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PART A. ADMINISTRATIVE PROVISIONS 

 

1. PRELIMINARY INFORMATION CONCERNING THE CALL FOR TENDERS 

This call for tenders follows the publication of: 

 the contract notice in OJ S 2013/S 172-296926.  

This call for tenders has been issued by the European Court of Auditors (hereafter referred to 
as “the Court”), who will sign the contract and monitor its implementation.  

1.1. Subject of the call for tenders 

This call for tenders is aiming to award a service contract related to provision of high-quality 
methodological support and related consultancy services during the various stages of 
implementing an environmental management system based on the EMAS European standard 
for the European Court of Auditors with the objective of obtaining EMAS certification within 
a fixed term. 

1.2. Starting date of the contract and duration of the tasks 

The contract shall enter into force on the date on which it is signed by the last contracting 
party. It is expected to be signed in the fourth quarter of 2013. 

The contract will be signed for the period needed for the execution of the tasks.  

1.3. Estimated value of the contract 

The estimated value of the contract is EUR 80 000 for the whole duration of the contract. 

 

2. PARTICIPATION IN THIS CALL FOR TENDERS 

The competition is open to companies that have the necessary skills and expertise for the 
provision of the requested services. These can be legal entities coming within the scope of the 
Treaties but no legal entity coming from a third country shall be accepted.  

  

3. ASSESSMENT 

The assessment of tenderers and tenders takes place in three (3) main stages, whose aims are: 

 to check, in the first stage (exclusion criteria), whether tenderers can take part in the 
tendering procedure and, where applicable, be awarded the contract (see section 7); 

 to check, in the second stage (selection criteria), the legal, economic and financial 
capacity and the technical and professional capacity of each tenderer who has passed 
the first stage (see section 8); 

 to assess, on the basis of the award criteria, each tender which has passed the first and 
second stages (see sections 9, 10 and 11). 

The assessment procedure may end with the award of the contract. 

 

4. FORM AND CONTENT OF THE TENDER  

Tenders must be clear and concise and assembled in a coherent fashion (e.g. bound or stapled, 
etc.). The tenderers are required to follow the structure of the model offer attached to the 
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invitation to tender under Annex 3 containing all standard reply forms and listing all the 
documents that must be supplied in order to tender. If the tender is divided into different files, 
it is advised to make a table of contents for each file.  

Information on the general requirements and on how to submit the tender is provided in the 
invitation to tender.  

 

5. STRUCTURE OF THE TENDER 

All tenders must be presented in five (5) chapters (see Annex 3 to the invitation to tender - 
model of offer): 

Chapter One: administrative information 

Chapter Two: exclusion criteria 

Chapter Three: selection criteria 

Chapter Four: award criteria - technical offer 

Chapter Five: award criteria - financial offer 

Chapters One to Four, on the one hand, and Chapter Five, on the other hand, must be 
submitted in two (2) separate sealed envelopes, which together are placed in double sealed 
envelopes as described in the invitation to tender. Each inner envelope must clearly indicate 
its contents (“Chapters One to Four” or “Chapter Five”).  

Please observe that all documentation has to be provided on paper in triplicate (original and 
two copies), in recto-verso where possible. 

 

6. CHAPTER ONE: ADMINISTRATIVE INFORMATION  

In Chapter One, the tenderer must provide the following documents: 

 covering letter signed by an authorised representative of the tenderer, including name, 
address, fax number and e-mail address of the contact person responsible for 
submission of the tender; 

 a financial identification form filled in and signed by an authorised representative of 
the tenderer. The form must be accompanied by a copy of the bank account 
identification issued by the bank or a copy of a bank statement. The form is provided in 
Annex 3 to the invitation to tender - Form 1; 

 the completed form for identification of the tenderer as provided in Annex 3 to the 
invitation to tender - Form 2; 

 in case of joint offer (see section 13.1) 

A declaration based on the model agreement on the “Power of Attorney” (Annex 3 - 
Form 3), signed by the authorised representatives of all the partners of the joint offer 
including the: 

 recognition of joint and several liability by all the partners of the joint offer for the 
performance of the contract; 

 power of attorney for one of the partners of the joint offer (co-ordinator) to 
represent the other parties to sign and administrate the contract.  

 in case of subcontracting (see section 13.3) 
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The questionnaire for subcontracting (Annex 3 - Form 4) must be provided signed by 
an authorised representative of the tenderer and of the subcontractor. 

 

7. CHAPTER TWO: EXCLUSION CRITERIA 

7.1. Exclusion from participating in procurement procedures 

In accordance with Article 106 of the European Parliament and of the Council Regulation 
No 966/2012 of 25 October 2012 on the financial rules applicable to the general budget of 
the Union – hereinafter referred to as “the Financial Regulation” (OJ L 298/1 of 26 October 
2012) and repealing Council Regulation (EC, Euratom No 1605/2002), tenderers shall be 
excluded from the selection and award procedures if they: 

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

b)  have been or persons having powers of representation, decision making or control over 
them have been convicted of an offence concerning their professional conduct by a 
judgment of a competent authority of a Member State which has the force of res judicata; 
or 

c)  have been guilty of grave professional misconduct proven by any means which the 
contracting authorities can justify including by decisions of the EIB and international 
organisations; or 

d)  are not in compliance with their obligations relating to the payment of social security 
contributions or the payment of taxes in accordance with the legal provisions of the 
country in which they are established or with those of the country of the contracting 
authority or those of the country where the contract is to be performed; or 

e)  have been or persons having powers of representation, decision making or control over 
them have been the subject of a judgment which has the force of res judicata for fraud, 
corruption, involvement in a criminal organisation, money laundering or any other illegal 
activity, where such illegal activity is detrimental to the Union's financial interests; or 

f)  are subject to an administrative penalty referred to in Article 109(1) of the Financial 
Regulation. 

 
Points (a) to (d) shall not apply in the case of the purchase of supplies on particularly 
advantageous terms from a supplier which is definitively winding up its business activities or 
from the receivers or liquidators of a bankruptcy, through an arrangement with creditors, or 
through a similar procedure under national law.  
Points (b) and (e) shall not apply where the candidates or tenderers can demonstrate that 
adequate measures have been adopted against the persons having powers of representation, 
decision making or control over them, who are subject to a judgement as referred to in points 
(b) or (e).  
 

