
 

   Page 1/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

GSA/OP/24/20 

"Communication Services for the GSA – 3 LOTS" 

 
 
 

Annex I to Invitation to Tender  

“Tender Specifications" 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ref:  GSA/OP/24/20/Annex I  

Issue:  1 Rev 6  

Date:    23/04/2021  



 

   Page 2/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

Index  

1 Overview 5 

1.1 Context of the tender: European GNSS Agency and GNSS Programmes 5 

1.2 Background 5 

1.3 Outline of the tender 7 

1.4 Principles 8 

1.5 Purpose of the Invitation to Tender 8 

1.6 Applicable legal acts and rules 9 

1.7 Procurement schedule 9 

2 Terms of reference 10 

2.1 Lot 1: Graphic and creative services 10 
2.1.1 Graphic design services 11 
2.1.2 Layout services 12 
2.1.3 Printing 12 

2.2 Lot 2: Audiovisual and multimedia production services 13 
2.2.1 List of tasks lot 2 13 

2.3 Lot 3: Web design, development, management, online marketing,  social media 

management, and editorial services 13 
2.3.1 Maintenance and related services 14 
2.3.2 Web design and development 15 
2.3.3 User Experience design & research services 17 
2.3.4 Content research, creation, editing, and dissemination 18 
2.3.5 Dissemination Services 19 
2.3.6 Communications messaging support 19 
2.3.7 Documentation and Training 19 

Documentation 20 
2.3.8 Mobile applications 20 
2.3.9 Media monitoring 20 
2.3.10 Social media and Digital Marketing solutions 20 

2.4 Working methods and requirements 22 
2.4.1 General IT Security and Data Protection Requirements (applicable to all the lots) 22 

2.4.2 Technical environment and requirements (applicable to LOT 3) 23 

3 Contract management requirements 23 

3.1 Requirements about Contractor’s personnel 24 
3.1.1 Contract Manager/Coordinator 24 
3.1.2 Other personnel 24 
3.1.3 Deliverables 27 
3.1.4 Place of performance 27 
3.1.5 Simulation exercise 28 
3.1.6 Specific technical terms of reference for lots including the simulation exercises 28 
GSA regularly runs prize competitions such as MyGalileoDrone competition or MyGalileoSolution competition. Provide a 

mock-up of the landing page for the launch of a new competition “EU Space boosting entrepreneurship” draft 

a news item for the GSA website to announce it, and propose a digital marketing strategy for its promotion. 35 

3.2 Legal and contractual terms of reference 37 



 

   Page 3/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

3.2.1 Participation conditions 37 
3.2.2 Ceiling volume of the contract 37 
3.2.3 Participation in multiple lots 38 
3.2.4 Duration 38 
3.2.5 Compliance with internal rules, professional conflicting interest, security requirements and confidentiality 38 
3.2.6 Industrial organisation of tenderer 39 
3.2.7 Subcontracting 39 
3.2.8 Participation of consortia 41 
3.2.9 Intellectual property rights 41 
3.2.10 Terms of payment 41 
3.2.11 Liability 41 
3.2.12 The cascade mechanism and its implementation 42 
3.2.13 Language of the FWC 42 
3.2.14 Working conditions of the contractor’s personnel 42 

4 Assessment of tenders 42 

4.1 Exclusion criteria 43 

4.2 Selection criteria 43 
4.2.1 Legal and regulatory capacity 43 
4.2.2 Economic and financial capacity 44 
4.2.3 Technical and professional capacity 46 

4.3 Minimum requirements 47 
4.3.1 List of requirements 47 

4.4 Award stage 47 
4.4.1 Qualitative award criteria 48 
4.4.2 Lot1: Graphic and creative services 48 
4.4.3 Lot2: Audiovisual and multimedia production and services 50 
4.4.4 Lot3: Web design, development, management, online marketing,  social media management, and editorial 

services 51 
4.4.5 Financial award criteria 52 

5 Conditions of submission of tenders 53 

5.1 Disclaimers 53 

5.2 Visits to premises or briefing 53 

5.3 Variants 53 

5.4 Preparation costs of tenders 53 

5.5 Presentation of the tender 53 
5.5.1 Language 53 
5.5.2 Outer envelopes 53 
5.5.3 Inner envelopes 54 

5.6 Content of the tender to be submitted 54 
5.6.1 Administrative file (ENVELOPE 1) 55 
5.6.2 Technical proposal (ENVELOPE 2) 56 
5.6.3 Financial proposal (ENVELOPE 3) 57 

5.7 Submission 59 

5.8 Public opening of the tenders 60 

5.9 Period of validity of the tenders 61 



 

   Page 4/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

5.10 Further information 61 

5.11 Information for tenderers 62 

5.12 Data protection 62 

5.13 Tenderer’s consent to the use of information supplied in the tender 65 

6 Acronyms and Definitions 66 

7 List of tender specifications annexes 66 

 
  



 

   Page 5/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

1 Overview 

The present Tender Specifications, attached to the Invitation to Tender, complement the infor-
mation contained in the Contract Notice ref.: 2021/S 089-226847 with further information on the 
procurement procedure and scope.  

1.1 Context of the tender: European GNSS Agency and GNSS Programmes 

Further information can be found on the GSA’s web site (http://www.gsa.europa.eu). This website 
contains also information about 

• European GNSS programmes (https://www.gsa.europa.eu/european-gnss/what-gnss) 

• Legal framework applicable to the GSA (https://www.gsa.europa.eu/register-of-docu-
ments) 
 

1.2 Background 

The European GNSS Agency (hereinafter ‘GSA’, ‘the Agency’ or ‘Contracting Authority’)1 is the Agency 

established  by the European Union to accomplish specific tasks related to the European GNSS 

(Global Navigation Satellite Systems - EGNOS and GALILEO) programmes. Along with the Agency’s 

core tasks, related to the promotion, marketing and security of the programmes, the European Com-

mission has delegated a range of tasks to the GSA related to the exploitation of Galileo and EGNOS 

as well as the management of GNSS-related R&D funds under the EU’s Horizon Europe, Horizon 2020 

and Fundamental Elements Programmes. 

The GSA is also entrusted with key tasks by the European Commission, including the operation and 

service provision for the EGNOS Programme (since 2014), the operation and service provision for the 

Galileo Programme (since 2017).  Over the past decade, the market for satellite navigation related 

products and services has been growing at double-digit rates.  

The GSA plays a unique role in the development of commercial markets for EGNOS and Galileo, and 

linking space to user needs by: 

• Promoting the use of EGNOS and Galileo to high-potential user sectors; 

• Boost space-based applications and services 

• Managing EU-funded research on innovative satellite navigation applications and technologies 
and leveraging the results; 

• Raising awareness on EUSpace, the programmes, assets and benefits already providing to busi-
ness and citizens alike; 

• Monitoring the GNSS market and technology and forecasting future developments. 

                                                           

1 - REGULATION (EC) No 1285/2013 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 11 December 2013 on the implementation 

and exploitation of European satellite navigation systems 

- REGULATION (EU) No 912/2010 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 22 September 2010 setting up the European 

GNSS Agency, repealing Council Regulation (EC) No 1321/2004 on the establishment of structures for the management of the European 

satellite radio navigation programmes and amending Regulation (EC) No 683/2008 of the European Parliament and of the Council 

http://www.gsa.europa.eu/
https://www.gsa.europa.eu/european-gnss/what-gnss
https://www.gsa.europa.eu/register-of-documents
https://www.gsa.europa.eu/register-of-documents
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In addition, the proper functioning and performance of the Galileo system and services require that 

highly sophisticated and state-of-the-art security measures, facilities and plans be put in place. The 

GSA is responsible for a range of matters related to the security of systems such as: 

• Operating the Galileo Security Monitoring Centre (GSMC) - The GSMC will monitor the security-
related status and performance of Galileo and the secure operation of the Galileo Public Regu-
lated Service (the ‘PRS’); 

• Ensuring the functioning of the Security Accreditation Board (SAB) of the EU GNSS systems which 
takes accreditation decisions related to system and site operations, authorisation to launch sat-
ellites and PRS receivers; 

• Securing the PRS and ensuring its availability, integrity and confidentiality; 

• Developing the PRS user segment, making high-performance PRS receivers available at an afford-
able price. 

 

Please note that in the course of 2021 a new regulation2 will be adopted foreseeing the establish-

ment of the EU Space Programme Agency (EUSPA) as the successor to the GSA3. EUSPA takes on 

increased responsibilities not only for Galileo and EGNOS, but also for the other EU space pro-

grammes, in particular Copernicus, GOVSATCOM and Space Situational Awareness (SSA). 

The award of the framework contract is envisaged to be completed by EUSPA, whilst the procure-

ment procedure execution is envisaged to involve both the GSA and EUSPA, following the entry into 

force of the Space Regulation. 

GSA Mission Statement 
 

The GSA’s mission is to support European Union objectives and achieve the highest return on Euro-

pean GNSS investment, in terms of benefits to users and economic growth and competitiveness, by:  

• Designing and enabling services that fully respond to user needs, while continuously improving 
the European GNSS services and Infrastructure; 

• Managing the provision of quality services that ensure user satisfaction in the most cost-efficient 
manner;  

• Engaging market stakeholders to develop innovative and effective applications, value-added ser-
vices and user technology that promote the achievement of full European GNSS adoption; 

• Ensuring that European GNSS services and operations are thoroughly secure, safe and accessible. 
 

                                                           

2 See Proposal for a REGULATION OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL establishing the space programme of the Union 

and the European Union Agency for the Space Programme and repealing Regulations (EU) No 912/2010, (EU) No 1285/2013, (EU) No 

377/2014 and Decision 541/2014/EU https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=COM%3A2018%3A447%3AFIN 

3 For the purpose of this procurement procedure both GSA and EUSPA as GSA’s successor shall be considered as contracting authority. 

https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=COM%3A2018%3A447%3AFIN
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Communications Activities 
 

In order to support activities listed above and more, the GSA is involved in developing and imple-

menting a wide range of communications and information actions and initiatives that include: the 

management and development of websites and social media channels; the production and distribu-

tion of videos, brochures, newsletters and other on and off-line publications and multi-media prod-

ucts; public, media and stakeholder relations activities; and the organisation of, and participation in, 

a wide range of events, conferences, meetings, workshops and exhibitions across Europe and be-

yond. For examples of various GSA communications activities that were realised with the assistance 

of external service providers, please consult the GSA news webpage.  

GSA is currently in charge for the hosting, management and development of the following sites: 

www.gsa.europa.eu (currently Drupal 7) 

www.usegalileo.eu (customized online database build on Airtable)  

www.euspaceweek.eu (Drupal 8) 

In 2021, when GSA will take on board new responsibilities and space programmes, and will become 

EUSPA, we are planning to develop and launch a brand new website www.euspa.europa.eu devel-

oped in Drupal 9. In 2022, we are planning to launch the new usegalileo.eu. 

GSA is also active on all major social media channels. 

With the present procurement exercise, the GSA intends to acquire external assistance to ensure 

that the above-mentioned range of communications and information tasks can be carried out swiftly, 

effectively, efficiently and with high quality.   

 

1.3 Outline of the tender  

Name: GSA/OP/24/20 ‘’Communication Services for the European Union Agency for the Space Pro-
gramme (GSA)’’ in 3 (three) lots: 

 Lot 1: Graphic and creative services 

 Lot 2: Audiovisual and multimedia production and services 

 Lot 3:  Web design, development, management, online marketing,  social media manage-
ment, and editorial services   

http://www.gsa.europa.eu/communication/news
http://www.gsa.europa.eu/
http://www.usegalileo.eu/
http://www.euspaceweek.eu/
http://www.euspa.europa.eu/
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Procedure:  Open procedure for the signature of  Framework Contracts in accordance with Ar-
ticle 164(1)(a) of Regulation 2018/1046 on the financial rules (hereafter ‘Financial Regulation’ 
or ‘FR’)4.    

The GSA reserves the right to launch an exceptional negotiated procedure for new services with 
the same tenderer in case of need, for a maximum of 50% of the initial contract value, as foreseen 
in Art. 164(5) (f) FR and Section 11.1(e) of Annex I to FR. 

1.4 Principles 

• Tenderers are required to accept all the terms and conditions set out in the Invitation to Tender, 
Tender Specifications and draft contract. Tenderers are required to waive their own general 
or specific terms and conditions. The terms and conditions set out in the Invitation to Tender, 
Tender Specifications and draft contract shall be binding on the tenderer to whom the contract 
is awarded for the duration of the contract. 

• Any attempt by a tenderer to obtain confidential information, enter into unlawful agreements 
with competitors or influence the evaluation committee or the GSA during the process of ex-
amining, clarifying, evaluating and comparing tenders will lead to rejection of his tender and 
may result in administrative penalties. 

1.5 Purpose of the Invitation to Tender  

The objective of this Invitation to Tender is to conclude multiple framework contracts with maxi-
mum 2 (two) Contractors in cascade per lot (hereinafter referred to separately and/or individually 
as “the Contract”, “Framework Contract”, or “FWC”). 

Taking into account the different nature and objectives of the activities to be performed, the pro-
curement is divided into 3 lots. The detailed technical activities (tasks) to be performed under each 
lot are detailed in the specific technical terms of reference under section 2 below.  

The lots of the present procurement are the following: 

• LOT 1: Graphic and creative services  

• LOT 2: Audiovisual and multimedia production services  

• LOT 3: Web design, development, management, online marketing,  social media manage-
ment, and editorial services    

Where the reference is made to the FWC in these tender specifications, it should be assumed that 
any such reference is also meant to cover any specific contracts concluded on a basis of the FWC, 
in particular when there is a reference covering any obligation of the tenderers. 

 

                                                           

4 REGULATION (EU, Euratom) 2018/1046 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 18 July 2018 on the financial rules 

applicable to the general budget of the Union, amending Regulations (EU) No 1296/2013, (EU) No 1301/2013, (EU) No 1303/2013, (EU) 

No 1304/2013, (EU) No 1309/2013, (EU) No 1316/2013, (EU) No 223/2014, (EU) No 283/2014, and Decision No 541/2014/EU and repealing 

Regulation (EU, Euratom) No 966/2012  
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1.6 Applicable legal acts and rules 

It is the contractor’s responsibility to comply with applicable laws in the execution of the awarded 

contract. 

Applicable legal acts and rules include the following:  

• Financial Regulation (FR); 

• GNSS Regulation5; 

• GSA Regulation6; 

• GSA Financial Regulation7; 

• Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on 
the protection of natural persons with regard to the processing of personal data and on the 
free movement of such data, and repealing Directive 95/46/EC (General Data Protection Reg-
ulation); 

• Regulation (EU) 2018/1725 of the European Parliament and of the Council of 23 October 
2018 on the protection of natural persons with regard to the processing of personal data by 
the Union institutions, bodies, offices and agencies and on the free movement of such data, 
and repealing Regulation (EC) No 45/2001 and Decision No 1247/2002/EC. 

• Regulation on public access to documents8. 

