hours
	Working hours
	Total positions
	Total working hours

	Monday
	Reception agents
	09.30 - 17.30
	8
	8,5
	2
	17

	
	Cultural facilitator
	09.30 - 17.30
	8
	8,5
	1
	8,5

	Tuesday
	Reception agents
	09.30 - 17.30
	8
	8,5
	2
	17

	
	Cultural facilitator
	09.30 - 17.30
	8
	8,5
	1
	8,5

	Wednesday
	Reception agents
	09.30 - 17.30
	8
	8,5
	2
	17

	
	Cultural facilitator
	09.30 - 17.30
	8
	8,5
	1
	8,5

	Thursday
	Reception agents
	09.30 - 17.30
	8
	8,5
	2
	17

	
	Cultural facilitator
	09.30 - 17.30
	8
	8,5
	1
	8,5

	Friday
	Reception agents
	09.30 - 17.30
	8
	8,5
	2
	17

	
	Cultural facilitator
	09.30 - 17.30
	8
	8,5
	1
	8,5

	Saturday
	Reception agents
	10.00 - 17.00
	7
	7,5
	2
	15

	
	Cultural facilitator
	10.00 - 17.00
	7
	7,5
	1
	7,5

	Per week
	
	 
	
	
	
	150

	Per month 
	
	Estimation
	
	
	
	644

	Per year 
	
	Estimation
	
	
	
	7.720



The estimated volume is 7720 regular working hours per year.

Special hours
Staff for special events will be provided by the contractor based on a written request from the EP or EC. The request shall be sent to the Contract Manager at least 15 calendar days before the planned event and the Contract Manager shall confirm within 5 working days in writing the availability of required floor staff. 
With a view to better exploit the role play game facility, the EuXp might welcome groups for this activity already before the official opening time. Staff hours required for this activity will also fall under “special hours”.
Further to special events taking place in the EuXp, the EP or EC authority may request floor staff to participate in business trips within the Netherlands to participate in fairs or other events to promote the EP visitor facilities and spread awareness of the EU and its institutions.  
Meetings or events taking place in The Hague do not qualify as a business trip. For effective organisation of business trips, the contracting authority shall notify the contractor at least one week in advance. Travel, accommodation and daily allowances will be reimbursed according to Annex VIII.
This table provides an estimation. The actual volume may vary. 
	[bookmark: _Hlk212727611]Number of events
	Working hours per day
	Total positions 
	Total working hours per day

	Per year: 18
	Estimation: 5,5
	Reception agent: 2
	11

	Per year: 18
	Estimation: 5,5
	Cultural facilitator: 1
	5,5

	Early opening role play game: 52
	Estimation: 1,5
	Reception agent: 1
	1,5

	Per year
	
	
	375



The estimated volume 375 special working hours per year.