7.2. Exclusion from awarding of the contract 

No contract will be awarded to tenderers who, at the time when contracts are being awarded 
under this procedure: 
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a) have a conflict of interest. The Court must ensure that the tenderers do not, at the time 
of submitting a tender, have any conflict of interest in connection with this call for 
tenders, a conflict of interest possibly arising in particular as a result of economic 
interests, political or national affinities, family or emotional ties, or any other relevant 
connection or shared interest. The Court reserves the right to assess whether a conflict 
of interest exists. 

Tenderers are asked to declare: 

- that they will inform the contracting authority, without delay, of any situation 
considered a conflict of interest or which could give rise to a conflict of interest; 

- that they have not made and will not make any offer of any type whatsoever from 
which an advantage can be derived under the contract; 

- that they have not granted and will not grant, have not sought and will not seek, 
have not attempted and will not attempt to obtain, and have not accepted and will 
not accept, any advantage, financial or in kind, to or from any party whatsoever, 
constituting an illegal practice or involving corruption, either directly or 
indirectly, as an incentive or reward relating to the award of the contract; 

b) if the information provided to the Court within the context of this call for tenders is not 
accurate, sincere and complete; 

c) if the tenderers are in any of the situations described in paragraph 7.1. a) to f) above. 

 

7.3. Evidence related to the exclusion criteria 

As evidence related to the exclusion criteria: 

a) Tenderers shall provide the declaration of honour (Annex 3 - Form 5), signed by an 
authorised representative of the tenderer and dated, stating that they are not in one of 
the situations described above.  However, the Court reserves the right to verify the 
information. 

b) The tenderer to whom the contract is to be awarded shall provide, within ten (10) days 
preceding the signature of the contract, the evidence referred to in the following 
paragraph, confirming the declaration of honour. 

c) The contracting authority will accept, as satisfactory evidence that the tenderer to 
whom the contract is to be awarded is not in one of the situations described in 
paragraph 7.1., a), b) or e), an extract from the judicial record or, failing that, an 
equivalent document issued by a judicial or administrative authority in the country of 
origin or provenance, showing that those requirements are satisfied. 

d) The contracting authority will accept, as satisfactory evidence that the tenderer is not 
in one of the situations described in paragraph 7.1. d), a certificate issued by the 
competent authority of the Member State concerned.  

e) Where no such document or certificate is issued by the country concerned and for 
other cases of exclusion referred to in cases laid down in paragraph 7.1. above, it may 
be replaced by a sworn or, failing that, a solemn statement made by the interested 
party before a judicial or administrative authority, a notary or a qualified professional 
body in his or her country of origin or provenance. 
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These documents or certificates must be valid on the closing date for receipt of tenders, and in 
any case, they must have been delivered less than twelve (12) months before this closing date. 

Depending on the national legislation of the country in which the tenderer is established, the 
documents referred to in a) and c) above must relate to legal persons and natural persons 
including, where considered necessary by the contracting authority, company directors or any 
person with powers of representation, decision-making or control in relation to the tenderer. 

The Court reserves the right to request additional evidence in relation to the tender submitted 
for clarification or verification purposes within a time-limit stipulated in its request.  

For the purpose of the correct application of paragraphs 7.1, and 7.2. above, the tenderer, 
whenever requested by the Court at any stage of the evaluation procedure, must, where the 
tenderer is a legal entity, provide information on the ownership or on the management, control 
and power of representation of the legal entity. 

 
8. CHAPTER THREE: SELECTION CRITERIA  

Selection of the tenderer suitable for award of the contract will be based on an assessment of 
the tenderer’s: 

 legal capacity, 

 economic and financial capacity and  

 technical and professional capacity  

to carry out the tasks set out in the tender specifications throughout the duration of the 
contract. 

A tenderer may, where appropriate, rely on the capacities of other entities, regardless of the 
legal nature of the links which it has with them. In that case, he must prove to the Court that 
he will have the resources needed to perform the contract, for instance by providing an 
assurance of the undertaking by those entities to make them available to him. In that case the 
Court is entitled to refuse the application or the tender submitted if it has doubts about the 
undertaking by the third party or about that party’s financial capacity.  

The Court reserves the right to request additional evidence in relation to the tender submitted 
for clarification or verification purposes within a time-limit stipulated in its request.  

Tenders may be submitted individually or in association with third parties (see point 13). 

8.1. Legal capacity 

Legal capacity will be assessed on the basis of the following documents:  

1) Document of incorporation and the company’s statutes (with last updates);  

2) Proof of entry on the professional or trade register under the conditions laid down 
by legislation in the country in which the tenderers reside. 

 

8.2. Economic and financial capacity  

Tenderers must have sufficient economic and financial capacity to enable them to perform the 
contract in compliance with the contractual provisions, taking into account its value and scale. 
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If, in the light of the information supplied by the tenderer, the Court has doubts about his 
financial capacity, or if it is clearly insufficient for performance of the contract, the tender 
may be rejected without the tenderer being able to claim any financial compensation. 

In respect of the contract which is the subject of this invitation to tender, the Court 
furthermore requires tenderers to have a minimum financial and economic capacity, which 
will be assessed on the basis of the following information: 

- the average annual turnover in the field of studies and consultancy on environmental 
management (for example: setting up of environmental management system based on 
the EMAS or ISO 14001 or equivalent) in the past 3 financial years must be at least 
100 000 EUR; 

- overall operating profit over the last three financial years. 

In order to prove that the tenderer has sufficient economic and financial capacity to perform 
the Contract, the following documentation must be presented:  

a) A statement of overall turnover and a specific turnover concerning the services 
covered by this call for tender, realised over the past 3 financial years; 

b) Audited financial statements (balance sheets and profit and loss accounts) for at least 
the last three financial years for which accounts have been closed, or equivalent 
documentation (e.g. where company law in the country in which the tenderer is 
established does not require publication of balance sheet). 