1.7 Procurement schedule  

 

TIMETABLE DATE COMMENTS 

Launch of Tender 
07/05/2021 

 

Tender All documents available at: 
http://www.gsa.europa.eu/gsa/procurement 

Deadline for request 
of clarifications from 

GSA 

14/06/2021 
Requests to be sent in writing only to: 

tenders@gsa.europa.eu 

                                                           

5 Regulation (EC) No 1285/2013 of the European Parliament and of the Council of 11 December 2013 on the implementation and exploi-

tation of European satellite navigation systems and repealing Council Regulation (EC) No 876/2002 and Regulation (EC) No 683/2008 of the 

European Parliament and of the Council (hereinafter “GNSS Regulation”). 
6 Regulation (EU) No 912/2010 of the European Parliament and of the Council of 22 September 2010 setting up the European GNSS Agency, 

repealing Council Regulation (EC) No 1321/2004 on the establishment of structures for the management of the European satellite radio 

navigation programmes and amending Regulation (EC) No 683/2008 of the European Parliament and of the Council, as amended by Reg-

ulation (EC) No 512/2014 of the European Parliament and of the Council of 16 April 2014. 
7 European GNSS Agency GSA Financial Regulation 2019 adopted by its Administrative Board on 16 August 2019. 
8 Council Regulation (EC) No 1049/2001 of 30 May 2001 regarding public access to European Parliament, Council and Commission docu-

ments. 



 

   Page 10/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

Last date on which 
clarifications are 

issued by GSA 

 
18/06/2021 

All clarifications will be published at: 
http://www.gsa.europa.eu/gsa/procurement 

Tenderers are advised to check this webpage on 
a regular basis possible updates and/or clarifica-

tions 

Deadline for 
submission of 

Tenders 

24/06/2021 

17:00 
According to conditions of submissions set in 

section 4 of these specifications 

Opening session and 
start of evaluation ses-

sion 
at GSA premises in Pra-

gue 

30/06/2021 

11:00  
According to secction 5.8 

Completion of 
evaluation and 

award 

September 

 
Estimated 

Signature of contract 

End of September 
2021 Estimated 

 

2 Terms of reference 

  

2.1 Lot 1: Graphic and creative services 

The GSA is seeking support for a broad range of design services for the evolution of its corpo-
rate identity and programme responsibilities incuding reports, magazines, leaflets, posters, in-
fographics, presentations, adveretisements, banners, document templates and other print 
and digital media products. All design work and visual graphic must be in line with the GSA’s 
and EUSPA visual identity and brand guidelines, as well as: 

 
• Europa website standards http://ec.europa.eu/ipg/standards/accessibility/in-

dex_en.htm and usability and accessibility best practices. 
 

• Search Engine Optimization (SEO) and Search Engine Marketing (SEM) best practices, and 
tenderer needs to be able to report on performance of communication products as well 
as provide strategic advice on how to improve  impact of visual and graphic products.   

 

http://ec.europa.eu/ipg/standards/accessibility/index_en.htm
http://ec.europa.eu/ipg/standards/accessibility/index_en.htm
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Tasks to be carried out by the contractor under this lot are the follwoing9: 
 

2.1.1 Graphic design services  

The use of interesting, innovative and good quality design is key to ensuring the continued 
success of GSA and the promotion of the Agency activities in terms of managing the EU Space 
Programme, release of services and products, outreach activities to stakeholders, member 
states, industry and user communities. Compelling graphic design both for online and printed 
purposes means increased visibility, enhanced profiling for the Agency and improved brand 
awareness. Services may be required for the development of design for new products, or the 
upgrade of existing products. The tasks to be carried out by the contractor are:  
 

a) Research into and analysis of design projects, including advising on new product types 
or product development needed to reach Agency’s communication audiences and ob-
jectives;  

b) Development of conceptual design proposals and creative ideas, including:  
o adapting GSA10 corporate design elements;  
o developing layouts and templates for new publication types;  
o developing ideas to visualise data sets or information; 
o creating, producing, and presenting content both textual and visual in an in-

novative way 
o creating conceptual design proposals for EUSPA and/or any other web-

site/web applications of the Agency    
 

c) Development of final products, based on existing design guidelines, including: 
 

o Graphic design for printed materials: including brochures, leaflets, newslet-
ters, posters, banners, advertisement, folders, reports, postcards, etc. 

o Graphics for digital, online, and multimedia: including graphics for web, social 
media, online advertisement and mobile apps; newsletters, infographics, 
maps, chart and data visualisation;  

o Logos and visual identities: the creation of logos and visual identities for 
printed and digital products, for outdoor or digital promotion, conferences, 
policy areas, events and web etc. The establishment of a coherent and relate-
able visual identity is essential for information and communication activities 
to be effective.  

 

• Quality: the designs should be attractive and suitable for the target audience. The design 
should be coherent with the existing graphic identity of the Agency. The contractor should 

                                                           

9 This excludes graphic material for Governmental and Public Regulated Services. 

 

10 The current GSA logo graphic chart and  visual identity,  is available at https://www.gsa.europa.eu/about/gsa-identity the new EUSPA 

visual identity will be available at the beginning of 2021. 

https://www.gsa.europa.eu/about/gsa-identity
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be willing to produce a minimum of three different design options at the start of each new 
project. 

• Photography and Illustrations: Purchasing of stock photos or taking of original photos for 
multiple use in various contexts/media, including editorial search, management of related 
copyright issues and assurance that the GSA has the relevant rights to use these photos will 
be the responsibility of the contractor. This includes the creation of artistic works like draw-
ings, cartoons or comic strips. 

 
All items created under the terms of the specific contracts linked to the framework contract must 
include an assignment of copyright to the GSA, all source files need to be transferred to the GSA 
together with the final design. The GSA may use, assign to a third party, or even modify any item 
resulting from work carried out subject to a contract (writing, graphic design and the web). 
 
The contractor needs to be able to report on performance as well as provide strategic advice on how 
to improve visibility and impact. All visual and graphic content needs to respond as well to usability 
and accessibility best practice. 
 

2.1.2 Layout services  

For this category of tasks, the contractor should lay out products in Adobe InDesign and produce 
graphical elements in Adobe Illustrator, in accordance with both GSA corporate style guidelines and 
standard templates. The contractor should work in the versions of these programs used by the GSA 
and upgrade to new versions according to future GSA requirements. The GSA might require layout 
of publications in various languages. 
 
To ensure a layout that is in line with the rules of producing GSA publications, the contractor should 
consider the rules contained in the Interinstitutional Style Guide. The Guide can be found at 
http://publications.europa.eu/code/en/en-000100.htm. 
 
In addition to this, the contractor should include in the layout for all materials, whether they are 
printed or digital, elements in relation to the corporate identity of the Agency and the European 
Union. The elements are listed (indicatively) below. These elements will be provided by the GSA in 
the frame of the specific contract implementation: 
 

a) GSA visual identity manual; 
b) Any required publication identifiers including catalogue number, ISBN number and bar code, 

etc; 
c) The EU Flag; 
d) Relevant logos and graphic lines (i.e. Galileo, EGNOS, Horizon Europe etc.); 
e) Logo of the Publications Office. 

2.1.3 Printing  

The contractor may be required to professionally print quantities of material, such as brochures, 
reports, bookmarks, sometimes at a short notice. 
 

 

http://publications.europa.eu/code/en/en-000100.htm
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2.2 Lot 2: Audiovisual and multimedia production services 

 
GSA is seeking to enrich the content published through its various communication channels through 
the use of audio-visual material. In particular, GSA would like to contract an experienced audio-visual 
production company able to produce promotional videos and animation motion graphics aimed at 
general public distribution. The produced audio-visual material will be distributed via GSA’s YouTube 
channel, social media pages, website and on-premises advertising displays. 
 

2.2.1 List of tasks lot 211 

 
The Contractor may be asked to create a range of video materials of varying lengths and formats 
from conception to production, for the production of corporate, promotional and/or audio-visual 
material aimed at public distribution (all material to be provided as downloadable mainstream file 
format).12 The work requested could include but be not limited to:  
 

• Video concept consultancy  

• Script-writing, storyboard services  

• Directing,recording and editing of interviews 

• Recording and editing on-site and online events and conferences 

• Creating animations 

• Developing videos with original or stock footage  

• Developing videos with professional actors and/or voice actors 

• Providing relevant audio covers needed for producing the video 

• Adding music and/subtitles as necessary 

• Recording and editing video and sound 

• Producing ad-hoc videos for media, social media or YouTube distribution 

• Optimising - cutting recorded footage for further distribution as video summaries  

• Producing video animations in different formats, following the latest trends and techologies 
 

 
All tasks under this lot will take place in close cooperation with the relevant staff in the GSA Commu-
nications Department.  The contractor’s communication with the GSA will usually take place in Eng-
lish as it is the GSA’s daily working language.  
 
 

2.3 Lot 3: Web design, development, management, online marketing,  social media manage-
ment, and editorial services   

As a minimum the work delivered need to comply with: 

                                                           

11 This excludes audio-visual material for Governmental and Public Regulated Services. 

12 The work will be done under the supervision and guidance of the Agency. 
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• Europa website standards: http://ec.europa.eu/ipg/standards/accessibility/index_en.htm 
and usability and accessibility best practices. 

 

• SEO and SEM best practices, and tenderer needs to be able to report on performance of 
communication products as well as provide strategic advice on how to improve reach and 
impact. 

 

• Compliance with the rules of the Inter-institutional Style Guide is essential for any drafting 
work in order to ensure the editorial and linguistic quality of the information products. For 
further information, the Interinstitutional Style Guide can be found at: 
http://publications.europa.eu/code/en/en-000100.htm.  

 

The tasks to be carried out by the Contractor are the following: 

2.3.1 Maintenance and related services 

The maintenance and related services will be divided in two types: Corrective and Adaptive. 

 

The Web sites shall be proactively monitored by the contractor, 24/7 for Availability and Web 
Site Defacement, with automatic alerting to the 24/7 GSA Communications. 

 

Maintenance or corrective actions should have as little as possible negative impact on the avail-
ability and performance of the website. 

 

The contractor shall ensure timely handling of security incidents according to response times. 

 

For adaptive maintenance projects the contractor should ensure the update of existing docu-
mentation in compliance with changes brought about by the maintenance services. 

 

Corrective maintenance shall include the following (ISO/IEC 14764): 

• Reactive modification of a software product performed after delivery to correct 
discovered problems. 

• Emergency maintenance - an unscheduled modification performed to temporarily 
keep a system operational pending corrective. 

• Preventive maintenance - the modifications necessitated by detecting potential er-
rors in a software product. 

• The contractor shall pro-actively ensure that updates and patches for any software 
component across all layers of the system are in place in order to guarantee an 
optimum level of service and security. Maintenance, or corrective actions should 
as little as possible negatively impact on the availability and performance of the 

http://ec.europa.eu/ipg/standards/accessibility/index_en.htm
http://publications.europa.eu/code/en/en-000100.htm
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website. 
 

Adaptive maintenance is the modification of a software product, performed after delivery, to 
keep a software product usable in a changed or changing environment and shall include perfec-
tive maintenance. 

 

• Adaptive maintenance will be initiated solely by the written request of GSA  

• Adaptive and Perfective Maintenance refer to modifications that are enhance-
ments to a software product. These modifications are those that were not in the 
design specifications or the released software. 

• Adaptive modifications are those modifications necessary to accommodate a 
changing environment. Adaptive modifications include modifications to implement 
new system interface requirements, new system requirements, or new hardware 
requirements. 

• Perfective modifications improve the software product's performance or maintain-
ability. A perfective modification might entail providing new functionality improve-
ments for users or reverse engineering to create maintenance documentation that 
did not exist previously or to modify existing documentation. 

 

The contractor shall be responsible for the update and management of the current domain names 
and security certificates of the websites. All the domains and certificates shall be issued in the 
name of GSA. 

GSA may request the purchase of new domains or security certificates in the future. 

 

This task shall be delivered under the terms and conditions of the Service Level Agreement (SLA)  
applicable for LOT 3 which is to be proposed by the Tenderer in its tender. The Tenderer shall 
consider the requirements set in the Annex VI to the draft contract as minimum requirements for 
developing the SLA and ensure that all the points of the SLA are addressed.  

 

2.3.2 Web design and development 

The contractor shall provide design and development services for supporting current and future 
GSA  projects. 

 

The contractor shall create mobile web development solutions and responsive website designs, 
able to handle multilingualism, as well as build custom user experiences using the latest and 
proven web technologies. 

 

The design and development  shall be in compliance with W3C web standards and more specifi-
cally with the Web Content Accessibility Guidelines 2.0 (WCAG 2.0). 
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The contractor shall be able to develop websites by using User Centered Design (UCD) and User 
Experience (UX) design methodologies, techniques and processes.upal  

 

GSA is currently using Google Analytics, for any future websites, the web analytics environment 
will host the Piwik web analytics tool. 

 

The contractor will be requested to provide services covering all aspects of design and develop-
ment of GSA’s websites and applications (existing or development of new ones), such as:  

 

• Development and corrective and evaluative maintenance of existing internet 
applications; 

• Development of new internet applications; 
• Corrective and evolutive maintenance of new internet applications; 

• Data analysis, modelling and migration; 
• Database design and development for web applications; 
• Development of mobile apps; 
• Web application integration solutions. 

 

The following activities may be involved in providing the above services: 

 

• Project management; 

• User research and surveys; 
• Analysis and Design; 
• Prototyping; 
• Interaction design; 
• Development and programming; 
• Testing and deployment of internet applications and mobile apps; 
• Development and consulting on the websites and applications’ 

presentation layout; 

• Consulting on the application’s information architecture; 
• User interface definition and development; 
• Feasibility studies and technical, usability and accessibility assessments; 
• Testing (all phases), acceptance and deployment; 
• Hand-over and take-over of applications; 
• Performance measuring and improvement; 
• Technical Documentation and training of users. 

 

The products, technologies and tools to be used are the following: 

 

• Drupal 7/8/9, Piwik 
• Java, PHP, MySQL, Javascript, SQL 
• HTML, HTML5, XML, XSL, CSS3 
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The contractor must keep abreast of progress related to the underlying software so as to support 
newer versions as they become available. Specific acceptance criteria will be specified for each 
project in the relevant Request for Offer and Specific Contract. 

 

The services will be normally performed at the contractor’s premises however, specific tech-
nical tasks, interventions or analysis can take place at GSA Premises in Prague, or one of its cen-
tres. 

 

2.3.3 User Experience design & research services 

The following activities may be involved in providing the above services: 

• User research; 

• Heuristic evaluations; 

• Surveys and analysis; 

• Wire-framing and prototyping; 

• Experience maps, user journey maps, scenarios, etc.; 

• Information architecture – tree testing, card sorting, etc.; 

• User interface definition and development; 

• Interaction design and user interface definition and development; 

• Testing - Usability testing, A/B Testing 

• Development and consulting on the websites and applica-
tions’ presentation layout; 

• Accessibility assessments; 

• Performance measuring and improvement; 

The above list is meant to be a non-exhaustive list of services, activities and products. 

The contractor must show expertise in the use and implementation of User-Centered 
Design (UCD) and User Experience (UX) methodologies and processes that: 

• show empathy for the users, the center piece to a human-centered de-
sign process. Users should provide the inspiration and direction for ideas. 
Responding to human needs allows one to create designs that are both 
useful and meaningful to people. 