2.3.5. [bookmark: _Toc212478140]Unforeseen closures / force majeure
Cases of force majeure (see Article II.15 of the model framework contract) can lead to the unforeseen closure of the exhibition on short notice. In particular during an eventual pandemic or other health crisis, corresponding order by national or regional authorities can make it necessary to shut down the EuXp or restrict access to a limited number of visitors.
This could lead to a reduction, on short notice, of the floor staff required on site. Where possible, the EP/EC could ask the contractor to perform certain tasks remotely such as, for instance, dealing with information requests, providing online presentations or seminars, developing communication material. Any equipment required for remote working arrangements would have to be provided to floor staff by the contractor.
In accordance with Article II.15 of the model framework contract, the EP will undertake to inform the contractor without delay of such an event and the resulting consequences in terms of reduced, modified or interrupted service provision. 
2.3.6. [bookmark: _Toc212478141]Work organisation
During opening hours, the Contractor has to ensure coverage of all requested positions at all times.
As from start of the contract, the Contractor must maintain, at his own expense, a system that allows for accurately checking hours during which services are provided by his floor staff.
In case of sickness, accident or other reason of absence, open positions have to be filled by the Contractor without delay. All replacement personnel must fulfil the same requirements as the regular team members. All replacement personnel must also be provided adequate training before taking up their duties. A system of stand-by reserve staff has to be planned at the contractor’s charge.
The floor staff is not authorised to use the equipment (PCs, telephone, etc.) made available to them by EP for purposes other than carrying out the tasks in the EuXp premises for which they are contracted. The cost of the telephone or internet line put at the disposal of the floor staff in the EuXp is at the expense of the EP.
2.3.7. [bookmark: _Ref95138859][bookmark: _Toc212478142]Planning and reporting
Planning of staff will be made on a monthly basis.
The contractor will draw up daily attendance lists corresponding to the hours of services provided and put in place an informatics solution for the establishment of these schedules in order to be able to carry out a precise check of the hours of services provided. The contract manager shall submit to the EP the staff presence schedule no later than 20 calendar days before the beginning of the month.
The Contractor must supply a monthly technical report on the services provided (and, if requested by EP, a report on the entire contract period), based on the number of hours served by staff and the resources used. The report shall include, inter alia, statistics of queries received, overview of visitors’ general profile, main EU topics of interest expressed during their visit, received feedback, as well as a detailed list of any encountered technical incidents. 
At the EP’s request, the contractor will be available to attend coordination meetings to discuss contract performance and any organisational matters.
2.3.8. [bookmark: _Toc212478143]Dress code
The dress code for staff should be neat, but informal. The Contractor may propose a common dress code such as colour scheme. The costs of any dress/uniforms and of their maintenance or of personal protection equipment (for instance, facemasks) will be at the expense of the Contractor. 
2.3.9. [bookmark: _Ref95138910][bookmark: _Toc212478144]Training
Before taking up their duties, the respective staff of the Contractor will have to undergo adequate training organised by the Contractor on client services, communication and accessibility matters. Among the floor staff team on site, at least one person should have certified first aid skills.
The Contractor shall also ensure that the floor staff members have good knowledge of the EU, the EP and European history, as well as the required language skills. The EP reserves the right to check if the staff has sufficient knowledge in these fields. 
At the start of the contract, the EP informs the contractor about: 
· the content of the EuXp and other tools put at the disposal of the visitors;
· the main features of the equipment installed in the EuXp, including an overview of possible technical faults and their handling;
· hygiene and safety rules and the behaviour in emergency situations, including evacuation of the premises.
The contractor is subsequently responsible for training his staff and future recruitments on these subjects. The EP informs the contractor of any possible modification of the rules during the term of the contract, which the contractor must pass on to his staff.
Any cost related to the participation in the above mentioned training and all further training of the service personnel are at the expense of the Contractor and will not be paid by the EP. This includes any additional further training required to ensure optimum performance of duties. 
2.3.10. [bookmark: _Toc212478145]Other issues
The visitors’ facilities (including the furniture) must be kept clean and tidy at all times and staff has to comply with valid EP and national rules on health and safety at work. The Contractor is responsible for any damage to the premises and/or the equipment and/or furniture caused by its staff.
The working environment is non-smoking. Smoking is not allowed in any of the areas of the EuXp. Food and drinks may not be consumed in the reception and exhibition areas.
No parking space is foreseen for the floor staff under this contract.
2.4. [bookmark: _Toc212478146]Duration of the contract
The duration of the contract will be one year, renewable three times for one year to a maximum total duration of four years. Performance of the contract shall not begin until the framework contract is signed. Any renewal of the contract shall take place in accordance with the terms laid down in the contract.
3. [bookmark: _Toc212478147]PARTICIPATION IN THE TENDER PROCEDURE
Participation in this invitation-to-tender procedure is open on the same terms to all natural or legal persons and public entities in a European Union Member State and to all natural and legal persons and public entities of a third country which has concluded a specific public-procurement agreement with the European Union giving them access to the contract which is the subject of this invitation to tender and on the terms laid down by that agreement.
In order to ascertain the eligibility of tenderers, they must indicate in their tenders the country in which they have their registered office or in which they are domiciled. They must also submit the evidence required under their national law or other, equivalent proof enabling the European Parliament to check where they come from.
3.1. [bookmark: _Toc110949606][bookmark: _Toc212478148]Compliance with restrictive measures adopted under Article 29 of the TEU or Article 215 of the TEU
Tenderers must ensure that they, their subcontractors, suppliers or the entities whose capacities are relied on for the execution of the public procurement contract are not subject to restrictive measures adopted under Article 21 TEU or Article 215 TFEU.
According to Article 5k of the Regulation 833/2014 concerning restrictive measures in view of Russia’s actions destabilising the situation in Ukraine, as amended by Regulation 2022/579, the award of a public or concession contract is prohibited (unless authorised by the competent authorities on the basis of the exceptions provided in the same Article) to the following persons:

(a) a Russian national, or a natural or legal person, entity or body established in Russia;
(b) a legal person, entity or body whose proprietary rights are directly or indirectly owned for more than 50 % by an entity referred to in point (a) of this paragraph; or
(c) a natural or legal person, entity or body acting on behalf or at the direction of an entity referred to in point (a) or (b) of this paragraph, 
including, where they account for more than 10 % of the contract value, subcontractors, suppliers or entities whose capacities are being relied on.

Article 5a of the Regulation 833/2014 prohibits (with the exceptions provided in the same Article) direct or indirect engagement in any transaction with:

(a) a legal person, entity or body established in Russia, which is publically controlled or with over 50 % public ownership or in which Russia, its Government or Central Bank has the right to participate in profits or with which Russia, its Government or Central Bank has other substantial economic relationship, as listed in Annex XIX of the Regulation 833/2014;
(b) a legal person, entity or body established outside the Union whose proprietary rights are directly or indirectly owned for more than 50 % by an entity listed in Annex XIX of the Regulation 833/2014; or
(c) a legal person, entity or body acting on behalf or at the direction of an entity referred to in point (a) or (b) of this paragraph. 