 
If, for some exceptional reason that the Court considers justified, the tenderer is unable to 
provide the references requested by the Court, he may prove his economic and financial 
capacity by any other means that the Court considers appropriate.  
 

8.3. Technical and professional capacity 

Tenderers must have sufficient technical and professional capacities to enable them to 
perform the contract in compliance with the contractual provisions, taking into account its 
value and scale. If, in the light of the information supplied by the tenderer, the Court has 
doubts about a tenderer's technical and professional capacity, or if it is clearly insufficient for 
performance of the contract, the tender may be rejected without the tenderer being able to 
claim any financial compensation. 

In respect of the contract which is the subject of this invitation to tender the Court requires 
tenderers to have the following technical and professional capacity: 

- the tenderer should have at least three 3 (three) years' proven experience in the 
environmental management sector (in particular involving support for an organisation 
when setting up an environmental management system based on the EMAS or ISO 14001 
or equivalent); 

- the tenderer should have executed at least 3 (three) similar contracts/projects; 

- the tenderer should carry Quality Management Certification issued by institutions 
or official services recognised as competent in quality control and/or verification of 
compliance with standards applicable, certifying in particular that the tenderer 
possesses quality assurance certification for the type of services covered by this 
Invitation to Tender (ISO 9001 or equivalent); 
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- the educational and professional qualifications of the proposed staff should meet 
the minimum requirements as outlined below. The tenderers must demonstrate that 
they are able to put forward persons experienced in environmental management, 
having the following qualities: 

 project manager 

 must have a minimum of 3 years’ experience in the management of similar 
projects over the last 5 years; 

 must have at least 3 years of proven professional experience in a management 
function for sizeable team either as direct/line manager or as a member of a 
core management team;  

 must have carried out at least 3 assignments involving setting up an EMAS-
type environmental management system (EMS) over the last 5 years. At least 1 
assignment shall have been carried out either in the private sector at a structure 
with at least 100 people, or at an international organisation or government 
body; 

 must be fluent in EN; 

 main expert: 

 must have carried out at least 3 assignments involving setting up an EMAS-
type environmental management system (EMS) over the last 5 years, at least 1 
assignment shall have been carried out either in the private sector at a structure 
with at least 100 people, or at an international organisation or government 
body; 

 must be fluent in EN;  
The main expert may combine his tasks with those of project manager. 

 the expert in the environmental legislation 

 must have at least 3 years' professional experience as an environmental 
legislation expert within EU, and know-how of Luxembourgish environmental 
law; 

 must have carried out at least 1 assignment involving setting up an EMAS-type 
environmental management system (EMS); 

 must be fluent in EN and FR. 
 

The technical and professional capacity of economic operators will be substantiated by the 
following documents: 

- Brief presentation of the company (history, economic activity related to the category 
of services covered by this invitation to tender); 

- A list of 3 relevant contracts/projects carried out in the last 3 years in the 
environmental management sector (in particular involving support for an organisation 
when setting up an environmental management system based on the EMAS or ISO 
14001 or equivalent) proving the 3 years of experience in the environmental 
management sector. The following information shall be included: description of 
contract/project including list of services covered by the contract/project, sums, dates 
and performance place, recipients, public or private. Where the services are provided 
to contracting authorities, evidence of performance shall be in the form of certificates 
issued or countersigned by the competent authority; 
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- Proof of Quality Management Certification issued by institutions or official 
services recognised as competent in quality control and/or verification of compliance 
with standards applicable, certifying in particular that the tenderer possesses quality 
assurance certification for the type of services covered by this Invitation to Tender 
(ISO 9001 or equivalent); 
 

- CV of the staff proposed for the profile of the project manager, of main expert and 
expert in the environmental legislation meeting the educational and professional 
requirements required above. 

 

9. CHAPTER FOUR: AWARD CRITERIA – TECHNICAL OFFER 

The award criteria have the purpose to choose between the tenders which have been submitted 
by tenderers not subject to exclusion and which meet the selection criteria.  

The contract will be awarded to the tenderer who submits the most economically 
advantageous tender as determined in point 11 which takes into consideration both the 
Technical Offer and the Financial Offer that the tenderers must include in their replies to 
this call for tenders. 

9.1. Documents to provide relating to the Technical Offer   

This part has to contain the documents showing the merits of the tender, to make it possible to 
evaluate the technical award criteria.  

a) Proposal for project planning 

Tenderers shall propose a detailed and realistic project planning for each stage, including 
detailed concept which explains how the tenderer intends to achieve the purpose of the 
contract. The proposed planning shall be user-friendly, clear, legible and easy to understand, 
with a clear sequence of the various activities over time. It shall: 

- include the project milestones and time deadlines, 

- take account of the envisaged term for achieving EMAS registration, 

- indicate possible hurdles likely to delay work and details of any other key information 
for consideration which has not been mentioned. 

The project planning shall be consistent with the Timetable for Implementing EMAS (see 
below). The time allocated for each stage in the project planning shall be binding for the 
tenderer should he be awarded the contract and shall be considered for the computation of 
penalties in case of late execution.  

b) Composition of team and organisation of the work 

Tenderers shall describe in detail the team’s composition (number and profiles of the 
consultants assigned to the project, their roles and responsibilities), the proposed form of team 
organisation and how the tasks will be assigned within the team for the whole duration of the 
project. 
 
Tenderers shall identify the global allocation of time and resources to the each stage of the 
project and provide the rationale behind the choice of this allocation. In particular, the 
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tenderers shall provide the workload per consultant proposed broken down by project stage. 
To this end the tenderers shall use the table provided in Annex 3 – Form 6.  If the tenderer is 
awarded the contract, the team in the composition as proposed by the tenderer in its technical 
offer must be available when the provision of services starts. 
 

c) Tenderer’s approach to the environmental review 

Tenderers shall describe how a comprehensive environmental review should be carried out in 
an organisation such as the European Court of Auditors. In particular, the tenderers shall 
describe:  

- an objective methodology for using the environmental review to separate and 
distinguish the significant direct and indirect environmental aspects as well as the 
significant and non-significant aspects. Tenderers shall give examples of the tools 
(tables or other tools) and/or methods to be used during this stage. The proposed 
methodology must comply with EMAS requirements.  