• synthesize information and distil it down to big takeaways. Focus on spe-
cific user or user group: their needs and the insights discovered. Create an 
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actionable problem statement to unify the team, inspire others, and pro-
vide a launching pad for ideating solutions. 

• step beyond obvious solutions. Ideate to create fluency (volume) and flex-
ibility (variety) in innovation options. Be prolific, innovative, different, and 
visual. 

• explore options, test ideas, gain empathy, or communicate vision. If a 
picture is worth a thousand words, a prototype is worth a thousand 
pictures. 

• test and learn what aspects of the solution are resonating with users and 
which are not. This structure feedback helps guide subsequent iterations. 

2.3.4 Content research, creation, editing, and dissemination 

The editorial component is of major importance. It involves providing support for editorial activities 
carried out by GSA in the field of websites as well as wide range of online and printed publications 
and information tools. This includes drafting texts suited to the requirements of numerous target 
audiences. For most products this requires journalistic working methods such as researching for a 
human-touch perspective, success stories, conducting interviews, etc. often under very short dead-
lines. 
 
Upon request the tenderer must be able to recruit specialised journalists or writers to deliver ad hoc 
technical content on a variety of topics including but not limited to: European Union space and/or 
transport policies, space applications, and the editorial know-how to target numerous audiences. 
 
This category of tasks involves: 
 

a) Desk research, gathering and compiling information and data: proposing outlines and edi-
torial concepts, journalistic research for information on specific subjects from sources iden-
tified or delivered by the GSA, or from other sources, interviewing subjects, compiling raw 
material, reading and analysing documents, monitoring of various online and printed me-
dia. 

 
b) Writing and editing of original content/articles based on the information and material gath-

ered, using different styles and formats such sa news, press releases, interviews, columns, 
introductions, summaries, briefings, copies for advertisements, advertorials, blog posts. 

 
c) Proofreading: the text should be proofread to ensure that it is free from errors and that all 

amendments/corrections have been included correctly. There could be several proof read-
ing stages during the course of the production. 

 
d) Rewriting text/content: rewriting and adapting existing content to cater for specific target 

audiences, specific media and publishing formats (web, printed publications); summarising 
documents, and modification of texts. 

 
e) Updating texts: ad-hoc updating of existing content; sometimes these updates will be sim-

ple but more often they will be substantial. 
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f) SEO and SEM editing. 

 

2.3.5 Dissemination Services 

 
The objective of dissemination services are to promote the GSA website content and attract the tar-
geted audience to visit and interact. Dissemination also applies to GSA related material and events. 
The dissemination strategy may include, but is not limited, to the following activities: 
 

a) Press release services; 
b) Direct contact with journalists; 
c) Online advertisement campaigns; 
d) E-mail marketing; 
e) Social media campaign creation and maintenance; 
f) Community networking; 
g) Public, media and stakeholder relations activities; 
h) Search engine optimisation. 

 

2.3.6 Communications messaging support 

 
To ensure the quality of the Agency’s communications, the GSA will require support in message de-
velopment and delivery impacting a range of communications activities. Communication messaging 
support activities may include, but are not limited, to the following activities: 
 

a) Supporting in devising GSA’s communications messaging related to events and announce-
ments. This can involve stakeholder analysis, helping tailor and target GSA’s messages, coun-
sel on stakeholder outreach and strategic drafting support.   

b) Helping speakers effectively convey GSA’s messages at events, for instance by supporting on 
briefing documents and presentations, by running stakeholder outreach training or rehears-
ing presentations and speeches with staff.  

c) Providing media messaging advice, hands-on support on media analysis and reaching out to 
journalists. Provision of coaching for on-camera message delivery.  

d) Assisting GSA staff in contributing to GSA’s effective and consistent message delivery by 
providing coaching for those who contribute with content and materials to the Agency’s 
website, publications and events.  

e) Supporting GSA teams in effectively and responsibly delivering messages via social media. 
 
 

2.3.7 Documentation and Training 

 

Training 

The contractor shall be able to provide Content Management System (CMS) Admin training to 
GSA staff in case that GSA requests this kind of services. 
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The training may be requested to take place at GSA premises or at the contractor’s premises. 
Requests of this type may be expected when there is a major redesign of the websites or a new 
version of a CMS is installed. 

 

Documentation 
 

The contractor must commit to deliver technical and administrative documentation (in English, 
hardcopy and electronic format) for the new website, including 

 

• a user guide for the CMS, 

• a web style guide in case of a new design. 
 

The documentation and style guide must be maintain and updated accordingly by the contractor 
after any new web developments or modifications of any functionality. 

All documents must be delivered in an electronic format (e.g. MS Word 2013) and if requested 
by GSA should be accompanied by a PowerPoint presentation. 

 

2.3.8 Mobile applications 

GSA might wish to develop a series of mobile apps in the coming years therefore the contractor 
must be able to design, develop, publish and maintain mobile apps for iOS and Android devices. 

 
During the development phase of a mobile application, at least one usability testing must be 
planned and performed. The application will have to successful pass User Acceptance Testing by 
GSA. Any mobile application created by the contractor must be handed over to the Agency  to-
gether with appropriate documentation - user guide. GSA has the right to audit the developed 
applications (or appoint a third party to audit it on GSA's behalf). 

 
Any third party fees such as for publishing the apps in iTunes and Android markets shall be agreed 
in advance with GSA and reimbursed to the contractor. 

2.3.9 Media monitoring 

Provide solutions or subscriptions to media monitoring or media clipping tools able to moni-
tor media across Europe and provide daily reports and insights on a selected taxonomy on 
newspapers, media and social media.  

 

2.3.10 Social media and Digital Marketing solutions 

In recent years, GSA communities on social media have grown at double digits, allowing GSA to de-

velop its online corporate profile as well as targeting very specific communities through the release 

of both organic and paid content to promote a wide range of initiatives, prizes, and resources. GSA 
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is currently active on Twitter, LinkedIn, Facebook, Instagram and YouTube. In addition, social media 

and digital marketing will be key in the GSA/EUSPA rebranding campaign. 

 

Upon request, the contractor shall:  

 

a) Manage GSA social media accounts and newsletter platform 
b) Buy subscribtions on behalf of the GSA to platforms for managing social media, online 

marketing activities and GSA newsletter 
c) Design, create and deliver compelling content (written and multimedia) for different so-

cial media, podcasts, blogs, and online events 
d) Design, create and deliver comprehensive social media/digital marketing strategies and 

campaigns, with target audience/content and KPIs, from niche markets to Pan-european, 
multimedia and multilanguage campaigns 

e) Run paid online/social media campaigns 
f) Advise on the best messages/visuals/tools to reach new audiences and strengthen cur-

rent communities 
g) Suggest new tools, strategies or any corrective measure to enhance the impact of exist-

ing campaigns or accounts 
h) Provide performance and impact reports.   

 

The technical proposal must include also the following information either in form of attachments, 

files, or active permanent links.  

Samples of websites, landing pages, web or mobile apps, social media campaigns, content creation 

carried out by the tenderer similar to the services described in these terms of reference, together 

with a brief explanation as to why the tenderer thinks that they are relevant to this call for tender:  

• An example of a corporate website developed in Drupal  

• An example of a landing page 

• An example of social media campaign adapted to different platforms 

• An example of a mobile app 

• An example of written interview 

These samples should illustrate the organisation’s technical capacity and creative ability. Only one 
example per category will be assessed (subjectively) by the evaluation committee. 
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2.4 Working methods and requirements  

2.4.1 General IT Security and Data Protection Requirements (applicable to all the lots) 

The whole infrastructure and all current and future websites shall comply with the following re-
quirements: 

 

a) The contractor shall ensure the security, including the physical security, of the data stored 
in its data centres. 
 

b) The activities to be undertaken by the awarded contractor under each of the 3 lots will 
necessary entail the processing of personal data (within the meaning of Articles 3(1) and 
3(3) of Regulation (EU) 2018/1725), for which the GSA is the data controller (within the 
meaning of Article 3(8) of Regulation (EU) 2018/1725). ny processing of personal data un-
dertaken by the contractor in its capacity of data processor (within the meaning of Article 
3(12) of Regulation (EU) 2018/1725) will have to comply fully with Regulation (EU) 
2018/1725. The tenderers’ attention is also drawn to Article II.5 of the draft FWC.  
 

In view of the above, tenderers for any of the 3 lots are requested to include in their tech-
nical proposals a dedidated section on personal data management, explaining and substan-
tiating how, as contractors (in case of award), they intend to ensure full compliance with 
Regulation (EU) 2018/1725 when implementing any of the activities requested under the 
lot for which they are bidding throughout the lifetime of the FWC. Such section should in-
clude: 

a. analytical approach on personal data criticalities relevant to the activities under the 
lot for which they are bidding, notably considering the processing of personal data 
undertaken when using social media, the fact that facial images in pictures/videos 
are personal data, mechanisms for potential transfers of personal data outside the 
EU/EEA and the management of different retention periods set by the GSA as data 
controller; 

b. plan to ensure thorough awareness and implementation skills amongst its staff; 
c. plan for ex ante detection and notification to the GSA of any new personal data 

processing operations; 
d. explanation of intended approach of implementing Article II.5 of the draft FWC; 
e. in depth analysis of implications of Articles 27 (data protection by design and by 

default), 29 (data processor), 33 (security of processing), and 34 (notification of a 
personal data breach to the European Data Protection Supervisor) of Regulation 
(EU) 2018/1725. 

 

 
c) The contractor shall have a robust security incident management process in place including 

notification procedures. 
 

d) The contractor shall provide GSA with appropriate and timely support (logs, traces, hard 
disk images) for forensic analysis, when requested. Alternatively, the contractor shall au-
thorise trusted third parties appointed by GSA to perform forensic analysis when necessary. 

 
e) The contractor shall properly wipe out data and all backup data where requested by GSA. 
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The contractor shall inform GSA without delay about any incidents where security breaches oc-

curred. 

2.4.2 Technical environment and requirements (applicable to LOT 3) 

The GSA website is currently hosted externally and provided for under a separate contract, however 
the contractor must be ready to migrate the sites to new servers if needed/as requested (either 
externally or possibly within the EU’s data centre (DIGIT)). The GSA website is currently managed 
with the content management system (CMS) Drupal, and it is the plan to move other existing web-
sites www.usegalileo.eu to Drupal as well.  
 
All web developments should use the GSA’s standard IT technical tools as well as be in line with the 
Inter Institutional Style Guide. 
 
Both sites shall operate upon this CMS and will depend upon a relational database system (RDBMS) 
that conforms to international SQL:2008 standard, initially MySQL. The site is being developed using 
the international Java standards JSR-168 and JSR-286 and this will allow the GSA sites to act as, and 
be built using, portlets. This facility enables greater flexibility, allows for easier management of the 
sites’ user interface elements and enables the use of other third-party portlets to enrich the overall 
sites. The contractor is expected to be able to develop new portlets for the site as requested by the 
GSA using the Java standards mentioned. 
 
The hosting service is sourced separately and will confirm to uptime and downtime requirements as 
laid out by the GSA. The contractor is expected to be able to run tests and provide documentation 
to show how any downtime has affected the overall availability of the site. Additionally, test results 
and documentation will be needed to be able to show that any unexpected downtime was caused 
by the hosting service or by the contractor.  
 

2.4.4. The process of acceptance and provision of deliverables (applicable to LOT 3)  

 
The process shall contain at least the following phases: 

a) checking of the files by GSA  
b) corrections by the contractor where required 
c) validation by GSA  
d) deployment by the contractor onto the GSA sites using the content management system 

To ensure business continuity and quality control, the contractor shall set up a ticketing system to 
manage the requests made by GSA. 
 
The contractor must provide 6 (six) months guarantee on deliverables, including designation of a 
contact person to whom requests for specific technical corrections should be addressed. 

3 Contract management requirements 

 

As the working language of GSA is English, all communication during Contract implementation 
between the Contractor and GSA shall be carried out in English. 

http://www.usegalileo.eu/
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Therefore, the Contractor’s contact person and all contractors’ staff providing related services di-
rectly to GSA shall have a sufficient knowledge of English both spoken and written. 

 

3.1 Requirements about Contractor’s personnel 

Tenderers should have sufficient level of manpower with suitable qualifications and experience 
in terms of human resources; and b) relevant experience in provision of comparable services to 
similar clients, showing their degree of technical and professional capacity to carry out the re-
quested tasks as mentioned in sections 2.1, 2.2 and 2.3 above, by providing information on the 
criteria described below. 

3.1.1 Contract Manager/Coordinator 

 

The tenderer shall designate a Contract Manager/Coordinator who will have overall responsibility 
for the management and the smooth execution of the contract and who will be GSA’s main contact 
point. GSA may request the contract manager/coordinator attendance at review meetings either 
in person in Prague or online. 

A kick-off meeting between the contract manager/coordinator of the contractor and GSA shall 
take place (either in Prague or online) approx. 1 week after the contract signature. No costs will 
be reimbursed for the kick-off meeting. 

In case of any issues/risks related to the contract, GSA must be informed and the contract man-
ager/coordinator must propose immediate actions to be taken in order to remedy the situation. 

Any replacement of the contract manager/coordinator for whatever reasons must be communi-
cated to and agreed with GSA within 15 working days. 

All communication between GSA and the contractor will be done in English therefore an advance 
level of English knowledge is required for the contract manager/coordinator. 

 

GSA will designate a contract manager responsible for the monitoring of the proper execution of 
the contract and the quality of the deliverables. 

 

Elements which will be monitored by GSA include: 

• The quality of the deliverables against the standards stated in the PO/SC 

• The quality of the contract and projects administration 

• The effectiveness of providing staff with the appropriate skills and matching 
the profile requirements 

• The speed and agility of responding to the orders within agreed time limits 

• The adherence to deadlines: GSA may request insight into the projects 
plans at any level 

 

3.1.2 Other personnel 
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Below are the required profiles for the implementation of the framework contract. The Con-
tractor shall provide qualified staff with the appropriate skills and experience for each ad hoc 
project and monitor their efficiency and effectiveness throughout the lifecycle of the frame-
work contract (made available upon request for issuing a specific contract). The required ex-
perience should evidenced by detailed Curriculum Vitae in English language (Europass CV 
templates should be used, available at : https://europa.eu/europass/eportfolio / . 

The Contracting Authority reserves the right to define more detailed requirements on the 
particular areas of expertise required for the particular tasks to be handled under the specific 
contracts, remaining still within the boundaries of the general description if the profiles pro-
vided below. For each specific contract, the contractor shall be able to promptly provide the 
specific expertise in the concrete area requested.  