Article 5l if the Regulation 833/2014 prohibits (with the exceptions provided in the same Article) the provision of any benefit under a Union contract within the meaning of Regulation 2024/2509 to any legal person, entity or body established in Russia with over 50 % public ownership or public control.

Tenders submitted by the persons or entities falling within these categories shall be rejected unless an exception to the restrictive measures is applicable. 

To that effect, all tenderers must submit the declaration on the tenderer’s honour set out in Annex XII, duly dated, signed, and complemented by documents relating to the existence of an exception situation, if applicable. 
The contracting authority may request supplementary explanations and (or) documentary evidence on the compliance with the restrictive measures from the tenderer at any moment of the procedure.
4. [bookmark: _Toc212478149]GROUPS OF ECONOMIC OPERATORS 
If the tender is submitted by a group of economic operators, Annex V must be completed and included with it.
Groups of economic operators may submit a tender. The European Parliament reserves the right to require the group selected to have a given legal form if this is necessary for the proper performance of the contract. This requirement may be communicated by the European Parliament at any time during the contract award procedure, but at all events before the contract is signed.
The group of economic operators shall provide proof of its legal form by the time the contract - if awarded to it - is signed. This may take one of the following forms:
· an entity with legal personality recognised by a Member State;
· an entity without legal personality but offering sufficient protection of the European Parliament's contractual interests (depending on the Member State concerned, this may be, for example, a consortium or a temporary partnership);
· the signature by all the partners of a type of ‘power of attorney’ or equivalent document confirming a form of cooperation.
The group’s actual status shall be established by any document or agreement signed by the members of the group, which shall be appended to the tender.
Those documents or agreements may exceptionally be modified and/or submitted after the time limit for submission of a tender, but under no circumstances after the outcome of the invitation to tender has been communicated to the tenderers concerned. The European Parliament reserves the right to reject a tender if the terms of agreements between the members of a group are modified during the procedure, if those terms make no provision for the joint and several liability of the group's members or if no agreement with legal force has been submitted with the tender.
The European Parliament may accept other legal forms not referred to above, provided that they ensure the parties' joint and several liability and are compatible with performance of the contract. At all events, it should be noted that, in the contract to be signed with the group, the European Parliament will refer expressly to the existence of such joint and several liability. In addition, it reserves the right to require, contractually, the appointment of an authorised representative who may represent the members and who is empowered, inter alia, to issue invoices on behalf of the other members.
Tenders from groups of economic operators must specify the role, qualifications and experience of each of the members of the group. The tender shall be submitted jointly by the economic operators, who shall also assume joint and several liability for the tender submission.
In the case of a group of economic operators, each member shall furnish proof of right of access to the contract (eligibility), as well as proof concerning compliance with the exclusion and selection criteria. With regard to the selection criteria, the European Parliament may rely on the capacity of the other members of the group in order to establish whether the tenderer will have the resources needed to perform the contract. In this case an undertaking shall be required from those members stating that they will make available to the other members the resources needed to perform the contract.
5. [bookmark: _Toc212478150]COUNTRY OF THE TENDERER
The tenderers must indicate in which country are they established and to present the supporting evidence normally acceptable under the law of that country.
6. [bookmark: _Toc212478151]SUBCONTRACTING
Subcontracting is permitted.
If the tenderer uses subcontractors, Annex VI must be completed and included with the tender.
The tender shall give details, as far as possible, of that part of the contract which the tenderer proposes to subcontract and the identity of the subcontractors. During the contract award procedure or performance of the contract the European Parliament reserves the right to require tenderers to supply information about the financial, economic, technical and professional capacity of the proposed subcontractor(s). Likewise, the European Parliament may demand the requisite proof to establish whether the subcontractors comply with the requisite exclusion criteria. Tenderers are hereby informed that proposed subcontractors may not be in one of the situations described in Articles 138 to 143 of the Financial Regulation, which entail exclusion from participation in a contract issued by the European Union.
The European Parliament shall verify whether the envisaged subcontractors, when subcontracting represents a significant part of the contract, fulfil the relevant selection criteria.
The European Parliament is entitled to reject any subcontractor who does not comply with the exclusion and/or selection criteria (see points 13. and 14. respectively).
Furthermore, the European Parliament must be informed by the Contractor of any subsequent use of subcontracting not provided for in the tender. The authorising officer responsible reserves the right to accept or reject the proposed subcontractor. In order to do so he may demand the requisite proof to establish whether the subcontractor(s) complies/comply with the requisite criteria. The European Parliament’s authorisation will always be granted in writing. 
If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this equates to giving consent for the subcontracting.
7. [bookmark: _Toc212478152]VARIANTS
Variants are not permitted.
8. [bookmark: _Toc212478153]PRICES
Prices shall be revised in accordance with the terms set out in the contract. 
Pursuant to Article 3 of the Protocol on the privileges and immunities of the European Union, the price quotation shall be submitted excluding VAT and other equivalent indirect taxes. 
The price quoted must be all-inclusive and expressed in euros, including for countries which are not part of the euro zone. For tenderers in those countries, the amount of the tender may not be revised in line with exchange rate movements. It is for the tenderer to select an exchange rate and accept the risks or the benefits deriving from any variation.
9. [bookmark: _Toc212478154]ENVIRONMENTAL ASPECTS
The European Parliament's environmental policy
Tenderers shall undertake to comply with the environmental legislation in force in the field of the contract, should it be awarded to them. It should be noted in this connection that the European Parliament applies the EMAS environmental management system in accordance with Regulation (EC) No 1221/2009 of the European Parliament and of the Council of 25 November 2009. Information about EMAS is provided by the authorising department in Annex II to these specifications. The successful tenderer will be required to ensure that the information provided by the European Parliament on the EMAS programme in general, and more specifically on the implementation of environmental measures in practice, is known by all his staff working for the European Parliament. At the European Parliament's request the successful tenderer may be required to certify that anyone assigned to work under the contract has received the appropriate professional training required (technical, safety and environmental training) concerning compliance with safety rules and correct handling of the equipment and products to be used, including action to be taken in the event of incorrect handling or any other incidents.
10. [bookmark: _Toc212478155]POLICY ON THE PROMOTION OF EQUAL OPPORTUNITIES
Tenderers shall undertake to observe a policy on the promotion of equality and diversity in the performance of the contract, should it be awarded to them, by applying the principles of non-discrimination and equality set out in the Community Treaties in full and in their entirety. More particularly, the tenderer awarded the contract shall undertake to establish, maintain and promote an open and inclusive working environment which respects human dignity and the principles of equal opportunities, based on three main elements:
· equality between men and women;
· employment and integration of disabled persons;
· the removal of all obstacles to recruitment and all potential discrimination based on sex, race or ethnic origin, religion or convictions, disability, age or sexual orientation.
11. [bookmark: _Toc212478156]SOUND SOCIAL CONDITIONS FOR STAFF
Tenderers shall undertake to promote sound social conditions for staff to pursue, inter alia, the following objectives[footnoteRef:2]: [2:  Principles as set out in the ILO fundamental conventions https://www.ilo.org/global/standards/subjects-covered-by-international-labour-standards/lang--en/index.htm] 