- how the legislation applicable to the Court’s activities will be identified. 

d) Project training plan 

Tenderers shall describe the plan and content of the trainings they are planning to organise to 
allow the members of the EMAS team to develop the skills needed to set up and 
independently manage the Court’s EMS. This training plan shall take account of the training 
requirements as set out in point 6 of technical specifications. 

The plan shall at least provide the following information:  

- List of foreseen trainings clearly stating the objective of each training, its content, 
competences to be strengthened by the course and detailing the skills targeted in the 
light of project necessities; 

- Description of teaching methods to be used. 

 
9.2. Evaluation of the Technical Offer   

The technical award criteria are intended to assess the quality of the tenders based on the 
proposal of the tenderer. The criteria concerning the ability or capacity of the tenderers such 
as previous experience, professional qualifications and references, which are taken into 
account for the evaluation of the selection criteria, will not be taken into account for the 
evaluation of the award criteria. The technical evaluation will be based on the following 
criteria. 

No Technical award criteria Weighting  

(maximum 
points) 

Threshold 

(minimum points)

1. Accuracy and completeness of project 
planning 

25 12,5 

2. Adequacy of the composition of team 25 12,5 
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and organisation of the work 

3. Exhaustiveness, relevancy of the 
tenderer’s approach to the 
environmental review and its 
compliance with the EMAS regulation 
and EMAS Guide 

40 20 

4. Exhaustiveness and relevancy of the 
project training plan 

10 5 

Total number of points 100 50 

 

The result of the technical evaluation is the sum of the number of points obtained as a result 
of the evaluation of each criterion. Only those bids which are awarded at least half the points 
for each criterion will be considered for the award of the contract.  

If a tenderer's proposal goes beyond the minimum requirements described in the technical 
specifications, such a proposal shall be binding during the execution of the contract, if the 
tenderer is awarded the contract. 

10. CHAPTER FIVE: AWARD CRITERIA – FINANCIAL OFFER 

10.1. Documents to provide relating to the Financial Offer 

For the Financial Offer, the tenderers are required to use Form 7 in Annex 3 to the invitation 
to tender. 

The Financial Offer must fulfil the following requirements: 

 prices must be expressed in euro; 

 prices should be expressed to a maximum of two (2) decimal places; 

 prices should be quoted free of all duties, taxes and other charges, i.e. also free of 
VAT, as the European Union is exempt from such charges in the Member States under 
Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European 
Union of 8 April 1965 (OJ C 83 of 30 March 2010). Exemption is granted to the Court 
of Auditors by the governments of the Member States, either through refunds upon 
presentation of documentary evidence or by direct exemption. 

For those countries where national legislation provides an exemption by means of a 
reimbursement, the amount of VAT is to be shown separately. In case of doubt about 
the applicable VAT system, it is the tenderer's responsibility to contact its national 
authorities to clarify the way in which the European Union is exempt from VAT. 

 

10.2. Evaluation of the Financial Offer   

During this phase the financial offer will be verified for fulfilment of the requirements.  
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11. FINAL EVALUATION 

Only those tenders that have passed the previous stages will be considered for this final 
evaluation. 

The contract will be awarded to the tenderer with the most economically advantageous 
tender. 

In order to identify the tender presenting the best value for money, quality will be given a 
weighting of 50% and price will be given a weighting of 50% in accordance with the 
following formula, using only data from tenders that have reached the final evaluation stage: 

 

Score for 
tender X  

 
= 

 
cheapest price 

 

* 

 

50 

 

+ 

Total quality score 
of tender X 

 

* 

 

50 
Price of tender X 100 

 

12. INFORMATION FOR TENDERERS 

The Court will inform tenderers of decisions reached concerning the award of the contract, 
including the grounds for any decision not to award a contract or to recommence the 
procedure. 

If a written request is received, the Court will inform all rejected tenderers of the reasons for 
their rejection and all tenderers submitting an admissible tender of the characteristics and 
relative advantages 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 interests of economic operators, public or private, or might prejudice fair 
competition between them. 

 

13. JOINT OFFERS AND SUBCONTRACTING 

This point only applies for tenders involving joint tenders or subcontracting. If this is not the 
case, please continue to the next chapter. 

Where a tender involves several legal entities, they may choose between: 

 making a joint offer, in which case all the economic operators must be considered as 
partners and, if theirs is the successful tender, as contractors (in this case, one of the 
partner's must be put forward as co-ordinator to manage the contract); and 

 making a tender in the name of only one tenderer, who is then the sole contractor if the 
tender is successful, the other legal entities being considered as subcontractors or 
freelancers. 

 

13.1. Joint offer 

Partners in a joint offer assume joint and several liabilities towards the Court for the 
performance of the contract as a whole. Statements saying, for instance: 
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 that one of the partners of the joint offer will be responsible for part of the contract and 
another one for the rest, or 

 that more than one contract should be signed if the joint tender is successful, 

are thus incompatible with the principle of joint and several liability.  

The Court will disregard any such statement contained in a joint tender, and reserves the right 
to reject such tenders without further evaluation on the grounds that they do not comply with 
the tendering Specifications.  

In the case of a joint offer, one of the partners of the joint offer (co-ordinator) should be given 
power of attorney to represent the other parties to sign and administrate the contract.  

If the joint tender is selected the, partners may be required to adopt a given legal form after 
they have been awarded the contract if this change is necessary for proper performance of the 
contract. 

It is not allowed for a tenderer who tenders alone or as part of a consortium, to tender again 
for the same lot, alone or as part of a consortium. 

 

13.2. Documents to submit – joint offer 

In the case of a joint offer, the following documents must be provided: 

Chapter one: administrative information 

1.  A declaration based on the model agreement on the “Power of Attorney” attached in 
Annex 3 - Form 3, signed by the legal representatives of all the partners of the joint offer 
including the: 

 recognition of joint and several liability by all the partners of the joint offer for the 
performance of the contract; 

 power of attorney for one of the partners of the joint offer (coordinator) to represent 
the other parties to sign and administrate the contract.  

2.  If the partners of the joint offer have already set up a consortium or similar entity to 
that end, they should state this in their tender, together with any other relevant information 
and connected documentation. 