The tenderer shall propose and provide evidence in its tender for the following profiles: 

 

3.1.2.1 Lot1: Graphic and creative services 

Funcion Experience required 

1 (one) Project manager a minimum of eight years’ relevant experience as project manager 

2 (two) Senior graphic 
design professionals 

a minimum of five years’ experience as a senior graphic designer, including: 

•graphic design of the product types listed in sections 2.1.1, 2.1.2 and 2.1.3 

• •using corporate style manuals 

• •proven experience in using Adobe Suite, including Adobe Photoshop, 
Adobe InDesign, and Adobe Illustrator 

2 (two) Junior graphic 
design professionals 

 a minimum of two years’ experience as a junior graphic designer in the 
areas below: 

•graphic design of the product types listed in sections 2.1.1, 2.1.2 and 2.1.3 

using corporate style manuals; 

• proven experience in using Adobe Suite, including Adobe Photoshop, 
Adobe InDesign, and Adobe Illustrator 

 

 

 

 

3.1.2.2 Lot 2: Audiovisual and multimedia production services 

 

Technical and proffes-
sional capacity 

Experience required 

1 (one) Project manager a minimum of eight years’ relevant experience as project manager 

2 (two) Script writers a minimum of five years’ relevant experience 

2 (two) Cameramen a minimum of five years’ relevant experience 

https://europa.eu/europass/eportfolio%20/
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1 (one) Senior motion 
graphics designer/ani-
mation/post production 
editor 

a minimum of five years’ relevant experience 

1 (one) Junior motion 
graphics designer/ani-
mation/post production 
editor 

a minimum of three years’ relevant experience 

 

 

3.1.2.3 Lot 3: Web design, development, management, online marketing,  social media manage-

ment, and editorial services   

Technical and proffessional capacity Experience required 

1 (one) Project manager a minimum of eight years’ relevant experience as pro-
ject manager 

3 (three) Drupal experts/developers a minimum of five years’ relevant experience 

1 (one) Junior Drupal developer a minimum of three years’ relevant experience 

1 (one) Information architecture specialist a minimum of five years’ relevant experience 

1 (one) Business Analyst a minimum of five years’ relevant experience 

1 (one) User experience designer a minimum of five years’ relevant experience 

1 (one) User research expert a minimum of five years’ relevant experience 

1 (one) Web/User Interface designer a minimum of five years’ relevant experience 

1 (one) Web Analytics expert a minimum of three years’ relevant experience 

1 (one) Search Engine Optimisation expert a minimum of five years’ relevant experience 

1 (one) Content strategist a minimum of five years’ relevant experience 

1 (one) Web Editor in English language a minimum of five years’ relevant experience and pref-
erably with journalistic background 

1 (one) Technical writer/journalist a minimum of five years’ relevant experience and pref-
erably with journalistic background 

1 (one) Senior Webmaster a minimum of five years’ relevant experience 

1 (one) Junior Webmaster a minimum of three years’ relevant experience 

1 (one) Social media team leader a minimum of five years’ relevant experience 

1 (one) Junior social media manager a minimum of three years’ relevant experience 

1 (one) Senior Android app developer a minimum of five years’ relevant experience 

1 (one) Junior Android app developer a minimum of three years’ relevant experience 
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3.1.3 Deliverables 

The deliverables to be supplied during the execution of the FWCs may include: 

• Reports whose content is within the scope of the specific technical terms of reference for Lot 1, 
Lot 2 and Lot 3 that will be further specified in specific contracts, 

• Progress reports (monthly, quarterly, ad hoc, final) as defined in the relevant specific contracts, 

• Timesheets according to format approved by the GSA,  
 
Upon request by the GSA:  

• PresentationsMinutes of meeting 

• Software tools 

• Promotional material 

• Production and distribution of documents (presentations, booklets, website pages or other 

• awareness documentation) 
 
Other specific deliverables related to the execution of the tasks defined in specific technical terms 

of reference for the lots.  

Unless otherwise specified by the GSA, for each task, the contractor shall deliver an electronic copy 

of each deliverable with all relevant data. The GSA may request that the contractor also submit 

a paper copy of the final versions of the deliverable and annexes. 

The GSA may publish or release to third parties the results of the activities performed under the 

FWCs and specific contracts. For this purpose, the contractor must ensure that there are no re-

strictions based on confidentiality and/or intellectual property rights imposed by third parties. 

Should the contractor intend to use data or rights that cannot be published, such limitation must 

be explicitly mentioned in the offer. 

The language in which the deliverable (including all reports and software) is to be submitted is 

English, unless otherwise specified by the GSA. 

The GSA will have 30 (thirty) calendar days from receipt of the deliverables to approve or reject 

them in full or in part. The contractor will have 15 (fifteen) calendar days to submit additional in-

formation / another report /clarifications upon reception of the comments and/or request for clar-

ification from the GSA. 

3.1.4 Place of performance 

GSA may request these services to be performed onsite or off-site depending of the needs and re-

quirements as further detailed in the relevant Terms of Reference (ToR) or Purchase order. 

The contractor will carry out work either: 
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a) At his premises and using his own infrastructure. He must have access to all the technical 
equipment and means of communication required to perform the tasks, including the occa-
sional hosting of an application if required. The offer should include a description of the in-
frastructure and equipment available to perform the contract. 

b) At GSA premises. The GSA may request the contractor to provide either full or part-time 
onsite support at any GSA facility.  The offer should include a description of the infrastructure 
required on site to perform activities at the GSA. 

 

3.1.5 Simulation exercise  

The aim of the simulation exercise is to provide the Tenderers with an overview of the range of ac-
tivities they may be asked to perform under the FWCs, based on the tasks described above. It is 
further a likely common scenario for the implementation of the FWCs through specific contracts for 
individual tasks. Accordingly, the simulation exercise will serve as a common scenario against which 
the quality and the price of the submitted tenders will be evaluated. 
 
Each Simulation Exercise has been designed to obtain the Tenderers’ offers, both in terms of de-
ployed resources and price with respect to an indicative set tasks they may be asked to perform 
under the FWC of a specific Lot, based on the tasks described in the Invitation to Tender and its 
respective Annexes. Due to the nature of Contracting Authorities activities and their evolving char-
acter, the Simulation Exercises are indicative and will be used mainly for evaluation purposes. Nev-
ertheless, should at the time of placing a specific contract the assumptions, terms and conditions 
according to which a scenario has been developed not be subject to changes, the Tenderer’s offer 
for the scenario shall be considered binding and enforceable. . 
  

 

  

3.1.6 Specific technical terms of reference for lots including the simulation exercises  

3.1.6.1 Lot 1, provided Graphic and creative services  

The tender is required to attach to the offer the following: 

3.1.6.1.1 Scenario 1, design and layout of a publication  

 

Context 

GSA would like to produce a brand new segment brochure promoting EU Space for Agriculture, for 

print and online distribution, as the old one is now outdated https://www.gsa.europa.eu/sys-

tem/files/documents/egnos_agriculture-web.pdf   

The requirements for the publication are as follows: 

• the format is A3 folded into two A4s  

• the number of pages is 4: cover, 2 central pages, and back cover 

https://www.gsa.europa.eu/system/files/documents/egnos_agriculture-web.pdf
https://www.gsa.europa.eu/system/files/documents/egnos_agriculture-web.pdf
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• for printing in 4-color 

• 3 rounds of revision 
 
 

Tenderers shall:  

Outline the approach and methodology for the task;  

• Describe the team and expertise involved  in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide a detailed description of the brochure's content (what goes where and why) ;  

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT1.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F - LOT1.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, add other direct expenses (one CBS item per type) related to the sce-

nario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

Maximum 2 pages plus graphic proposal 

3.1.6.1.2 Scenario 2, creation of a visual identity for an online competition 

 

Context  

GSA regularly runs competitions such as MyGalileoDrone competition or MyGalileoSolution compe-

tition and is now planning the launch of a new competition “EU Space boosting entrepreneurship”, 

draft the visual identity of the competition and the graphic design for a landing page to promote the 

event and invite the user community to sign up.  

The overall concept should be original and catchy and have both a European and a global dimension, 

with a strong call to action.  

The tenderer shall apply the visual identity to: 

• the landing page,  

• banners to support a small social media campaign on Twitter, 

• and a powerpoint template (one cover slide and one internal slide).  

Tenderers shall:  

• Outline the approach and methodology for the task;  

https://www.gsa.europa.eu/mygalileodrone
https://www.gsa.europa.eu/mygalileosolution
https://www.gsa.europa.eu/mygalileosolution
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• Describe the team and expertise involved  in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT1.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F - LOT1.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, add other direct expenses (one CBS item per type) related to the sce-

nario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

•   

Max 3 pages plus visuals for the landing page, social media and powerpoint. 

3.1.6.1.3 Scenario 3, provision of graphic and creative services support for six months 

 

Context  

GSA requires regular support in the creation or update of graphic content to support all its commu-

nication activities through online and traditional media. The tenderer should provide an offer for the 

provision of graphic and creative services for a period of six months, including the following deliver-

ables: 

New design of the clickable EUSPA brochure (similar to https://www.gsa.europa.eu/sites/de-
fault/files/uploads/comstracker2020_final.pdf) 

 

• Complete redesign of the GSA GNSS Market report https://www.gsa.europa.eu/system/files/re-

ports/market_report_issue_6_v2.pdf (including 3 different graphic concepts for the cover and 

the internal pages) 

• Design of the Annual activity report (A4, cover, 10 pages, back cover)  

• 10 web banners similar to https://www.gsa.europa.eu/library/SatNav-gnss-image-gal-

lery/egnos-safety-life-10th-year-anniversary or https://www.gsa.europa.eu/library/SatNav-

gnss-image-gallery/entrepreneurship-day-5 

• Graphic support for 3 campaigns, and for each campaign the production of: 

o 5 Twitter post images 

o 5 Facebook post images 

o 5 Instagram post images 

• Image editing for 30 pictures provided by the GSA 

• Describe the overall project management approach, including measures and processes put in 

place by the tenderer to ensure full  compliance with personal data management with respect 

https://www.gsa.europa.eu/system/files/reports/market_report_issue_6_v2.pdf
https://www.gsa.europa.eu/system/files/reports/market_report_issue_6_v2.pdf
https://www.gsa.europa.eu/library/SatNav-gnss-image-gallery/egnos-safety-life-10th-year-anniversary
https://www.gsa.europa.eu/library/SatNav-gnss-image-gallery/egnos-safety-life-10th-year-anniversary
https://www.gsa.europa.eu/library/SatNav-gnss-image-gallery/entrepreneurship-day-5
https://www.gsa.europa.eu/library/SatNav-gnss-image-gallery/entrepreneurship-day-5
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to the requirements included in the secion 2.4.1 and with Regulation (EU) 2018/1725 throughout 

the lifetime of the FWC, and delivery of management related products, e.g. reports 

Tenderers shall:  

• Outline the approach and methodology for the task;  

• Describe the team and expertise involved in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT1.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F - LOT1.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, add other direct expenses (one CBS item per type) related to the sce-

nario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

 

Maximum number of pages: 3 
 

3.1.6.2 Lot 2, Audiovisual and multimedia production services 

3.1.6.2.1 Scenario 1, produce a three-minute video of highlights of the conference 

Context 

The GSA is organising a conference that will take place over two days. On the afternoon of the first 
day, the conference will split into three parallel workshops. The rest of the conference will take 
place in plenary sessions. The service provider is asked to produce three 30-second talking-head 
video interviews with different participants and to produce a three-minute video of highlights of 
the conference. 

Please provide a description of the planning and organisation of such an assignment indicating the 
resources necessary per category and the timetable of activities indicating in days +/- counting 
from the first day of conference.  

 The video should include: 

• intro and outro plates 

•  entry/exit animations 

• text over images 

• soundtrack  
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Tenderers shall: 
 

• Provide the outline the approach and methodology for the task;  

• Describe the team and expertise involved in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Give a detailed description of the video 

• The storyboards 

• The creative treatment of the videos 

• Communication with the GSA during the process 

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

•  

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT2.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT2.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, add other direct expenses (one CBS item per type) related to the sce-

nario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

 

Maximum number of pages: 3 plus storyboard 

3.1.6.2.2 Scenario 2, provision of audiovisual and multimedia support and services for six months. 
 

GSA requires regular support in the creation or update of audiovisual and multimedia content to 

support all its communication activities through online and traditional media. The tenderer shall pro-

vide an offer for the provision of audiovisual and multimedia services for a period of six months, 

including the following deliverables: 

o Update of 10 existing videos (source files provided)  

o creating a new intro and outro video, and replacing it in all the videos 

o Create 1 simple video “template” (intro, name plates, three text-over questions, transition, 
outro),  and edit 20 existing videos to produce a series of video with a consistent visual 
identity and structure, similar to https://www.youtube.com/watch?v=jkUQksrVh-
U&list=PLoW55g8cihhKn8CYlfsW2BEgSlOsNL8aC  

o Edit five interviews footage provided, for the production of five 3-minute videos 
o Create 1 series of five video animations using 2D animation graphics, similar to 

https://www.youtube.com/watch?v=Mz7mzAdch6Q  
o Add text (text will be provided) to a 3-minute video 
o Video edit 10 already existing 3-minute videos optimizing visual and audio quality 
o Record, video edit, and finalisation of 3 interviews in Prague, in order to produce a 3 mi-

nute video each 

https://www.youtube.com/watch?v=jkUQksrVh-U&list=PLoW55g8cihhKn8CYlfsW2BEgSlOsNL8aC
https://www.youtube.com/watch?v=jkUQksrVh-U&list=PLoW55g8cihhKn8CYlfsW2BEgSlOsNL8aC
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o Develop a corporate video to promote GSA, from concept to script writing to recording, 
post production and  ready to be published video 

o Record, video edit, and finalisation of 3 events in other locations in Europe, in order to pro-
duce a 3 minute video each 

o Describe the overall project management approach, including measures and processes put 

in place by the tenderer to ensure full  compliance with personal data management with 

respect to the requirements included in the secion 2.4.1 and with Regulation (EU) 2018/1725 

throughout the lifetime of the FWC, and delivery of management related products, e.g. re-

ports 

 
 

Tenderers shall:  

• Outline the approach and methodology for the task;  

• Describe the team and expertise involved in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT2.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT2.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, add other direct expenses (one CBS item per type) related to the sce-

nario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

 

Maximum number of pages: 3 
 

3.1.6.3 Lot 3: Web design, development, management, online marketing,  social media manage-

ment, and editorial services   

3.1.6.3.1 Scenario 1 – Revamp of Usegalileo.eu 
 

Context 

GSA would like to revamp www.usegalileo.eu, maintaining the multilingualism and the searchable 
database function, while upgrading the navigation, user experience and overall look and feel.  

Tenderers shall: 

• Outline the approach and methodology for the task;  

http://www.usegalileo.eu/
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• Describe the team and expertise involved  in the delivery of the task; explain how the work 

would be organised within the team, from kick-off to final delivery, including possible sub-

contractors, and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense  

• Provide a detailed list of deliverables; 

• Provide a mock-up of the new menu navigation bar (currently the top hexagon navigation 

menu with the different icons) https://www.usegalileo.eu/EN/inner.html#data=smartphone 

and the left side menu/search menu on https://www.usegalileo.eu/EN/in-

ner.html#data=smartphone  

• Include any other information tenderers consider necessary. 

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT3.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT3.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, by adding other direct expenses (one CBS item per type) related to the 

scenario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

Maximum number of pages: 8 plus mock-up 

 

3.1.6.3.2 Scenario 2,  redesign EUSPA’s website 
 

Context 

As GSA becomes EUSPA, we will need to redesign the current corporate website to incorporate the 
new responsibilities and services, and profile EUSPA as the only Agency of the European Union 
managing the EU Space Programme and interfacing with the space applications user communities. 
The site will need to be  up-to-date with the latest trends in website design focusing on user experi-
ence and usability. 