· Freedom of Association and Collective Bargaining: Suppliers should recognize the freely-exercised right of workers to defend their interests and to bargain collectively, as well as to protect those workers from any action or other form of discrimination related to the exercise of their right to organize, to carry out trade union activities and to bargain collectively;
· Wages, Working Hours and Other Conditions of Work: Suppliers should ensure the payment of wages in legal tender, at regular intervals no longer than one month. The wages, hours of work and other conditions of work provided by suppliers should be not less favourable than the best conditions prevailing locally for work of the same character performed in the trade or industry concerned in the area where work is carried out;
· Health and Safety: Suppliers should ensure that the workplaces, machinery, equipment and processes under their control are safe and without risk to health; the chemical, physical and biological substances and agents under their control are without risk to health when the appropriate measures of protection are taken; and where necessary, adequate protective clothing and protective equipment are provided to prevent risk of accidents or of adverse effects to health;
· The prevention of Harassment, Harsh or Inhumane Treatment: Suppliers should create and maintain an environment that treats all employees with dignity and respect.
Tenderers shall have in place specific policies and efforts for the development of the floor staff competencies and skills as well as for overall staff motivation and work satisfaction. This includes the offer of relevant and timely professional training provided to staff.
The contractor will report, at the end of each year of contract operation, about the implementation of these policies and their actual results in terms of a qualitative work environment. In this context, tenderers’ attention is drawn to the provisions of Article I.10 of the model contract on delay, manifest negligence, non-performance, non-conformity and incorrect performance. These provisions can also apply in case of unsatisfactory performance with regard to the above standards.

12. [bookmark: _Toc212478157]PERFORMANCE OF FRAMEWORK CONTRACTS
The framework contract will be executed using purchase orders established by the EP or the EC.
Within three working days following the receipts of a request for service, the EP or EC will receive a signed and dated specific offer form the contractor. This offer is based on the price list (Annex I). Performance of tasks starts on the date of signature of the order form, unless a later date is indicated.
When executing the contract, the contractor must take into account the brochure entitled “The European Parliament’s Brand Book”. The EP has developed a coherent communication strategy, which systematically streamlines all institutional communication actions (Annex X). 