3. The form for identification (Annex 3 – Form 2) of the tenderer must be provided by 
each partner of the joint offer. 

Only the co-ordinator must return the financial identification form. 

Chapter two: exclusion criteria 

4. Each partner of the joint offer must fill in and return the declaration of honour 
(Annex 3 – Form 5). Each partner of the consortium to whom the contract is to be awarded 
shall provide, within ten (10) days preceding the signature of the contract, the evidence 
referred to in point 7.3, confirming the declaration of honour. 

Chapter three: selection criteria  

5. Each of the partners of the joint offer must provide the documents regarding the legal 
capacity: 

 Document of incorporation and the company’s statutes (with last updates);  
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 Proof of entry on the professional or trade register under the conditions laid down 
by legislation in the country in which the tenderers reside; 

6. Each of the partners of the joint offer must provide the documents regarding the 
economic and financial capacity:  

 A statement of overall turnover and a specific turnover concerning the services 
covered by this call for tender, realised over the past 3 financial years; 

 Audited financial statements (balance sheets and profit and loss accounts) for at 
least the last three financial years for which accounts have been closed, or 
equivalent documentation (e.g. where company law in the country in which the 
tenderer is established does not require publication of balance sheet). 

The documents concerning the professional and technical capacity have to be completed once 
for all the partners of a joint offer, but it must be indicated to which partner the described 
capacities belong.  

Chapters Four and Five: award criteria  

The documents relating to the award criteria shall be provided once by the coordinator 
representing the consortium. 

 

13.3. Subcontracting 

If certain tasks provided for in the contract are entrusted to subcontractors, the contractor 
retains full liability towards the Court for performance of the contract as a whole. 
Accordingly: 

 the Court will treat all contractual matters (e.g. payment) exclusively with the 
contractor, whether or not the tasks are performed by a subcontractor; 

 under no circumstances can the contractor avoid liability towards the Court on the 
grounds that the subcontractor is at fault. 

During execution of the contract, the contractor will need the Court’s express authorisation to 
replace a subcontractor with another and/or to subcontract tasks for which subcontracting was 
not envisaged in the original tender. 

The authorising officer responsible reserves the right to accept or reject the proposed 
subcontractor. In order to do so he may demand the requisite proof to establish whether the 
subcontractor(s) complies/comply with the requisite criteria. The Court’s authorisation will 
always be granted in writing.  

The Court is entitled to reject any subcontractor who does not comply with the exclusion 
and/or selection criteria. 

If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this 
equates to giving consent for the subcontracting. 

13.4. Documents to submit – subcontracting 

If the tender envisages subcontracting, it must include the following.  

Chapter one: administrative information 



ECA - AO n° 73 – Methodological support for EMAS Annex 2 – Tender Specifications 

 
17/38 

1. The questionnaire for subcontracting provided in Annex 3 – Form 4, including a 
letter of intent signed by a legal representative of the tenderer and of subcontractor. Please 
provide as many questionnaires as there are subcontractors.  

Chapter two: exclusion criteria 

2. Subcontractors must provide the duly signed declaration of honour (Annex 3 – Form 
5). In case of doubt on this declaration of honour, the Court will request the evidence referred 
to in paragraph 7.3. 

Chapter three: selection criteria 

3. During the contract award procedure or performance of the contract the European 
Court of Auditors reserves the right to require tenderers to supply information about the 
legal, financial, economic, technical and professional capacity of the proposed 
subcontractor(s).  

4. However, in case the tenderer relies on the capacities of subcontractors/freelancers for 
fulfilling the selection criteria the documents related to the economic and financial and/or 
professional and technical capacity as defined in point 8.2 and/or 8.3 shall be provided. 

Chapters four and five: award criteria 

The documents relating to the award criteria shall be provided only by the tenderer. 
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PART B. TECHNICAL SPECIFICATIONS 

 

1. BACKGROUND  

The European Court of Auditors is the EU Institution established by the Treaty to carry out 
the audit of EU finances. As the EU's external auditor it contributes to improving EU financial 
management and acts as the independent guardian of the financial interests of the citizens of 
the Union. The Court promotes accountability and transparency and is committed to being an 
efficient organisation at the forefront of developments in public audit and administration. 

Therefore, having regard to Regulation (EC) No 1221/2009 of the European Parliament and 
of the Council of 25 November 2009 on the voluntary participation by organisations in a 
Community eco-management and audit scheme (EMAS) and since the European institutions 
should endeavour to adopt the principles laid down in this Regulation, the European Court of 
Auditors as a one of seven European Institutions decided to include EMAS in its operations 
expressing this wish in its Environmental Aims (see Annex I). 

The European Court of Auditors recognizes that it is highly significant when the European 
Institutions take such a decision, as in doing so they lead by example as regards the 
implementation of the EMAS. 

The scale of the environmental problems we face and increasing public interest in 
environmental matters, have greatly influenced management criteria in the Court. As a result, 
the Court now wants to show that not only are its values and its mission in keeping with the 
principles of sound environmental management but so, too, are the way it works and the 
decisions the Institution takes on a daily basis. 

With a view to continuously improving its environmental performance, the European Court of 
Auditors wishes to set up an environmental management system in line with the principles of 
the European EMAS standard, with the objective of obtaining EMAS certification within a 
fixed term.  

Setting up an environmental management system sits very well within this wider strategy and 
area of activity in that it provides real benefits in terms of increased energy and resource 
efficiency and reduced losses, waste and inefficiency. It will help provide the Institution with 
buildings that are functional, ecological, economical and comfortable. 

 

2. SUBJECT AND PURPOSE OF THE CONTRACT 

2.1. Purpose of the contract 

The purpose of the contract is to obtain high-quality methodological support and related 
consultancy services during the various stages of implementing an environmental 
management system based on the EMAS European standard for the European Court of 
Auditors with the objective of obtaining EMAS certification within a fixed term.  