Please assume for this scenario that the CMS is already Drupal 9 and the redesign has to be based 
in Drupal 9. 

The scenario is to assess that the company can deliver high quality UCD and UX web design services 
in line with the latest trends and the specification of this tender. 

User-centred (UCD) and User Experience (UX) methodologies and techniques should be used in-
cluding user research, business research, etc. if it is considered necessary. 

 

Tenderers shall: 

• Provide an outline the approach and methodology and processes including any UX methods that 

may be used in different phases; 

https://www.usegalileo.eu/EN/inner.html#data=smartphone
https://www.usegalileo.eu/EN/inner.html#data=smartphone
https://www.usegalileo.eu/EN/inner.html#data=smartphone
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• Describe the team and expertise involved  in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense 

• Provide a  detailed list of deliverables; 

• Provide  a mock-up of the new homepage https://www.gsa.europa.eu/ and of the publication 

page https://www.gsa.europa.eu/communication/publications   

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT3.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT3.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, by adding other direct expenses (one CBS item per type) related to the 

scenario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

Maximum number of pages: 10, plus mock-ups 

 

3.1.6.3.3 Scenario 3,  News and digital marketing strategy 

 

Context 

GSA regularly runs prize competitions such as MyGalileoDrone competition or MyGalileoSolution 
competition. Provide a mock-up of the landing page for the launch of a new competition “EU Space 
boosting entrepreneurship” draft a news item for the GSA website to announce it, and propose a 
digital marketing strategy for its promotion.  

Tenderers shall: 

• Outline the approach and methodology and processes including any UX methods that may be 

used in different phases; 

• Describe the team and expertise involved  in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide a social media strategy, context, target audience, rationale, tools, key messages 

• Provide one example of post per social media account (LinkedIn, Twitter, Facebook, Instagram) 

• Provide a mock up of the landing page  

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT3.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT3.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

https://www.gsa.europa.eu/
https://www.gsa.europa.eu/communication/publications
https://www.gsa.europa.eu/mygalileodrone
https://www.gsa.europa.eu/mygalileosolution
https://www.gsa.europa.eu/mygalileosolution
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o if necessary, by adding other direct expenses (one CBS item per type) related to the 

scenario and subject to reimbursement and indicate their unit prices and estimated 

number of units.   

 

Maximum number of pages: 5 pages plus landing page 
 

3.1.6.3.4 Scenario 4, provision of web design, development, management, online marketing,  social 

media management, and editorial services  for a period of six months 

 

GSA requires regular support in the creation or update of websites, the production of communication 

campaigns, and content for different media and channels. The tenderer shall provide an offer for the 

provision web design, development, management, online marketing, social media management, and 

editorial services for a period of six months, including the following deliverables: 

o Full time, on site support (Prague) of a junior webmaster for 6 months 

o Full time, on site support (Prague) of a junior social media manager for 6 months 

o Quarterly submission of web analytics and proposal for improvements for better content 

strategy, SEO etc 

o Weekly content update (approx. 3 pages update per week) 

o Design and production of the new library and document repository on gsa.europa.eu, inte-

grating a searchable database and developing an intuitive and user-friendly interface 

o Drafting and copy editing 30 web-stories https://www.gsa.europa.eu/newsroom/news  

o Drafting 6 press releases https://www.gsa.europa.eu/newsroom/press-releases  

o Monthly content update of the database usegalileo.eu  

o Developing and implementing a social media campaign strategy and plan for a 3 month-long 

campaign to promote a large international event (only organic traffic, no paid advert) includ-

ing 3 posts per week across different media, 3 web-stories. 

o Online support for 6 months (approx. 1 day /week of Junior Drupal developer) 

o Weekly writing and distribution of GSA newsletter 

o Description of the overall project management approach, including measures and processes 

put in place by the tenderer to ensure full  compliance with personal data management with 

respect to the requirements included in the secion 2.4.1 and with Regulation (EU) 2018/1725 

throughout the lifetime of the FWC, and delivery of management related products, e.g. re-

ports  

 

Tenderers shall:  

• Outline the approach and methodology for the task;  

https://www.gsa.europa.eu/newsroom/news
https://www.gsa.europa.eu/newsroom/press-releases
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• Describe the team and expertise involved in the delivery of the task; explain how the work would 

be organised within the team, from kick-off to final delivery, including possible sub-contractors, 

and how long would be required for each stage;  

• Provide an effort estimation breakdown (per profile expressed in man-days) for each task; 

• Provide a description and justification of any additional expense; 

• Provide the total evaluation price for the scenario as part of Annex I.F – LOT3.02 as follows:  

o by using the established unit prices at FWC level (Annex I.F – LOT3.01) for the labour 

categories, indicate the number of units estimated for each CBS item. 

o if necessary, by adding other direct expenses (one CBS item per type) related to the 

scenario and subject to reimbursement and indicate their unit prices and estimated 

number of units.    

Maximum number of pages: 3 
 

3.2 Legal and contractual terms of reference 

3.2.1 Participation conditions 

Participation in this procurement procedure shall be open on equal terms to all economic operators 

(natural and legal persons) established in the territory of the Member States of the European Union 

and to all economic operators established in a third country which has a special agreement with the 

EU in the field of public procurement, when applicable to the Agency, under the conditions laid down 

in that agreement. It shall also be open to International Organisations. Economic operators referred 

to above are considered established in the EU when they are formed in accordance with the law of 

an EU Member State and have their central administration or registered office or 

principal place of business in an EU Member State (if legal persons), or they are nationals of one of 

the EU Member States (if natural persons). Tenderers shall clearly indicate in Annex I.B their place of 

establishment and present supporting evidence normally acceptable under the law of that state. 

 

 

3.2.2 Ceiling volume of the contract 

The indicative ceilings estimated for the maximum duration of the FWCs per lot are:  

 
a. Lot 1: 600,000.00 EUR (six hundred thousand euro) 
b. Lot 2: 600,000.00 EUR (six hundred thousand euro) 
c. Lot 3: 2,600,00.00 EUR (two million six hundred thousand euro) 

 

 

including extensions of the initial durations of the FWCs up to four (4) years. This budget is only 

indicative; it will be subject to budget allocations given to the GSA. 
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3.2.3 Participation in multiple lots 

Each economic operator (prime or subcontractor) should be allowed to participate in one lot only. 

Economic operators submitting a tender for more than one lots will be excluded with respect to all 

the lots for which they have submitted a tender. 

3.2.4 Duration  

 The FWCs are intended to be signed for an initial period of one year. It shall be renewable up to 
three times for a total maximum duration of four years.  
 

3.2.5 Compliance with internal rules, professional conflicting interest, security requirements 
and confidentiality  

3.2.5.1 Professional Conflicting interest 

The contractor shall ensure that its personnel sign a “declaration on confidentiality and absence 

of professional conflicting interest” with the GSA before commencing any service provision. The 

current form of such declaration is attached for information to the draft Contract. The form may 

evolve and cover additional aspects from time to time. This shall not in any way relieve the con-

tractor from any of its obligations. The GSA reserves the right to ask the contractor or its personnel 

performing the services to sign a declaration regarding confidentiality, non-disclosure and/or dec-

laration regarding precise obligations of processing of personal data.  

At the time of submission of the tender and during the term of the FWC, the contractor shall not 

be in any situation that could compromise the impartial and objective performance of the FWC and 

the specific contracts. For this purpose, tenderers shall at the time of the tender shall: 

i. either confirm their absence of professional conflicting interest, or 

ii. substantiate the potential, perceived or actual professional conflicting interest 

which may negatively affect the performance of the Contract. 

For either (i) or (ii) point above, the Tenderers must provide a comprehensive analysis and justifi-

cation, with at least the following information:  

a) previous and/or current involvement in the Galileo/EGNOS programmes in activities which may 

have as a result that impartial and objective performance of the present FWC may be compro-

mised;  

b) respect of rules on conflict of interest regulating the legal profession, including the professional 

ethics rules applicable to the tenderer;  

c) description of operational structure and mechanisms for monitoring, preventing and resolving 

conflicting interests during the execution of the FWC which mitigate or eliminate the potential, 

perceived or actual professional conflicting interests. Under this requirement, the tenderer 
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shall provide an effective and convincing concept to ensure that the respective entity/-ies, in-

cluding the individuals belonging to it/them, are in a position to work independently in relation 

to its/their tasks performed in other GNSS projects. 

 

3.2.5.2 Confidentiality Requirements 

The applicable terms and conditions on confidentiality requiremnets are defined in the draft con-

tract (Annex II of the Invitation to Tender). 

3.2.6 Industrial organisation of tenderer 

Candidates are required to present their industrial organisation and, in particular their Core Team. The 

latter shall be composed of the contractor and subcontractors which are essential in order for the ten-

derer to meet the selection criteria under section 4.2. 

The description shall include the role and responsibilities of the respective entities for the purpose 

of this procurement as well as a description of the group to which they belong .  

Tenderer shall prove that they will have at their disposal the resources necessary for performance 

of the Contract by providing  

• Letter of Intent (Annex I.D) on the part of every entity on whose resources it relies in order to fulfil 

the selection criteria, confirming the latter’s irrevocable undertaking to make such resources avail-

able to the tender in case of being awarded the Contract. 

The Contractor shall not change the composition of the Core Team without prior authorisation by GSA.  

3.2.7 Subcontracting 

3.2.7.1 General principles 

The contractor may call on subcontractors also to provide specific know-how for the Contract.  

However, the contractor will remain the sole entity legally and financially responsible vis-à-vis the GSA. 

The tenderer must indicate clearly which parts of the work will be sub-contracted and to what extent 

(proportion in % of turnover and resources). The sub-contractor must not sub-contract further, unless 

otherwise agreed by the Agency.  

Sub-contractors must satisfy the eligibility criteria (i.e. participation conditions, selection criteria, ex-

clusion criteria, minimum requirements) applicable to the award of the contract. The GSA reserves the 

right to require supporting documents that the subcontractor in question satisfy the exclusion and 

selection criteria set out in section 4 below.  

If the identity of the intended sub-contractor(s) is already known at the time of submitting the tender, 

the tenderer must identify the subcontractor in the tender. If the identity of the sub-contractor(s) 

is not known at the time of submitting the tender, the tenderer who is awarded the contract will have 
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to seek GSA’s prior written authorisation before entering into a sub-contract. Where no sub-contract-

ing is indicated in the tender the work will be assumed to be carried out directly by the tenderer.  

The Contractor shall not change any sub-contractor without prior authorisation by GSA. 

3.2.7.2 Mandatory subcontracting 

Tenderers shall clearly indicate in their tenders which part of the services they intend to subcon-

tract as well as their approach for implementing such subcontracting at each specific contract level 

to demonstrate compliance with the below mentioned requirements. 

 

In accordance with Article 26(1) of the GNSS Regulation the contractor must subcontract an indic-

ative minimum share of 20%. These subcontractors shall be selected outside the tenderer’s group 

of companies. 

 

Competitive tendering outside the tenderer’s group is considered to have taken place when more 

than one offer from an entity outside the tenderer’s group of companies has been requested by 

the tenderer. Each tenderer is responsible for organising its own competitive tender(s) aimed 

at finding necessary subcontractors respecting the following procurement principles: 

• Fair competition & equality of treatment 

• Transparency 

• Proportionality 

• Best value for money 

 

Given the fact that the GSA cannot assume and/or guarantee that the full budget available under 

the FWC will be consumed, the percentage of subcontracting will be calculated as the percentage 

from the actually requested services under the FWC and not as a percentage from the maximum 

nominal volume of the FWC. In order to ensure that the proposed percentage of subcontracting 

will be achieved, such subcontracting shall be done at the level of each individual specific contract 

concluded under the respective FWC. 

 

A proof of competitive subcontracting tender(s), including thorough visibility of technical and fi-

nancial offer of subcontracted entities outside the tenderer’s group (envisaged subcontractors) 

shall be provided together with the tender. If the tenderer does not manage to complete the com-

petitive tender(s) required by the time of tender submission, it shall submit a signed undertaking 

presenting credible tendering plan it intends to carry out.  

If the competitive tenders are completed only during FWC execution, the concluded subcontracts 

shall not lead to a change of the FWC unless it is in favour of the GSA.  

In case of failure to respect the undertaking of subcontracting or obtaining the said authorisation, 

the FWC may be terminated for contractor’s default with a notice of 3 months after the contractor 

was given a possibility to remedy the situation. 
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In case where no competitive tendering is planned to be undertaken, tenderer shall submit a jus-

tification providing compelling reasoning for the non-compliance with the above mentioned re-

quirement. Failure to provide such justification may lead to the rejection of the tender.  

Tenderers may at any time after tender submission or during the FWC execution be requested to 

submit supporting evidences of their application of competitive tender for the selection of subcon-

tractors and their compliance with the principles established above. Contractors can be subject to 

possible auditing according to contractual provisions. Without prejudice to the latter, the GSA may 

reject the proposed subcontractor(s) and ask for another subcontractor(s) to be proposed as part 

of the tender. Such rejection shall be justified in writing by the GSA and may be based only on the 

criteria used for selection of tenderers for the FWC. 

3.2.8 Participation of consortia 

Consortia may submit a tender on the condition that they comply with the rules of competition. A 
consortium may be a permanent, legally-established grouping or a grouping which has been con-
stituted informally for a specific tender procedure.  

Such consortium must specify the company or person heading the project (the leader). All mem-
bers of the consortium must sign a power of attorney authorizing this company or person to sub-
mit a tender on behalf of the consortium and to represent the consortium for any contract execu-
tion issue, including amendments of FWC. The template of this power of attorney is provided 
in Annex I.C 

All members of a consortium (i.e. the leader and all other members) are jointly and severally liable 
to the GSA for performance of FWC.  

Each member of the consortium must provide the required evidence for the exclusion and selec-
tion criteria (see section 4 below). Concerning the selection criteria “economic and financial capac-
ity” as well as “technical and professional capacity”, the evidence provided by each member of the 
consortium will be assessed to ensure that the consortium as a whole fulfils the criteria.  

The participation of an ineligible person will result in the automatic exclusion of that person. If that 
ineligible person belongs to a consortium, the whole consortium may be excluded. 

3.2.9 Intellectual property rights 

Applicable terms and conditions on intellectual property rights are defined in the draft contract 
(Annex II to the Invitation to Tender).  
 

3.2.10 Terms of payment 

Payments shall be made in accordance with the provisions specified in the draft contract (Annex II 
to the Invitation to Tender). 

 

3.2.11 Liability 

Applicable terms and conditions of Liability are defined in the draft contract (Annex II to the Invi-
tation to Tender). 
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3.2.12 The cascade mechanism and its implementation 

The notion of the multiple framework service contract in cascade means that the identical FWCs 
are concluded separately between the GSA and several contractors per each lot to ensure that the 
specific contract can be executed by one or other of them, should the one that is first on the list be 
unavailable or unable to perform the specific contract.  

The GSA will rank the tenderers in descending order and create a list of maximum 2 contractors 
per lot and the sequence in which they will be offered to provide services. In case of unavailability 
of the contractor ranked first, for reasons which do not entail terminating the FWC, the GSA may 
call on the next contractor.  