PART II – EXCLUSION, SELECTION AND AWARD CRITERIA
13. [bookmark: _Ref96956772][bookmark: _Toc212478158]EXCLUSION CRITERIA 
The full texts of Articles 138 to 143 FR on exclusion criteria and their application are available in the Official Journal of the European Union, N° 2024/2509 on 26 September 2024, pages 1-239. 
Article 138 of the Financial Regulation (extracts): only paragraphs 1, 5, 9 and 10 are reproduced hereafter.
1. The authorising officer responsible shall exclude a person or entity referred to in Article 137 (2) from participating in award procedures governed by this Regulation or from implementing  Union funds where that person or entity is in one or more of the following exclusion situations:
a)	the person or entity  is bankrupt, subject to insolvency or winding up procedures, its assets are being administered by a liquidator or by a court, it is in an arrangement with creditors, its business activities are suspended, or it is in any analogous situation arising from a similar procedure provided for under Union or national law;
b)	it has been established by a final judgment or a final administrative decision that the person or entity is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the applicable law;
c)	it has been established by a final judgment or a final administrative decision that the person or entity is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the person or entity belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibility where such conduct denotes wrongful intent or gross negligence, including, in particular, any of the following:
i)	fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of eligibility or selection criteria or in the implementation of the legal commitment;
ii)	entering into agreement with other person or entities with the aim of distorting competition;
iii)	violating intellectual property rights;
iv)	unduly influencing or attempting to unduly influence the decision-making process to obtain Union funds by taking advantage, through misrepresentation, of a conflict of interests involving any financial actors or other persons referred to in Article 61(1);
v)	attempting to obtain confidential information that may confer upon it undue advantages in the award procedure;
(vi) incitement to discrimination, hatred or violence against a group of persons or a member of a group or similar activities that are contrary to the values on which the Union is founded enshrined in Article 2 TEU, where such misconduct has an impact on the person or entity’s integrity which negatively affects or concretely risks affecting the performance of the legal commitment; 
d)	it has been established by a final judgment that the person or entity is guilty of any of the following: 
i)	fraud, within the meaning of Article 3 of Directive (EU) 2017/1371 of the European Parliament and of the Council and Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995; 
ii)	corruption, as defined in Article 4(2) of Directive (EU) 2017/1371 or active corruption within the meaning of Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union, drawn up by the Council Act of 26 May 1997, or conduct referred to in Article 2(1) of Council Framework Decision 2003/568/JHA, or corruption as defined in other applicable laws; 
iii)	conduct related to a criminal organisation, as referred to in Article 2 of Council Framework Decision 2008/841/JHA; 
iv)	money laundering or terrorist financing, within the meaning of Article 1(3), (4) and (5) of Directive (EU) 2015/849 of the European Parliament and of the Council; 
v)	terrorist offences or offences related to terrorist activities, as defined in Articles 3 to 12 of Directive (EU) 2017/541 of the European Parliament and of the Council, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 14 of that Directive; 
vi)	child labour or other offences concerning trafficking in human beings as referred to in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council; 
e)	the person or entity has shown significant deficiencies in complying with main obligations in the implementation of a legal commitment financed by the budget, which has 
(i) led to the early termination of a legal commitment;
(ii) led to the application of liquidated damages or other contractual penalties, or
(iii) been discovered by an authorising officer, OLAF, the Court of Auditors or the EPPO following checks, audits or investigations; 
f)	it has been established by a final judgment or final administrative decision that the person or entity has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95;
g)	it has been established by a final judgement or final administrative decision that the person or entity has created an entity in a different jurisdiction with the intent to circumvent fiscal, social or any other legal obligations including those related to working rights, employment and labour conditions, - in the jurisdiction of its registered office, central administration or principal place of business;
h)	it has been established by a final judgement or final administrative decision that an entity has been created with the intent referred to in point (g).
i) the entity or person has intentionally and without proper justification resisted an investigation, check or audit carried out by an authorising officer or its representative or auditor, OLAF, the EPPO, or the Court of Auditors. It shall be considered that the person or entity resists an investigation, check or audit when it carries out actions with the goal or effect of preventing, hindering or delaying the conduct of any of the activities needed to perform the investigation, check or audit. Such actions shall include, in particular, refusing to grant the necessary access to its premises or any other areas used for business purposes, concealing or refusing to disclose information or providing false information.