 

2.2. Subject of the contract 

The methodological support and consultancy services shall involve inter alia: 

 conducting environmental review (development and implementation of a systematic 
approach to measuring and documenting the Court’s environmental inventory and regular 
updating this), 
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 preparation of an implementation concept for an EMS, based on ISO EN 14001 and 
EMAS European standard, 

 devising procedures for the environmental management system, 
 setting up and implementing regulatory monitoring, 
 organising and assisting with internal audits, 
 organising training for the staff involved in implementing the project on environmental 

management and environmental management systems, 
 advisory services to the Court's project management during implementation of the 

environmental management system, with regard to all matters related to the environmental 
program (e.g. staff awareness, procurement, benchmarking). 

 
This paragraph sets out non-exhaustive list of tasks to be carried out under the Contract. To 
see more detailed description of the tasks please refer to point 6.  
 
 

3. SCOPE OF THE PROJECT 

The Court wants to apply the EMAS-type environmental management system in its three 
buildings, taking into account the activities of the Court’s staff and other employees of the 
institution.  

3.1. Project target group 

The project's primary target group is the EMAS project management structure described in 
point 5 and the entire staff of over 900 persons from the 28 Member States of the European 
Union (European officials, temporary agents, contract staff and seconded national experts, 
etc.). 

3.2. Buildings 

The buildings which fall within the scope of the EMAS-type environmental management 
system are as follows:  

(a) K1 Building, 12, rue Alcide de Gasperi, L-1615 Luxembourg, opened in 1988. 

11 levels – total surface area of around 26 000 m², 324 occupants. 

 Basements 1, 2 and 3 (car parks, storage and technical facilities, archives, workshop, 
office supplies storeroom and washing area). 

 222 Parking spaces (-1, -2 and -3), with a total area around  9 800 m² 
 Ground floor with main entrance hall. 
 Six floors of offices, 3 meeting rooms, Member’s Cabinets, Members meeting room 

and external walkway on the 6th floor.  
 7th floor (restricted access – technical rooms). 
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(b) K2 Building: 5, rue Erasme, L-1468 Luxembourg, opened in 2003. 

9 levels – total surface area of around 21 500 m², 247 occupants. 

 Basements 1 and 2 (car parks, storage and technical facilities, archives, fitness center, 
computer training room) 

 196 car parks (-1 and -2) with a total area around 6 200 m² 
 Ground floor with entrance hall, cafeteria, terrace and Court’s conference room with 

20 interpreters’ booths and coffee corner 
 5 floors of offices with external walkway on the 6th floor, 6 meeting rooms, 

kitchenettes, videoconference room and conference room with 23 translation rooms. 
 6th floor (restricted access – technical rooms).   

 

(c) K3 Building: rue Tony Rollman, Luxembourg, opened in 2012. 

9 levels – total surface area: 34 000 m², 446 occupants. 

 Basements 1 and 2 (car parks, storage and technical facilities, workshop, loading and 
unloading bay, storage and printshop, area for waste bins, kitchen, archives) 

 162 car parks (-1 and -2) with a total area around  5 400 m² 
 Ground floor with entrance hall, canteen, cafeteria and  training center (6 rooms),  
 5 floors of offices, 8 meeting rooms, team areas and 1 computer room,  
 6th floor (function room with kitchen and technical rooms) 

 

All the buildings are connected at basement level, as well as via a walkway located on the 
ground floor. In addition, there is a connection between the K2 and K3 Buildings from the 
2nd to the 5th floors. The Court’s buildings are bounded on a total surface area of 1ha 86 a 87 
ca. 

The technical description of the premises and surface areas involved is given for information 
purposes only. All fixtures and fittings are considered as an integral part of the buildings. The 
architectural structure of the buildings may be altered during the contract period. 

The Contractor shall accept them in the condition in which it finds them when the contract 
comes into force. 

The plans for the K1, K2 and K3 building will be provided to tenderers on request (the 
requests must be made in writing to eca-cellule.marches@eca.europa.eu). 

 

4. TIMETABLE FOR IMPLEMENTING EMAS 

It is estimated that it will take about three years to set up an EMAS-type environmental 
management system in the Court and to obtain the EMAS registration. The Court has 
established the following overall timetable of works for all three Court’s buildings (K1, K2 
and K3): 
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 Stage: Milestones: Time: 

GO and PLAN Preliminary and 
Planning 

Update environmental 
policy   

10/2014 

Conduct environmental 
review  

Determine legal and other 
requirements 

Set up environmental 
objectives and targets, 
define environmental 
programmes 

DO Implementation and 
Operation 

 

 

Establish resources, roles, 
responsibility and authority 

07/2015 

Prepare training and 
awareness-raising plan 

Prepare internal and 
external communication 
plans; produce 
Environmental Statement 

Documentation and control 
of documents and records 

Identify operational control 
procedures 

Assess emergency 
preparedness 

CHECK Control Set up monitoring and 
measuring system 

 04/2016 

Evaluation of compliance  

Check of non-conformity 
and carry our corrective 
and preventive action,  

Conduct environmental 
internal audit 

REVIEW Evaluation and 
Resolution 

Carry out management 
review 

08/2016 

Verification* 
 

 External verification and 
validation procedures 

10/2016 

Registration* 
 

 EMAS registration and  
ISO14001 certification 

12/2016 
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* Verification and validation process will be carried out by an independent external verifier. 
The Contractor will be requested to provide assistance during this phase as well as during the 
registration phase. 

 

5. ORGANISATION OF THE PROJECT 

The key to the successful operation of environmental management system is the commitment 
and contribution of the entire Court’s staff, at all levels, managerial and non-managerial. With 
this in mind, the following EMAS project management structure has been adopted: 

EMAS Steering Committee (ESC) represents Court's top management and supervises the 
implementation of the environmental management system (EMS), oversees the project and 
decides on the action to be taken. 

EMAS Project Manager (EPM) is responsible for setting up the project and for managing 
the day-by-day tasks related to the Court's environmental management system. The EMAS 
Project Manager chairs the EMAS Project Team's meetings, organises the annual 
management review and prepares material for discussions with the ESC and represents the 
Court towards third parties. 

EMAS Project Team (EPT) supports EMAS Project Manager in managing the tasks related 
to the implementation of the environmental management system. Each member of EMAS 
Project Team deals with environmental issues within their work areas. They act as the Project 
Manager’s points of contact and help to set up the environmental management system.  