The circumstances which justify signing the specific contract with the contractor next in cascade, 
are: 

• the specific tender by the Contractor is not provided within the deadline specified by GSA;  

• the specific contract is not signed by the first contractor in cascade within the deadline specified 
by GSA;  

• the contractor first in cascade is in a situation of professional conflicting interest or in a situa-
tion likely to compromise its independence and therefore cannot perform the specific contract;   

• the contractor first in cascade is not capable to provide the contracting authority with the re-
quired number of qualified advisors in time to perform the task(s) under the specific contract.    

3.2.13 Language of the FWC 

English shall be the working language of the FWC including all correspondence with the GSA. There-
fore, all proposed personnel should have an excellent level of English.  

The GSA reserves the right to request certificates issued by an officially recognised institution 
or equivalent proof of knowledge of English. 

3.2.14 Working conditions of the contractor’s personnel 

Working conditions of the contractor’s personnel are defined in the draft FWC contract (Annex II 

to the Invitation to Tender). 

4 Assessment of tenders 

Tenderers may participate in one or more lots, but shall submit a separate offer for each lot, as the 

lots will be evaluated separately. The general exclusion and selection criteria common for all the 

lots are specified in these tender specifications while specific selection criteria applicable only for 

a specific lot are set out in the corresponding description of the lots. The tenderer will be assessed 

based on both the criteria below and selection criteria depending on the lot(s) the tenderer is par-

ticipating in.   

The evaluation is based solely on the information provided in the submitted tender. It involves the 

following:  

1. Verification of non-exclusion of tenderers on the basis of the exclusion criteria; 

2. Selection of tenderers on the basis of selection criteria; 
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3. Verification of compliance with the minimum requirements; 

4. Evaluation of tenders on the basis of the award criteria. 

The GSA reserves the right to perform the evaluation in a different order. 

The Contract will be concluded following the result of the evaluation of admissible tenders.  

In order to demonstrate compliance with exclusion criteria, selection criteria and minimum re-
quirements, the tenderers must sign the declaration of honour duly completed, signed and dated 
(Annexes I.AB. to this document). In case of consortia or subcontracting, each member of the con-
sortium and/or each subcontractor must provide a declaration of honour and submit documentary 
evidence. 

4.1  Exclusion criteria 

The tenderer shall not be in any exclusion situation described in the declaration of honour included 
in Annexes I.AB.   

Supporting evidence requested as part of the declaration of honour can be submitted only by the 
successful tenderer upon notification of award by the GSA. The tenderers should however start 
preparing the evidence in original version as soon as possible given the time necessary to gather 
them. The GSA reserves the right to request the supporting evidence during the tendering proce-
dure.    

4.2  Selection criteria  

Tenderers must have the capacity below to perform the tasks.  

In accordance with point 18.6 of Annex I FR, the candidate may, where appropriate, rely on the 
capacities of other entities. In such case, the candidate must prove that it has at its disposal the 
resources necessary for the performance of the contract by producing a commitment by those en-
tities to that effect. The candidate must comply with all the conditions laid down in point 18.6 
of Annex I FR. 

The tenderer who intends to rely on the capacities of other entities of subcontractors, must indi-
cate the proportion that it intends to subcontract. 

The supporting evidences, which must be provided in the tender, are indicated in the column “to 
be evidenced by” in the tables below. 

 

4.2.1 Legal and regulatory capacity 

 

Ref. # Legal and regulatory capacity 
criteria 

To be evidenced by: Applicable to: 
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L1.  

(appli-
cable 
to all 
lots) 

 

General requirement 

The tenderer must be author-
ized to perform the Contract 
under national law.  

A duly filled in and signed Le-
gal Entity Form13 alongside 
a copy of the trade or pro-
fessional register excerpt 
of the entity and the sup-
porting documents required 
in the form, i.e. copy of the 
value added tax (VAT) regis-
tration document. 

When the Candidate has al-
ready provided the Legal En-
tity Form and the supporting 
documents on a previous oc-
casion during the last 12 
months, it may provide only 
a reference to this submis-
sion instead. 

Core Team and all 
non Core Team 
subcontractors  

L2. 

(appli-
cable 
to all 
lots) 

 

Place of establishment 

Tenderers must be estab-
lished in an EU Member State 
as per section 3.2.1.  

 

1. Submission of a proof 
provided for under crite-
rion L1;  

2. Additional supporting 
documents may be re-
quested from successful 
tenderer upon notifica-
tion of award by the GSA. 

Core Team and all 
non Core Team 
subcontractors.  

 

4.2.2 Economic and financial capacity 

The tenderer (all legal entities belonging to a consortium) shall demonstrate the financial and eco-

nomic capacity required for performance of the Contract as follows: 

                                                           

13 For download: https://ec.europa.eu/info/publications/legal-entities_en  

https://ec.europa.eu/info/publications/legal-entities_en
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Ref # Economic and financial ca-

pacity criteria  

To be evidenced by: Applicable to: 

F1 

(appli-
cable 
to all 
lots) 

 

The tenderer must be in a 

stable financial position and 

have the economic and fi-

nancial 

capacity to perform the 

framework contract  

 

 

Duly filled in, signed and 
dated financial Statements 
Form relating to the Selection 
Stage in Annex I.E.  

Submitting a full copy of the 

tenderer’s annual accounts 

(balance sheet, profit and loss 

account, notes on the ac-

counts and auditors’ remarks 

when applicable.  

If, for some exceptional rea-

son which the GSA considers 

justified, the tenderer is una-

ble to provide the requested 

documents, the tenderer may 

prove its capacity by other 

documents which the GSA 

considers appropriate. In any 

case, GSA must, as a mini-

mum, be notified of any ex-

ceptional reason and its justi-

fication in the tender. The 

GSA reserves the right to re-

quest any other document en-

abling it to verify the ten-

derer’s economic and finan-

cial capacity. 

Tenderer (all 

members of con-

sortium and pro-

posed sub-con-

tractors cumula-

tively, if 

the tenderer re-

lies on their 

capacity for fulfil-

ment of 

economic and fi-

nancial 

capacity criteria). 
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F2. 

(appli-
cable 
to all 
lots) 

 

 

The tenderer must have 

a minimum yearly turnover 

(in EUR) of:  

10% of the value of the con-

tract for the concerned lot 

indicated in section 3.2.2 in 

the last three years preced-

ing the year of launch of the 

present tender procedure.  

If the tenderer intends to 

submit a proposal for more 

than one lot, the minimum 

yearly turnover threshold 

must be equal to the higher 

of the thresholds for the rel-

evant lots. 

Duly filled in Financial State-

ments relating to the Selec-

tion Stage in Annex I.E. 

 

Submission of a copy of the 

tenderer’s annual accounts 

(profit and loss account, notes 

on the accounts and auditors’ 

remarks when applicable).  

If, for some exceptional rea-

son which the GSA considers 

justified, the tenderer is una-

ble to provide the requested 

documents, the tenderer may 

prove its capacity by other 

documents which the GSA 

considers appropriate. In any 

case, GSA must, as a mini-

mum, be notified of any ex-

ceptional reason and its justi-

fication in the tender. The 

GSA reserves the right to re-

quest any other document en-

abling it to verify the ten-

derer’s economic and finan-

cial capacity. 

 

Tenderer (all 

members of con-

sortium and pro-

posed sub-con-

tractors cumula-

tively, if 

the tenderer re-

lies on their 

capacity for fulfil-

ment of 

technical and 

professional 

capacity criteria). 

 

4.2.3 Technical and professional capacity 

The tenderer (all legal entities belonging to a consortium) shall demonstrate the technical and pro-

fessional capacity required for performance of the Contract as follows: 

Ref # Technical and professional 

capacity criteria  

To be evidenced by: Applicable to: 
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T1. 

(appli-
cable 
to all 
lots) 

 

Relevant experience of at 

least 3 years acquired in the 

in the field of Communica-

tions, specific to each lot 

Information on previous pro-

jects and project portfolio rel-

evant to the scope of each lot. 

Additional supporting docu-

ments may be requested 

from successful Candidate 

upon notification of award by 

the GSA. 

Tenderer (all 

members of con-

sortium and pro-

posed sub-con-

tractors cumula-

tively, if 

the tenderer re-

lies on their 

capacity for fulfil-

ment of 

technical and 

professional 

capacity criteria). 

 
 

4.3 Minimum requirements 

Tenderers must submit the information below with the tender. Failure to comply with minimum 
requirements at the submission time of the tender will lead to exclusion of the tenderer from the 
tender procedure. 

4.3.1 List of requirements 

The tenderer shall demonstrate compliance with the minimum requirements required for perfor-

mance of the Contract as follows: 

No Minimum requirements  To be evidenced by Applicable to 

M1. 

(appli-
cable 
to all 
lots) 

 

Compliance with applicable 
environmental, social and la-
bour law obligations estab-
lished by European Union 
law, national legislation, col-
lective agreements or the 
applicable international so-
cial and environmental con-
ventions listed in Annex X 
of Directive 2014/24/EU. 

Corresponding statements 
of compliance in the declara-
tion of honour – Annexes I.AB. 

Tenderer (all 
members 
of consortium 
and proposed 
subcontractors 
cumulatively) 

 

4.4 Award stage  

For the tender to be evaluated in award stage, the tenderer must have passed the exclusion and 
selection stages and fulfil the minimum requirements.  
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The assessment of the tenders in the award stage is carried out against the qualitative and the 
financial award criteria set out below. 

Each qualitative award criterion will be scored out of one hundred as per reference table below 
and then weighted. 

 

Scale Score % 

Not satisfactory / acceptable 0-49 

Satisfactory 50-59 

Good 60-70 

Very Good 71-85 

Excellent 86-95 

Perfect 96-100 

 

 

4.4.1 Qualitative award criteria 

The evaluation of technical quality will be based on the ability of the tenderer to meet the objec-

tives of the Contract, as described in these tender specifications and the respective terms of refer-

ence per lot. To this end, the information in the technical proposal must be consistent with this 

document and the respective technical terms of reference per lot. The technical proposal shall con-

tain all necessary information to allow evaluation of the tender according to the technical criteria 

specified in the respective technical terms of reference per lot, including in particular the evi-

dences indicated for each criterion. The quality of technical offers reaching this stage will be eval-

uated against the qualitative award criteria presented in the respective technical terms of refer-

ence per lot. 

The qualitative award criteria will be scored out of one hundred and five (100). Tenders scoring 

less than 60 points (of a maximum of 100 points) against the technical award criteria or less than 

the minimum points indicated for any of the criteria will be rejected without evaluation of the 

financial offer. 

 

The technical quality of the tender will be assessed on the basis of the tenderer's technical proposal 

as follows: 

4.4.2  Lot1: Graphic and creative services 
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Ref 

no 

Award criterion Maxi-

mum 

points 

Minimum 

points 

Q1. Overall pertinence and completness of the offer for the sim-
ulation exercise 

Evaluated with equal weight on the basis of: 

• Suitability and strength of the proposal to meet the needs 
identified in the technical specifications in terms of con-
tent, innovation, methodology, and completeness; 

• Pertinence of proposed team approach to project man-
agement, and appropriatness of the composition and or-
ganisation of the team proposed to ensure maximum effi-
ciency in terms of the costs, speed, quality and continuity 
of the service. 
 

35 16 

Q2. Adequacy, quality and completness of the simulation exer-
cises 

Evaluated with equal weight on the basis of: 

• Pertinence of the proposed solution and efficiency of the 
applied methodology; 

• Rationale  for the  proposal to maximise the outreach of 
the product in view of GSA’s objectives and target results; 

• Quality, accuracy  and completeness of produced digital 
product;  

• Creativity and originality of the proposal. 

55 37 

Q3. Quality of the proposed mechanisms for the simulation ex-
ercise in relation to (evaluated with equal weight):  

• Quality  control of the work performed by the contractor 
(including subcontractors); 

• Adequacy of the measures and processes put in place by 
the tenderer to ensure full  compliance with personal 
data management with respect to the requirements in-
cluded in the secion 2.4.1 and with Regulation (EU) 
2018/1725 throughout the lifetime of the FWC (see sec-
tion 5.12 below). 

•  

10 7 

  Maxi-
mum  
required 
quality 
score 

Minimum 
possible 
score 

60 
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100 

 

 

 

4.4.3 Lot2: Audiovisual and multimedia production and services 

 

Ref 

no 

Award criterion Maxi-

mum 

points 

Mini-

mum 

points 

Q1. Overall pertinence and completness of the offer for the sim-
ulation exercise 

Evaluated with equal weight on the basis of: 

• Suitability and strength of the proposal to meet the needs 
identified in the technical specifications in terms of content, 
innovation, methodology, and completeness; 

• Quality of proposed team approach to project manage-
ment, and appropriatness of the composition and organi-
sation of the team proposed to ensure maximum efficiency 
in terms of the costs, speed, quality and continuity of the 
service. 

 

35 16 

Q2. Adequacy, quality and completness of the simulation exer-
cise 

Evaluated with equal weight on the basis of: 

• Pertinence of the proposed solution and efficiency of the 
applied methodology; 

• Rationale  for the  proposal to maximise the outreach of 
the product in view of GSA’s objectives and target results; 

• Quality, accuracy  and completeness of produced digital 
product;  

• Creativity and originality of the proposal. 

55 37 

Q3. Quality of the proposed mechanisms for the simulation exer-
cise in relation to (evaluated with equal weight):  

• Quality  control of the work performed by the contractor 
(including subcontractors); 

• Adequacy of the measures and processes put in place by 
the tenderer to ensure full  compliance with personal data 
management with respect to the requirements included in 

10 7 
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the secion 2.4.1 and with Regulation (EU) 2018/1725 
throughout the lifetime of the FWC (see section 5.12be-
low). 

  Maxi-
mum  re-
quired 
quality 
score 

100 

Mini-
mum 
possible 
score 

60 

 

4.4.4 Lot3: Web design, development, management, online marketing,  social media management, and 
editorial services 

 

Ref 

no 

Award criterion Maxi-

mum 

points 

Mini-

mum 

points 

Q1. Overall pertinence and completness of the offer for the 
simulation exercise  

Evaluated with equal weight on the basis of: 

• Suitability and strength of the proposal to meet the 
needs identified in the technical specifications in terms 
of content, innovation, methodology, and complete-
ness; 

• Quality of proposed team approach to project manage-
ment, and appropriatness of the composition and or-
ganisation of the team proposed to ensure maximum 
efficiency in terms of the costs, speed, quality and conti-
nuity of the service. 

 

32 14 

Q2. Adequacy, quality and completness of the simulation ex-
ercises. 

Evaluated with equal weight on the basis of: 

•Pertinence of the proposed solution and efficiency of the 
applied methodology; 

•Rationale  for the  proposal to maximise the outreach of 
the product in view of GSA’s objectives and target results; 

•Quality, accuracy  and completeness of produced digital 
product; 

•Creativity and originality of the proposal. 

50 33 
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Q3. Quality of the proposed mechanisms for the simulation 
exercise in relation to (evaluated with equal weight):  

• Quality  control of the work performed by the contrac-
tor (including subcontractors); 

• Adequacy of the measures and processes put in place 
by the tenderer to ensure full  compliance with per-
sonal data management with respect to the require-
ments included in the secion 2.4.1 and with Regulation 
(EU) 2018/1725 throughout the lifetime of the FWC 
(see section 5.12 below). 