(.....)	
5. The authorising officer responsible shall exclude a person or entity referred to in Article 137(2) where: 
(a) a natural or legal person who is a member of the administrative, management or supervisory body of the person or entity referred to in Article 137(2), or who has powers of representation, decision or control with regard to that person or entity, is in one or more of the situations referred to in paragraph 1, points (c) to (i), of this Article; 
(b) a natural or legal person that assumes unlimited liability for the debts of the person or entity referred to in Article 137(2) is in one or more of the situations referred to in paragraph 1, point (a) or (b), of this Article; 
(c) a natural person who is essential for the award or for the implementation of the legal commitment is in one or more of the situations referred to in paragraph 1, points (c) to (i), of this Article. 
The authorising officer responsible shall ensure that the natural person that is in one or more of the situations referred to in the first subparagraph is excluded.
(.....)	
9. The authorising officer responsible, having regard, where applicable, to the recommendation of the panel referred to in Article 145, shall not exclude a person or entity referred to in Article 137(2) from participating in an award procedure or from being selected for implementing Union funds where: 
(a) the person or entity has taken remedial measures as specified in paragraph 10 of this Article, to an extent that is sufficient to demonstrate its reliability. This point shall not apply in the case referred to in paragraph 1, point (d), of this Article; 
(b) it is indispensable to ensure the continuity of service, for a limited duration and pending the adoption of remedial measures specified in paragraph 7 of this Article; 
(c) such an exclusion would be disproportionate on the basis of the criteria referred to in paragraph 3 of this Article. 
In addition, paragraph 1, point (a), of this Article shall not apply in the case of the purchase of supplies on particularly advantageous terms from either a supplier which is definitively winding up its business activities or the liquidators in an insolvency procedure, an arrangement with creditors, or a similar procedure under Union or national law. 
In the cases of non-exclusion referred to in the first and second subparagraphs of this paragraph, the authorising officer responsible shall specify the reasons for not excluding the person or entity referred to in Article 137(2) and inform the panel referred to in Article 145 of those reasons. 


10.The remedial measures referred to in paragraph 9, first subparagraph, point (a), shall include, in particular: 
(a) measures to identify the origin of the situations giving rise to exclusion and concrete technical, organisational and personnel measures within the relevant business or activity area of the person or entity referred to in Article 137(2), appropriate to correct the conduct and prevent its further occurrence; 
(b) proof that the person or entity referred to in Article 137(2) has undertaken measures to compensate or redress the damage or harm caused to the financial interests of the Union by the underlying facts giving rise to the exclusion situation; 
(c) proof that the person or entity referred to in Article 137(2) has paid or secured the payment of any fine imposed by the competent authority or of any taxes or social security contributions referred to in paragraph 1, point (b), of this Article. 
Without prejudice to the assessment of the authorising officer responsible or of the panel referred to in Article 145, the person or entity shall submit remedial measures that have been assessed by an external independent auditor or have been considered sufficient by a decision of a national or Union authority. 
The tenderer is invited to complete the Annex III where the exclusion criteria are mentioned. 
Article 143 of the Financial Regulation (extracts): only paragraph 1 of Article 143 has been reproduced.
Rejection from an award procedure
The authorising officer responsible shall reject from an award procedure a participant who: 

(a) is in an exclusion situation established in accordance with Article 138; 

(b) has misrepresented the information required as a condition for participating in the procedure or has failed to supply that information; 

(c) was previously involved in the preparation of documents used in the award procedure where this entails a breach of the principle of equality of treatment, including distortion of competition, that cannot be remedied otherwise; 

(d) has professional conflicting interests which may negatively affect the performance of the contract in accordance with point 20.6 of Annex I; 

(e) is the addressee of a decision prohibiting the award of the contract for having received foreign subsidies distorting the internal market, adopted by the Commission in accordance with paragraph 3 of this Article. 

The authorising officer responsible shall communicate to the other participants in the award procedure the relevant information exchanged in the context of or resulting from the involvement of the participant in the preparation of the award procedure as referred to in the first subparagraph, point (c). Prior to any such rejection the participant shall be given the opportunity to prove that its involvement in preparing the award procedure does not breach the principle of equality of treatment.