Under the environmental management system, the above mentioned structure will be tasked 
with developing, implementing, achieving, reviewing and maintaining the Court's 
environmental policy and managing environmental aspects. 

By taking this into consideration, the Contractor will support EMAS project management 
structure proactively through each stage of the implementation of the EMS, culminating in 
EMAS registration. The Contractor will carry out many of the activities required to produce 
the deliverables. 

Moreover, the Contractor will support the EMAS Project Manager and EMAS Project Team 
in coordinating and monitoring of all related activities and of all internal and external parties 
involved. Above all, it will propose viable solutions, give concrete advice and relevant 
examples, supply the most appropriate tools and organise the necessary training on the 
premises to guide the European Court of Auditors through the stages set out below. The aim 
of that guidance will be to enable the Court to develop its own EMAS-type environmental 
management system and become EMAS-registered as swiftly as possible. 

 

6. DESCRIPTION OF THE TASKS TO BE PROVIDED  

6.1. General information 

The tasks described in point 6.2 are “direct tasks” their execution shall start at the entry into 
force of the contract. 
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The tasks listed in point 6.3 are “additional tasks” – they will be ordered only if a need arises, 
by issuing of a Purchase Order (no direct obligation on the part of the Court as regards the 
purchase of the tasks; it is only their implementation through a Purchase Oder that is binding 
on the part of the Court). 

 
6.2. Direct tasks 

The following paragraphs set out a non-exhaustive description of the tasks to be carried out 
under the contract. This description has been arranged according to environmental 
management system requirements. References are to the provisions of the following acts: 

 Regulation (EC) No 1221/2009 of the European Parliament and of the Council of 25 
November 2009 on the voluntary participation by organisations in a Community eco-
management and audit scheme (EMAS), repealing Regulation (EC) No 761/2001 and 
Commission Decisions 2001/681/EC and 2006/193/EC (hereafter referred to as 
EMAS Regulation) 

 the Commission Decision of 4 March 2013 establishing the user’s guide setting out 
the steps needed to participate in EMAS, under Regulation (EC) No 1221/2009 of the 
European Parliament and of the Council on the voluntary participation by 
organisations in a Community eco-management and audit scheme (EMAS) (hereafter 
referred to as EMAS Guide). 

 

The deliverables of the various tasks will be shown as follows: 

− R → Reporting and/or drafting 

− A → Methodological assistance 

− F → Training or transfer of knowledge 

− O → Setting up a specific tool or dedicated support service  

 

 

PRELIMINARY AND PLANNING STAGE 

Environmental policy 

Reference: EMAS Regulation: Annex II - A.2 

Update the environmental policy document whenever necessary during the duration of the 
Contract, assess its conformity with the EMAS Regulation and advise on possible 
improvements. 

Expected outputs: A, R  

 

Environmental review 

Reference: EMAS Regulation: Annex I; Annex II - A.3.1; Annex II - B.1. 

  EMAS Guide: point 2.1 
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Carrying out Court’s environmental review with the close cooperation of the Court related to 
the Court’s activities, which has to include: 

- identification of direct and indirect environmental aspects,  
- criteria for assessing the significance of the environmental aspects,  
- identification of legal requirements that apply to the Court related to its environmental 

aspects,  
- examination of all existing environmental management practices and procedures,  
- evaluation of feedback after investigation of incidents in the past; 

Contractor shall ensure that the reviews are exhaustive, comprehensive and relevant. 

Analyse the results and draw up conclusions, environmental balance sheet and summary. 

Provide the most appropriate training for the EMAS Project Team, advice and tools, if 
necessary. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, F, R 

 

Legal and other requirements 

Reference: EMAS Regulation: Annex II - A.3.2, B.2. 

EMAS Guide: point 2.1 L 76/12 

 

Establish the perimeters of the environmental regulatory monitoring in all areas required by 
the EMAS Regulation: by identifying the competent enforcement authorities, by identifying 
applicable legal requirements (including permits and licences and taking into account 
different levels environmental legislation such as European, national, regional or local 
requirements). In order to facilitate this task, the Court will grant the Contractor access to the 
database called “Registre réglementaire environnemental” established in the framework of 
EMAS implementation for and by the European Parliament containing all legislation 
applicable to the European Parliament’s environmental aspects. The contractor will be 
allowed to use this database exclusively for the purpose of the present contract. It must be 
noted that the access to the EP database shall be used by the contractor only as a support and 
should in no way replace the contractor’s duty to identify all legislation applicable to the 
Court. The contractor will remain liable for the accuracy and completeness of the 
identification of the legal framework applicable to the Court related to its environmental 
aspects.  

Subsequently, the Court’s IT services will prepare an operational regulatory monitoring tool 
in the form of a user-friendly and easily accessible database.  Therefore, the Contractor will 
have to  

- provide the Court with the content for this database in electronic form (e.g. web links, 
pdf format); this database must contain all environmental regulations (European, 
national, regional and local) applicable to the Court's activities in Luxembourg.  
 

- provide updates of regulatory data regularly on a monthly basis. In order to do so, the 
Contractor will be granted access to a database established following an inter-
institutional restricted procedure (ref. INLO.AO-2012-026-LUX-UCI-02) containing 
all legislation applicable to European Institutions located in Belgium, France and the 
Grand Duchy of  Luxembourg in the field of environment. The Contractor will be 
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requested to consult this database regularly and identify environmental aspects and all 
legislative changes in the environmental area and their consequences for the Court's 
activities. The contractor will be allowed to use this database exclusively for the 
purpose of the present contract. 
 

- inform the EMAS Project management each month of the list of changes and of their 
possible consequences for the Court's activities throughout the duration of the 
Contract.  
 

Prepare the analysis of legal conformity, identify possible cases of non-conformity and rate 
them for severity; recommend on adaptations to be implemented; draw up a methodology for 
handling non-conformity, with corrective and preventive measures. 