10 7 

Q4 Adequacy and responsiveness of the proposed Service 
Level Agreement (SLA) to analyse and resolve any poten-
tial indicent in a clear, relevant, realistic and well-struc-
tured way to achieve the objectives and provide the ser-
vice as requested 

8 6 

  Maximum  
required 
quality 
score 

100 

Minimum 
possible 
score 

60 

 

 

4.4.5 Financial award criteria 

Following the evaluation of the qualitative award criteria, the proposal for each lot will be evaluated 

with regard to the offered total price for the lot based on the requested simulations which shall be 

provided by filling in and signing the respective Annex I.F of the Financial Offer.  

The unit prices quoted in Annex I.F that constitute the price of tender are binding for the tenderer 

as maximum prices and they will be valid for the max duration of the framework contraxt.  

The financial score will be calculated as follows: the tender offering the least expensive Total Price 

of the Tender X will receive 100 points. The other tenders will receive points according to the ratio 

between the least expensive Total Evaluation Price and their one, and then multiplied by 100, as 

shown in the formula below: 

Financial Evaluation Score of Tender X = (
cheapest total price received 

total price of tender X
) × 100 

The Contract will be awarded to the tenderer having passed the selection stage and offering the best 

value for money, i.e. the highest score in the final evaluation. 
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The final score of each tender is established by weighting technical quality against price on a 60/40 

basis and will be calculated using the following formula: 

SCORE FOR TENDER= 60% of Qualitative Evaluation score + 40% of Financial Evaluation score 

 

Per each lot, a ranking list of all tenderers will be established based on the ‘score for tender’ formula 

above. Per each lot, the contract will be awarded to maximum 2 tenderers which will be ranked the 

highest (the best price-quality ratio). 

 

5 Conditions of submission of tenders 

5.1 Disclaimers 

Please note disclaimers referred to in the invitation to tender. 

5.2 Visits to premises or briefing 

Visits to GSA’s premises or briefings during the tendering process are not foreseen. 

5.3 Variants 

Variants are not permitted under this procurement procedure. 

5.4 Preparation costs of tenders 

Costs incurred in preparing and submitting tenders are borne by the tenderers and will not be re-
imbursed. 

5.5 Presentation of the tender 

5.5.1 Language 

Tenders shall be drafted in one of the official languages of the European Union, preferably ENG-
LISH. 

5.5.2 Outer envelopes 

Each Tender must be presented in one (1) outer envelope or parcel, which should be sealed with 
adhesive tape, signed across the seal. Tender for each lot must be submitted in a separate enve-
lope or parcel. 

Each outer envelope shall carry the following information:  
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• the reference number of the Invitation to Tender GSA/OP/24/20/LOTX, the project 
title “Communication Services for the European Union Agency for the Space Programme 
(GSA)” 

• the lot number for which the envelope is submitted & title of the lot 

• the name of the tenderer 

• the indication “Tender - Not to be opened by the internal mail service” 

• the address for submission of tenders (as indicated in section 5.7) 

• the date of posting (if applicable) should be legible on the outer envelope. 

5.5.3 Inner envelopes 

Each outer envelope shall contain three (3) inner envelopes, namely, Envelope 1, 2 and 3 stating 
the content of each:  

• Envelope 1: “ADMINISTRATIVE DOCUMENTS and DOCUMENTS RELATING TO EXCLUSION and 
FINANCIAL AND ECONOMIC SELECTION CRITERIA“, with the name and stamp of the tenderer 
and the reference number of the Invitation to Tender “Communication Services for GSA“, [lot 
number]; 

• Envelope 2:  “TECHNICAL OFFER“, with the name and stamp of the tenderer and the reference 
number of the Invitation to Tender “Communication Services for GSA“, [lot number]; 

• Envelope 3:  “FINANCIAL OFFER“, with the name and stamp of the tenderer and the reference 
number of the Invitation to Tender “Communication Services for GSA“, [lot number]. 

 

Each inner envelope shall contain one (1) ORIGINAL and one (1) COPY in electronic format. The 
original tender shall be marked “ORIGINAL”. 
 
It is required that tenders be presented in the correct format and include all documents necessary 
to enable the evaluation committee to assess them. Failure to respect these requirements will 
constitute a formal error and may result in the rejection of the tender. 
 
The GSA retains ownership of all tenders received under this procedure. Consequently tenderers 
shall have no right to have their tenders returned to them. 

5.6 Content of the tender to be submitted 

The tender must be: 

• signed by the tenderer or his duly authorised representative; 

• perfectly legible so that there can be no doubt as to words and figures; 

• drawn up using all model reply forms supplied in the annexes to the Tender Specifications; 

• clear and concise, with continuous page numbering, and assembled in a coherent fashion (e.g. 
bound or stapled or organised in files).  

The GSA reserves the right to request additional evidence in relation to the tender submitted for 
evaluation or verification purposes.  



 

   Page 55/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

5.6.1 Administrative file (ENVELOPE 1)  

Each tender shall include an administrative file, containing: 

Ref.
# 

ENVELOPE 1 – ADMINISTRATIVE DOCUMENTS and DOCUMENTS RELATING TO EXCLU-
SION and LEGAL AND FINANCIAL/ECONOMIC SELECTION CRITERIA (one (1) ORIGINAL, 
one (1) ELECTRONIC COPY per envelope) 

(1) A cover letter, dated and signed by duly authorized representative of the tender, in-
cluding: 

• A declaration of full acceptance of the requirements in this Invitation to Tender;  

• The tenderer's undertaking to provide the services; 

• A list of all the documentation included/enclosed in the tender; 

• A list of the legal entities involved, specifying each entity's role and qualifications; 

• Tenderer’s contact details. 

• Analysis regarding the professional conflicting interests, as per section 3.2.5.1 
above. 
 

If the tender is submitted by a consortium or grouping: 

• specify each member's role and qualifications, 

• include a letter signed by each member undertaking to participate as detailed. 

In case of subcontracting: 

• indicate the elements and proportion (%) of the tender for which subcontracting is 
planned. 

(2) The duly filled in, signed and dated identification sheet of the tenderer using the tem-
plate in Annexes I.A. (one per tenderer including all the legal entities involved in the 
consortium and subcontractors and containing, where appropriate, as many sections 
as legal entities involved). 

(3) The duly filled in, signed and dated Declaration(s) of Honour relating to exclusion cri-
teria and selection criteria using the template provided by the GSA - one per economic 
operator (i.e. tenderer, all consortium members, all subcontractor(s), if any), using the 
template in Annex I.B 

(4) The duly filled in, signed and dated legal entity form (one per economic operator in-
volved (tender, consortium member or subcontractor) using the template available at:  

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal-en-
tities_en.cfm and any supporting documents required in this template. 

Please take into consideration the instructions from this link before filling in the docu-
ments: http://ec.europa.eu/budget/library/contracts_grants/info_contracts/instruc-
tions_fich_le_en.pdf.   

(5) In case of consortia, the power of attorney using the template in Annex I.C  

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal-entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal-entities_en.cfm
http://ec.europa.eu/budget/library/contracts_grants/info_contracts/instructions_fich_le_en.pdf
http://ec.europa.eu/budget/library/contracts_grants/info_contracts/instructions_fich_le_en.pdf
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(6) The duly filled in, signed and dated Financial Identification Form using the template 
available at: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/finan-
cial_id_en.cfm  

In case of consortia, only one financial identification form for the whole consortium 
should be submitted, nominating the bank account into which payments are to be 
made under the SCs (i.e. the account of the consortium leader) in the event that the 
respective tender is awarded to it.  

Please pay attention to the supporting documents that should be submitted together 
with dully filled in financial identification form. 

(7) The duly filled in, signed and dated Financial Statement relating to the selection stage 
using the template in Annex I.E, complemented by the full financial statements for the 
last three financial years and a statement of turnover relating to the relevant services 
for this tender for the last three financial years as requested in section 4.2.2 of these 
tender specifications. 

(8) For the proposed subcontractors, duly filled in, signed and dated subcontractor Letter 
of Intent using the template in Annex I.D. 

(9) An electronic copy of each document submitted in the administrative envelope on CD-
ROM or USB stick with the full set of documents in machine readable format (MS Of-
fice 2003 or later, or Adobe Reader Version 8.0 or later), strictly identical in full to the 
original tender 

 

5.6.2 Technical proposal (ENVELOPE 2) 

Each tender shall include an administrative file, containing: 

 ENVELOPE 2 – TECHNICAL OFFER (one (1) ORIGINAL, one (1) ELECTRONIC COPY) 

(1) Technical Proposal, in accordance with the requirements of the present Tender Spec-

ifications 

divided into following sections with headings: 

• Executive Summary (2 pages maximum) 

• All evidence relating to the selection criteria in section 4.2 above.  

•  Response to the simulation exercise defined for each lot, as per sections 3.1.5 and 

3.1.6 

• (for LOT 3 only) Response to the Service Level Agreement requirements, including a 

complete approach proposed by the tenderer. The approach should be in line with 

the award criterion Q4 for LOT 3. 

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
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(2) An electronic copy of each document submitted in the technical envelope on CD-ROM 

or USB stick with the full set of documents in machine readable format (MS Office 

2003 or later, or Adobe Reader Version 8.0 or later), strictly identical in full to the orig-

inal tender 

5.6.3 Financial proposal (ENVELOPE 3) 

5.6.3.1 Content 

Each tender shall include a financial offer, containing: 

 ENVELOPE 3 – FINANCIAL OFFER (one (1) ORIGINAL and one (1) ELECTRONIC COPY per 

envelope). 

(1) Duly signed and dated financial proposal consisting of : 

• Financial Proposal Summary (max 5 pages)  

• the Financial Offer by using the relevant  template of Annex I.F for LOT 1 / Annex I.F for 

LOT2 or Annex I.F for LOT3 (Template Financial Tables of Answers) 

(2) An electronic copy of each document submitted in the financial envelope on CD-ROM 

or USB stick with the full set of documents in machine readable format (MS Office 2003 

or later, or Adobe Reader Version 8.0 or later), strictly identical in full to the original ten-

der 

 

The financial  offer must respect the following conditions:  
 

The Financial Proposal Summary shall be max 5 pages and shall provide information on: 

-  the financial assumptions taken and as well an overview of the approach taken for indexation, over-

heads, profit, exchange rates, etc. if applicable;  

- proposed milestone payment plan for the scenarios of the offered LOT; the amount of each interim 

payment shall not exceed the amount of actual costs incurred for achievement of the respective 

milestone 

- a statement of compliance to the financial requirements of this Tender Specification, and to Annex 

I.F for the offered LOT. 
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For each LOT offered, a Financial Offer based on the requested scenarios shall be submitted, by 
using the relevant template table as follows: 

• the Financial Offer for LOT 1 by using the form provided in Annex I.F – LOT 1  (Template Financial 

Tables of Answers for LOT 1)  

• the Financial Offer for LOT 2 by using the form provided in   Annex I.F – LOT 2  (Template Financial 

Tables of Answers for LOT 2) 

• the Financial Offer for LOT 3 using the related form provided in  Annex I.F – LOT 3  (Template 

Financial Tables of Answers for LOT 3) 

The Tenderer shall not change the price structure provided in the Annex I.F per each LOT above.   

The Tenderers shall offer Unit Prices for labour categories in line with section 3.1 of this Tender 
Specifications. Unit prices offered shall be based on the requirements specified therein and shall 
be consistent accross the offered scenarios. Unit prices are per 1 man/day (equivalent to 8 working 
hours per day) deployable at own premises and at GSA premises as indicated in Annex I.F for each 
LOT;   Unit Prices shall remain valid for the full duration of the FWC and applied pro-rata based on 
actual hours of deployment when necessary. 

Per each scenario, the offered price shall be computed based on the Unit Prices established at FWC 
level by indicating the amount of units required for the tasks requeted and any additional reim-
bursable cost item duly justified.    

The Financial Offer shall be submitted in both Pdf (duly signed) and Excel formats. In case of incon-
sistencies the signed pdf version will prevail.  

 

For the financial offer the requirements under 5.6.3.2 apply. 

 

5.6.3.2 Unit prices and total price 

Unit prices quoted in Annex I.F must be firm and fixed and are not subject to revision. The unit 
prices in the financial offer will constitute the price list for the duration of the Contract14, and shall 
include all costs and expenses which are necessary for performance of the tasks. 

These costs and expenses are indicatively: effort for all the tasks (including drawing up quotations 
and reports) necessary for their performance, including all costs (e.g. daily subsistence allowance, 
management of the project, overheads, administrative support and any support resource, coordi-
nation, quality control or currency conversion fees). 

The provisions for travel and subsistence expenses as laid down in the FWC apply. 

                                                           

14 Price grid quantities estimates are provided by the GSA in Annexes. Such estimates will only be used by the GSA to simulate the cost com-
petitiveness of tenderers against the most realistic scenario of implementation of the FWC. In this respect, quantity estimates are in no way 
binding. Upon signature of the contract, only the unit prices provided by the tenderers in the duly completed tables of Annexes shall be binding. 
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5.6.3.3 VAT exemption 

As the GSA is exempt from all taxes and dues, including value added tax (VAT), pursuant to Articles 
3 and 4 of the Protocol on the privileges and immunities of the European Union, these must not be 
included in the price.  

5.6.3.4 Currency and exchange rates 

The price tendered must be all-inclusive and expressed in Euro without VAT.  

5.7 Submission  

Tenders may be submitted by post mail, express mail, commercial courier or hand-delivered and 
are to be submitted not later than the relevant date and time specified in section 1.7 above to the 
following address: 
 
European GNSS Agency 
Procurement and Legal Department 
Tender ref: Communication Services for the European Union Agency for the Space Programme 
(GSA), Lot [number] & [title]  
Janovskeho 438/2 
170 00 Prague 7 
Holesovice, Czech Republic 
   
Tenders sent by post mail, express mail and commercial courier shall be addressed to this address 
not later than 17:00 (local time) of date indicated in section 1.7. In this case, a receipt must be 
obtained as proof of submission. 
 
In case the tender is hand-delivered, a receipt must be obtained as proof of delivery, signed and 
dated by the desk officer of the GSA reception. The reception is open from 08.00 to 17.00 Monday 
to Thursday, and from 8.00 to 16.00 on Fridays. It is closed on Saturdays, Sundays, European Com-
mission holidays and some Czech national holidays. The hand-delivery of tenders outside the indi-
cated business hours cannot be guaranteed and it will be usually not possible due to absence of the 
desk officer of the GSA reception. 
 
Upon submission of tenders by post mail, express mail, commercial courier or hand-delivery, 
tenderers shall send an email of notification of submission to tenders@gsa.europa.eu. The sub-
ject of the email shall be: “Communication Services for GSA: submission of tender by [insert 
name of legal entity / consortium]“ and it shall contain as attachment the relevant proof of sub-
mission.  
 
Tenderer may submit the tender on paper or only on electronic media. 