Evaluation of the exclusion criteria
1. Tenderers shall furnish the following documentary evidence:
· (a) appropriate evidence that it is not in one of the exclusion situations referred to in Article 138(1);
· (b) information on natural or legal persons that are members of the administrative, management or supervisory body of the participant or that have powers of representation, decision or control with regard to that participant, including persons and entities within the ownership and control structure and beneficial owners, and appropriate evidence that none of those persons are in one of the exclusion situations referred to in points (c) to (f) of Article 138(1).
· (c) appropriate evidence that natural or legal persons that assume unlimited liability for the debts of that participant are not in an exclusion situation referred to in point (a) or (b) of Article 138(1). 
· Where applicable and in accordance with national law, the authorising officer responsible may accept as appropriate evidence that a participant or an entity referred to in paragraph 2 is not in one of the exclusion situations referred to in: 
· points (a), (c), (d), (f), (g) and (h) of Article 138(1), a recent extract from the judicial record or, failing that, an equivalent document recently issued by a judicial or administrative authority in its country of establishment showing that those requirements are satisfied.
· The authorising officer responsible may accept as appropriate evidence that a participant or an entity referred to in paragraph 2 is not in one of the exclusion situations referred to in points (a) and (b) of Article 138(1), a recent certificate issued by the competent authority of the country of establishment. Where such types of certificates are not issued in the country of establishment, the participant may provide a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.
2. Tenderers shall be exempt from the requirement to submit the documentary evidence referred to in paragraph 1 in case of international organisations, if the contracting authority can access it on a national database free of charge or if such evidence has already been submitted to it for the purposes of another European Parliament procurement procedure and provided that the issuing date of the documents in question were not issued does not exceed more than one year previously and they are still valid. In such cases, the tenderer shall attest on his honour that the supporting documents have already been provided in a previous procurement procedure, which he shall identify, and that no changes in his situation have occurred. 
14. [bookmark: _Toc212478159]SELECTION CRITERIA
14.1. [bookmark: _Ref95139736][bookmark: _Toc212478160]Legal and regulatory capacity
The tenderer is required to be enrolled in a relevant professional or trade register, except for international organisations.
14.2. [bookmark: _Ref95139823][bookmark: _Toc212478161]Financial and economic capacity
Tenderers shall have sufficient economic and financial resources to enable them to perform the contract in compliance with the contractual provisions, given the value and scope thereof. If, on the basis of the information supplied by the tenderer, the European Parliament has doubts about a tenderer's financial resources, or if these are insufficient for performance of the contract, the tender may be rejected without the tenderer being entitled to claim any financial compensation.
In respect of the contract which is the subject of this invitation to tender, the European Parliament furthermore requires tenderers to have a minimum financial and economic capacity, which will be assessed on the basis of the following information:
· minimum annual turnover of EUR 500.000 for each of the two most recent years for which accounts have been closed;
· civil liability insurance covering damage caused to third parties while providing EuXp floor staff service.
Financial and economic capacity will be assessed on the basis of the information included in the following documents, to be supplied by tenderers:
· proof of civil liability insurance;
· profit and loss accounts for a period of the two most recent years for which accounts have been closed.
· Annex VII (Financial data sheet) duly filled in

If the tenderer is unable to provide the references requested, he may prove his economic and financial capacity by any other document, which the European Parliament considers appropriate. 
The tenderer may also rely on the capacity of other entities, irrespective of the legal nature of the links between him and those entities. In that case, he must prove to the European Parliament that he will have the resources needed to perform the contract, for instance by providing an assurance of the undertaking by those entities to make them available to him. In that case the European Parliament is entitled to refuse the application or the tender submitted if it has doubts about the undertaking by the third party or about that party’s financial capacity. Parliament may require the tenderer and those other entities to be jointly liable for performance of the contract.
On the same basis, a consortium of economic operators may rely on the capacity of members of the group or of other entities.
Tenderers may also rely on the economic capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances, the European Parliament will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract.
14.3. [bookmark: _Ref95139853][bookmark: _Toc212478162]Technical and professional capacity
Tenderers must have sufficient technical and professional capacity to enable them to perform the contract in compliance with the contractual provisions, taking into account its value and scale. If, in the light of the information supplied by the tenderer, the European Parliament has doubts about a tenderer's technical and professional capacity, or if it is clearly insufficient for performance of the contract, the tender may be rejected without the tenderer being able to claim any financial compensation.
In respect of the contract which is the subject of this invitation to tender the European Parliament requires tenderers to have the following technical and professional capacity:
· At least three years' experience in services similar to those required by the contract concerned (i.e. communication, museum education, PR, staffing).
· Evidence to be provided: a list of similar services provided, covering at least three different years of the past eight years, indicating the name of the client (public or private), type of services provided, number of service staff involved, sums and dates.
· Contract manager and backup with relevant experience in the domain covered by this contract (i.e. communication, museum education, PR, staffing). The contract manager and backup need to have a higher education diploma (university or HBO) and be fluent in English and Dutch.
· Evidence to be provided: CVs of contract manager and backup.
· A network of sufficient personnel to provide the floor staff services laid out in these specifications. This includes access to at least 12 persons available for floor staff services (8 reception agents and 4 cultural facilitators).
· Evidence to be provided: a statement indicating, for the past three years, the annual average number of employees and the number of managerial staff of the tenderer as well as the number of other staff the contractor can draw upon (freelance or other). 
· Reception agents (profile 1) must have a higher education diploma (university or HBO); good knowledge of the EU, its institutions and current EU affairs; native-level language skills in Dutch and at least a B2 CEFR[footnoteRef:3] level language skills (or equivalent) in English, as guaranteed by a certificate or past relevant experience.  [3:  Common European Framework of Reference for Languages] 