 

If it is submitted electronically, it shall contain 3 (three) CD-ROM, DVD or USB sticks with the full set 

of documents. The documents on these media must be identical and they shall be in machine read-

able format (MS Office 2003 or later, or Adobe Reader Version 8.0 or later). These medias must be 

inserted in the outer envelope as described in the tender specifications. They shall contain the fol-

lowing folders with the corresponding documents: 

mailto:tenders@gsa.europa.eu


 

   Page 60/66 

 

 

 

GSA/OP/24/20 
Annex I - Tender Specifications 

 

• Folder 1: ADMINISTRATIVE DOCUMENTS 

• Folder 2: TECHNICAL OFFER 

• Folder 3: FINANCIAL OFFER 

 

The electronic versions of the tender are considered as originals. 

The tenderers must ensure that the electronic medias and files are readable. In particular, they must 

take all the necessary measures to protect them during the transport to avoid any damage to them. 

 

The tenderers are advised to  

• use, and include into the outer envelope, different types of media (e.g. DVD and different 

types of USB sticks) in order to eliminate the risk of non-readable media and files.  

• create hashes of submitted files (in the form of algorithm MD5, SHA-256 or higher) and insert 

them, preferably as a paper printout, into the outer envelope, together with the media. 

• ensure that the data on these media cannot be altered. 

 

If the submitted media and files are not readable, the tender will have the possibility to resubmit the 

media with the original files under the condition that the hashes of the files are strictly identical with 

the hashes which were inserted into the original outer envelope. 

 

If the submitted media and files are not readable and the tenderer does not resubmit files which are 

strictly identical with the above-mentioned hashes promptly upon notification by the Contracting 

Authority that the files submitted cannot be read, the tender will be rejected. 

 

The documents which must be signed according to the tender specification, they should be signed 

electronically with a qualified electronic signature (QES) of the tenderer/applicant. This electronic 

signature must be provided by a provider which has a qualified status granted by a national compe-

tent authority of an EU Member State and which is listed in the national eIDAS Trusted Lists and the 

EU List of eIDAS Trusted Lists (LOTL) (available at https://webgate.ec.europa.eu/tl-browser/#/) 

 

5.8 Public opening of the tenders 

The tenders will be opened on the date and time specified in section 1.7 above, in the offices of the 
GSA/GSA, Janovskeho 438/2, Prague 7, Czech Republic.  
 
This opening session will be public. One representative of each tenderer may attend the opening 
of the tenders. At the end of the opening session, the Chairman of the opening committee will 
disclose the name of the tenderers and the decision concerning the admissibility of each offer re-
ceived. The prices indicated in each tender received will not be communicated.  
 
Tenderers who wish to attend are invited to send a request (at least 5 (five) calendar days before 
the date of the opening) to the following e-mail address: tenders@gsa.europa.eu, specifying the 

https://webgate.ec.europa.eu/tl-browser/#/
mailto:tenders@gsa.europa.eu
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name of the attending person and the tenderer (s)he represents. The subject of the email shall be: 
“Communication Services for the European Union Agency for the Space Programme (GSA): request 
from  [insert name of legal entity / consortium] to participate to the opening session“ 
 
In order to be able to enter the GSA premises for the opening of the tenders, the attending person 
shall present an ID card or passport at the reception of the GSA. Maximum one representative of 
a tenderer may attend the opening. 
 
Given the exceptional situation surrounding the COVID-19 outbreak the opening session may be or-

ganised via videoconference. Tenderers who wish to attend it are invited to send a request (at least 

5 (five) calendar days before the date of the opening) to TENDERS@GSA.EUROPA.EU, specifying the 

name(s) of the attending person(s) and the tenderer (s)he represents. The subject of the email shall 

be: “GSA/OP/24/20: request from [insert name of legal entity / consortium] to participate to the 

opening session”. In reply to this e-mail, the tenderer will receive a contract details for participation 

in the videoconference.  

 

The opening session may be recorded. In such a case the participants will be informed about the 

recording at the beginning of the session. 

 

Maximum one representative of each tenderer may attend the videoconference. At the beginning 
of the session, the representatives of the tenderers will be asked to point the camera at their ID 
card or passport and expressly declare their identity. 

5.9 Period of validity of the tenders 

Period of validity of the tenders, during which tenderers may not modify the terms of their tenders 
in any respect shall be 9 (nine) months from the closing date for the submission of the tenders. 

5.10 Further information 

Contacts between the GSA and tenderers are prohibited throughout the procedure save in excep-
tional circumstances and under the following conditions only: 
 
Before the final date for submission of tenders: 

• At the request of the tenderer, the GSA may provide additional information solely for the pur-
pose of clarifying the nature of the contract. 

• Any requests for additional information must be made in writing only to tenders@gsa.eu-
ropa.eu. The subject line of the e-mail has to quote the reference of the procurement proce-
dure: Communication Services for the European Union Agency for the Space Programme (GSA). 

• Requests for additional information received after deadline specified in section 1.7 above can-
not be processed.   

• The GSA may, on its own initiative, inform interested parties of any error, inaccuracy, omission 
or any other clerical error in the text of the Invitation to Tender. 

After the opening of tenders: 

• If, after the tenders have been opened, some clarification is required in connection with a ten-
der, or if obvious clerical errors in the submitted tender must be corrected, the GSA may contact 

mailto:TENDERS@GSA.EUROPA.EU
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the tenderer, although such contact may not lead to any substantial alteration of the terms 
of the submitted tender. 

5.11  Information for tenderers 

The GSA will inform tenderers of decisions reached concerning the award of the contract in due 
course, including the grounds for any decision not to award a contract or to recommence the pro-
cedure. 

If a written request is received, the GSA will inform all rejected tenderers of the reasons for their 
rejection and all tenderers submitting an admissible tender of the characteristics and relative ad-
vantages of the selected tender and the name of the successful tenderer. 

However, certain information may be withheld where its release would impede law enforcement 
or otherwise be contrary to the public interest, or would prejudice the legitimate commercial in-
terests of economic operators, public or private, or might prejudice fair competition between 
them. 

5.12 Data protection  

The activities to be undertaken by the awarded contractor under each of the 3 lots will necessary 
entail the processing of personal data (within the meaning of Articles 3(1) and 3(3) of Regulation 
(EU) 2018/1725), for which the GSA is the data controller (within the meaning of Article 3(8) of 
Regulation (EU) 2018/1725).  

Any processing of personal data undertaken by the contractor in its capacity of data processor 
(within the meaning of Article 3(12) of Regulation (EU) 2018/1725) will have to comply fully with 
Regulation (EU) 2018/1725.  

The tenderers’ attention is also drawn to Article II.5 of the General Conditions  of the draft FWC.   

In view of the above, tenderers for any of the 3 lots are requested to include in their technical 
proposals a dedidated section on personal data management, explaining and substantiating how, 
as contractors (in case of award), they intend to ensure full compliance with Regulation (EU) 
2018/1725 when implementing any of the activities requested under the lot for which they are 
bidding throughout the lifetime of the FWC. Such section should include: 

a. analytical approach on personal data criticalities relevant to the activities under the lot for which 
they are bidding, notably considering the processing of personal data undertaken when using social 
media, the fact that facial images in pictures/videos are personal data, mechanisms for potential 
transfers of personal data outside the EU/EEA and the management of different retention periods 
set by the GSA as data controller; 

b. plan to ensure thorough awareness and implementation skills amongst its staff; 

c. plan for ex ante detection and notification to the GSA of any new personal data processing opera-
tions; 

d. explanation of intended approach of implementing Article II.5 of the General Conditions of the 
draft FWC. 

e. in depth analysis of implications of Articles 27 (data protection by design and by default), 29 (data 
processor), 33 (security of processing), and 34 (notification of a personal data breach to the Euro-
pean Data Protection Supervisor) of Regulation (EU) 2018/1725. 
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Any personal data that may be included in the tenders received during the present procedure will 

be processed in accordance with (1) the applicable rules on the protection of natural persons with 

regard to the processing of personal data by the EU institutions, bodies, offices and agencies (cur-

rently Regulation (EU) 2018/1725) and (2) the modalities of the following privacy statement: 

 

Identity of the controller and Data Protection Officer: 

• Controller: European GNSS Agency (GSA), Head of Communications Dept., tenders@gsa.eu-

ropa.eu.  

• Data Protection Officer: GSA Data Protection Officer, Janovskeho 438/2 170 00 Prague 7, Czech 

Republic, dpo@gsa.europa.eu.  

 

Purpose of the processing: 

• the management and administration of the tender procedure 

• additionally and only with regard to the personal data of the awarded tenderer(s), the prepara-

tion of the contract 

 

Data concerned: 

• Contact information of tenderers, e.g. name and last name of authorised representatives, email 

address, postal address, telephone numbers, company/agency/body and department, country 

of establishment, position 

• Financial information of tenderers, e.g. bank account number, IBAN and BIC codes, address 

of respective bank branch 

• Information that may be included in CVs of experts proposed by tenderers: name and last name 

of proposed experts, educational background, professional experience including details on cur-

rent and past employment, technical skills and languages etc.   

• Data related to criminal convictions and offences of: (1) members of the administrative, man-

agement or supervisory body of tenderers, (2) natural persons who have powers of represen-

tation, decision or control of the tenderer, (3) owners of the tenderers as defined in Article 3(6) 

of Directive (EU) 2015/849, (4) natural persons assuming unlimited liability for the debts of the 

tenderers, (5) natural persons who are essential for the award or the implementation of the 

contract; such data are collected through the submission of the declaration of honour  

It is specifically noted that:  

• the abovementioned processing operations will not entail the processing of any special catego-

ries of personal data. If, however, a tenderer submits such data at its own volition and without 

any specific request, it is implied that the data subject has given its consent to the processing 

of such data.  

• the provision of personal data by the tenderers is a requirement necessary to enter into the 

FWC 

 

Legal bases: Article 5(1)(a), 5(1)(c), 10(2)(a) and 11 of Regulation (EU) 2018/1725 

mailto:tenders@gsa.europa.eu
mailto:tenders@gsa.europa.eu
mailto:dpo@gsa.europa.eu
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Lawfulness of the processing:  

• Article 5(1)(a): the processing is necessary for the performance of a task carried out in the public 

interest, specifically the management and functioning of the GSA through the launching of ten-

der procedures.  

• Article 5(1)(c): the processing is necessary for the performance of a contract to which the data 

subject is party or in order to take steps at the request of the data subject prior to entering into 

a contract; the GSA processes the personal data of the tenderers at their request (through the 

submission of their tenders) in order to take the necessary steps prior to enter into the contract 

with the awarded tenderer(s). 

• Article 11: the processing of personal data relating to criminal convictions and offences shall be 

carried out only when authorised by Union law; such processing, in the form of an extract from 

the judicial record or declaration of honour, is explicitly foreseen in the Financial Regulation15 

(Articles 136-140) 

• Article 10(2)(a): as explained above, in case any tenderer submits special categories of data 

at its own volition and without any specific request, it is implied that the data subject has given 

its consent to their processing 

 

Recipients of the data processed: 

• a limited number of staff of the GSA managing this tender procedure 

• data processors:  

o a limited number of staff of GSA contractors assisting GSA staff in the management of this 

tender procedure 

o a limited number of staff of GSA contractors in charge of the provision of hosting services 

for the GSA’s servers 

• bodies charged with a monitoring or inspection task in application of Union law (e.g. internal 

audits, Financial Irregularities Panel, European Anti-fraud Office – OLAF) 

• members of the public: the winning entities will be announced to the public, which may also 

entail the announcement of the personal data of the representatives of such entities (e.g. 

name, last name) 

 

Information on the retention period and storage locations of personal data: 

• any information pertaining to this tender procedure shall be kept for up to 7 years following the 

end of the year when the contract(s) has been awarded as a result of the tender procedure; 

files may also have to be retained until the end of a possible audit if one started before the end 

of the above period; 

• all collected data may be stored:  

                                                           

15 Regulation (EU, Euratom) 2018/1046 
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o electronically on GSA servers with access control measures (i.e. one or two factor authentica-

tion) hosted by GSA contractors which are located in the EU and abiding by the necessary 

security provisions 

o physically in secure storage cupboards in the GSA HQ in Prague 

o electronically and physically on the servers/cupboards of the processors identified above (all 

of which are established in an EU Member State)  

The data subjects’ rights: 

• Data subjects have the right of access, rectification and erasure of their personal data or re-

striction of processing at any time, provided that there are grounds for the exercise of this right, 

as per the applicable rules 

• Data subjects have the right to object, on grounds relating to his or her particular situation, 

at any time to the processing of personal data concerning him or her. Requests shall be ad-

dressed to the GSA Legal Department at tenders@gsa.europa.eu by describing the request ex-

plicitly. It is noted that pursuant to such a request, the Controller shall no longer process the 

personal data unless the Controller demonstrates compelling legitimate grounds for the pro-

cessing which override the interests, rights and freedoms of the data subject or for the estab-

lishment, exercise or defence of legal claims 

• Data subjects may obtain their personal data, submitted to the GSA, in a structured, commonly 

used and machine-readable format and transmit them to another controller, provided that 

there are grounds for the exercise of this right, as per the applicable rules 

• Data subjects are entitled to lodge a complaint at any time with the European Data Protection 

Supervisor (http://www.edps.europa.eu; EDPS@edps.europa.eu) if they consider that their 

rights under the applicable rules on the protection of individuals with regard to the processing 

of personal data by the Union institutions, bodies, offices and agencies and on the free move-

ment of such data have been infringed as a result of the processing of their personal data by 

the GSA 

• Only in cases where the data subjects’ consent is used as the legal basis for the processing 

of personal data (i.e. in case they have submitted special categories of data at their own volition 

and without any specific request), they can withdraw their consent at any time, without affect-

ing the lawfulness of the processing before the withdrawal 

Any request for the exercise of any of the abovementioned rights shall be addressed to the GSA 
Legal Department at tenders@gsa.europa.eu; data subjects are kindly requested to describe their 
requests explicitly.  

5.13 Tenderer’s consent to the use of information supplied in the tender 

By submitting a reply to the invitation to tender a tenderer provides its unconditional and irrevo-
cable consent to the Agency to use any information contained in the tender in legal proceedings 
related to procurement regardless of the parties involved to the extent as necessary or appropriate 
for due protection of Agency’s rights. Should the Agency use the content of the tender for this 
purpose, the tenderer waives any claim for any compensation of any kind whatsoever or any claim 
related to confidentiality and/or data protection. 

mailto:tenders@gsa.europa.eu
mailto:tenders@gsa.europa.eu
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6 Acronyms and Definitions 

Acronym  

FWC Framework Service Contract 

LEF Legal Entity Form 

7 List of tender specifications annexes    

These tender specifications have the following annexes: 

Annex Title 

Annexes I.A- I.B-I.C-I.D 

(Administrative An-

nexes) 

Template Identification Sheet of the Tenderer - Template Declara-

tion of Honour - Power of Attorney - Sub-contractor Letter of Intent 

Annex I.E Financial Statements relating to the Selection Stage  

Annex I.F – LOT 1 Template Financial Tables of Answers for LOT 1 

Annex I.F – LOT 2 Template Financial Tables of Answers for LOT 2 

Annex I.F – LOT 3 Template Financial Tables of Answers for LOT 3 

 