· Cultural facilitators (profile 2) must have a higher education diploma (university or HBO); excellent knowledge of the EU, its institutions and current EU affairs; native-level language skills in Dutch and at least a C1 CEFR level language skills (or equivalent) in English, as guaranteed by a certificate or past relevant experience; ideally proven experience in the political or cultural sector.
· At least 25% of floor staff with certified skills in First Aid.
· Evidence to be provided: CVs of a selection of potential floor staff team members (at least four CVs for reception agents and two for cultural facilitators) 
The tenderer or candidate may also rely on the capacity of other entities, irrespective of the legal nature of the links between himself and those entities. In that case, he must prove to the European Parliament that he will have the resources needed to perform the contract, for instance by providing a commitment by those entities to that effect. In that case the European Parliament is entitled to refuse the application or the tender submitted if it has doubts about the undertaking by the third party or about that party’s professional and/or technical capacity.
On the same basis, a group of economic operators may rely on the capacity of members of the group or of other entities.
At all events, tenderers may always rely on the technical and professional capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances, the European Parliament will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract.
If it establishes that a tenderer faces a conflict of interest which could affect the performance of the contract, the European Parliament may conclude that the tenderer is not of the calibre required to perform the contract. 
15. [bookmark: _Ref95139926][bookmark: _Toc212478163]AWARD CRITERIA
The contract will be awarded to the tender offering the best price-quality ratio. To determine the tender offering the best price quality/ratio, tenders will be evaluated on the basis of the criteria below.
If Artificial Intelligence (AI) or AI tools are used for the completion of this part, the tenderer has to clearly indicate that fact.

Qualitative criteria
In the qualitative assessment, a maximum of 100 points can be obtained.
		Criterion



	Documents to be provided for the evaluation

	Quality and consistency of the tender in respect of the services requested
(20 points)
Assessment of:
	

	· Quality of the approach proposed to provide the services requested according to point 3 of these specifications
	· Detailed description of the proposed approach to reach the objectives of the contract
· Identification of potential problems in the performance of the contract and proposed solutions

	Quality of service provision - recruitment and team composition 
(20 points)
Assessment of:
	

	· Appropriateness of the composition, number of staff and organisation of the team to provide the required services at the EuXp and guaranteeing a high quality of service
	· Description of the proposed team structure and its organisation

	· Efficiency and adequacy of the selection/ recruitment and replacement procedures to ensure:
-  availability of floor staff at any moment during regular and special opening hours;
- equal opportunities 
- widest possible coverage of language skills and knowledge about the EU 
	· Description of the selection/recruitment procedures

	Quality of service provision - staff policies
(20 points)
Assessment of:
	

	· Richness, frequency and relevance of training provided to staff
	· Assessment and development model of staff skills (individual and team), including a training plan for all service staff with description of the content;

	· Quality of policies for overall staff motivation and work satisfaction and quality of approach towards staff retention 
	· Description of measures put in place to motivate staff, ensure work satisfaction and limit the turnover rate of personnel

	Quality of working methodology and organisation
(40 points)
Assessment of:
	

	· Quality of proposed approach and system for day-to-day management and efficient communication with the EP/EC
	· Description of the approach for day-to-day management and communication with EP/EC

	· Practicability and efficiency of the methods and tools proposed to ensure the stability of services at all times
	· Example of a detailed monthly personnel planning
· Example of a daily time sheet
· Description of the workforce management and backup system, including for short-term replacements

	· Clarity, frequency, accuracy and completeness of reporting.
	· Example of a detailed monthly technical report



To be admitted to the next stage of the evaluation procedure, tenders must obtain a minimum score of:
· 50% of each individual quality criterion set out above;
· 60% of the overall score for all these criteria.
Price criterion 
The tenderer must use the price list in Annex I. 
Tenderers' attention is drawn to the fact that the unit prices presented in Annex I are binding and will be used for execution of the Framework Contract concluded with the successful tenderer. 
The price taken into account for the purpose of the evaluation is the total per year according to the price list in Annex I.
Award of the Contract
The Contract will be awarded to the most economically advantageous tender. This will be determined in the light of the total tender price and the quality of the tender.
The most economically advantageous tender will be determined by weighting the technical proposal 60% and the financial proposal 40% using the following formula:
Score for tender X = (lowest price / price of tenderer X) * 100 * 40 % + total quality score of tender X * 60 % 
The Contract will be awarded to the highest scoring tenderer. 

16. [bookmark: _Toc212478164]INFORMATION ABOUT TENDERERS
The tenderer (or member of a joint tender) must declare in Annex III (Declaration on the tenderer’s honour concerning the exclusion and selection criteria) if the entity is a small and medium-sized enterprise (SME).
According to the Commission’s Recommendation 2003/361/EC, small and medium-sized enterprises are defined as enterprises which: 

•	employ fewer than 250 persons and
•	have an annual turnover not exceeding EUR 50 million or 
•	an annual balance sheet total not exceeding EUR 43 million. 
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