Provision of training to the EMAS Project Manager and determined members of EMAS 
Project Team in compliance monitoring: define the scope of the environmental review, 
identify suitable organisational arrangements to guarantee compliance with the environmental 
legislation, how to select affectively process information, how to examine legal texts, and 
interpret the requirements in such a way as to ensure compliance, and how to use information 
sources. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, R, F 

 

Objectives, targets and environmental programmes  

Reference: EMAS Regulation: Annex II - A.3.3; Annex II - B.3., Annex IV - C 

EMAS Guide: point 2.2.3.1.  

EMAS Guide: point 2.3.2 

 

Assist the EMAS Project Team in identifying priorities in terms of objectives and targets; 
setting down priorities in "objective sheets".  

Define the corresponding performance indicators in accordance with EMAS Regulation, and 
provide the most appropriate training and tools.  

Assist the EMAS Project Team in drawing up the environmental programme setting out the 
responsibilities, actions, resources and timetable for achieving the objectives and targets, and 
provide the most appropriate training and tools. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs:  A, O, R, F 

 

IMPLEMENTATION STAGE AND OPERATION 

Resources, roles, responsibility and authority 

Reference: EMAS Regulation: Annex II - A.4.1. 

EMAS Guide: point 2.2.4.1.  
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Provide advice and recommendations on the Court’s internal structure and procedures, if 
necessary. The purpose of the assistance expected of the Contractor in this area is to 
improving effectiveness and availability of the resources required to implement and maintain 
a high-quality environmental management system. 

Assistance, advice and recommendations on employees’ participation in the process of 
continually improving environmental performance. Verification of the job descriptions and 
formulation of the opinion how they might be improved. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, R 

 

Competence, training and awareness 
Reference: EMAS Regulation: Annex II - A.4.2; Annex II - B.4. 

EMAS Guide: point 2.2.4.1.  

 

Assistance in establishing training needs and the training plan associated with the Court’s 
environmental aspects and its environmental management system. 

Define the experience and knowledge required among staff for good environmental 
management performance.  

Verify and recommend on existing awareness-rising campaigns on environmental issues, 
formulation of the opinion how they might be improved. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, R 

 

Communication 

References: EMAS Regulation: Annex II - A.4.3, B.4, B.5., Annex IV - B 

EMAS Guide: point 2.2.4.2.  

 

Internal communication: Assistance in drafting of the internal communication plan for 
environmental action and the environmental management system, continuous verification and 
adaptation whenever necessary, recommendations on the actions to be taken to ensure the 
active participation of staff. 

External communication: Assistance in drafting of the external communication plan; 
continuous verification and adaptation whenever necessary. Recommendations concerning the 
action needed to demonstrate an open dialogue with the public and other interested parties and 
to ensure transparency and the periodic provision of environmental information. 

Draw up the annual environmental statement in accordance with the EMAS Regulation. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, R 

 



ECA - AO n° 73 – Methodological support for EMAS Annex 2 – Tender Specifications 

 
27/38 

 

Documentation, control of documents and records  

References: EMAS Regulation: Annex II - A.4.4; Annex II - A.4.5; Annex II - A.5.4. 

EMAS Guide: point 2.2.4.3., point 2.2.5.4.  

 

Assistance in setting up, implementing and maintaining the EMS's documentary structure, 
including drafting of the environmental manual.  

Recommend a method for validating the procedures and circulating the corresponding 
documents.  

Verify the exhaustiveness of environmental management system documentation.  

Help to draft a list of records and to set up a system to maintain and manage records which 
should cover issues such as identification, storage, protection, retrieval, retention and disposal 
of records. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, R 

 

Operational control 

Reference: EMAS Regulation: Annex II - A.4.6. 

  EMAS Guide: point 2.2.4.4.  

 

Advise the most appropriate operational control management tools and operating criteria in 
accordance with EMAS Regulation and EMAS Guide. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, R 

 

Emergency preparedness and response 

Reference: EMAS Regulation: Annex II - A.4.7. 

  EMAS Guide: point 2.2.4.5. 

 

Help to identify potential emergency situations and potential accidents that can occur and 
have negative impact on the environment. 

Evaluate the existing situation and advice on more efficient management and on reducing the 
negative environmental impact of emergency situations. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, R 
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CONTROL STAGE 

 

Monitoring and measurement 

Reference: EMAS Regulation: Annex II - A.5.1. 

  EMAS Guide: point 2.2.5.1. 

 EMAS Guide: point 2.3.2 

 

Propose the methodological approach to be followed in monitoring and measuring, on a 
regular basis, the main characteristics of operations with a possibly significant environmental 
impact. 

Establish an environmental rating system and assist in setting up monitoring programme. 
Propose the most appropriate management tools. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, R 

 

Evaluation of compliance 

Reference: EMAS Regulation: Annex II - A.5.2. 

  EMAS Guide: point 2.2.5.2. 

 

Assistance in the preparation of a procedure for periodically evaluating compliance with the 
applicable legal requirements and the requirements under an EMAS-type EMS. 

Compliance audit in preparation for the external audit. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, R 

 

Non-conformity, corrective action and preventive action 

Reference: EMAS Regulation: Annex II - A.5.3.  

  EMAS Guide: point 2.2.5.3. 

 

Assistance in the preparation of the methodology and implementation of the most appropriate 
tools necessary to ensure management of the cases of non-conformity detected and 
monitoring of corrective and preventive action. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, O, R 
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Internal auditing 

Reference: EMAS Regulation: Annex II - A.5.5., Annex III 

  EMAS Guide: point 2.2.6. 

 

Assistance in defining and preparing the tools necessary to plan, prepare, perform and 
evaluate internal environmental audits conform to EMAS Regulation and EMAS Guide and 
drawing up documents on them: 

- methodological description of the internal environmental audit 
- description of the internal audit programme and periodic cycle 
- preparation of checklists and tools 
- preparation of standardised reporting results (conformity, non-conformity, etc.) 
- follow-up of conformity action 
- organisation of the necessary records in this stage 

The Contractor will coordinate and perform an audit in accordance with the EMAS 
Regulation and EMAS Guide in preparation for the independent external audit. This first 
internal audit will result in a report setting out the elements of conformity and non-conformity 
and the corrective action to be taken.  

The audit will cover the environmental policy put in place for the Court’s buildings and all 
crosscutting aspects of the environmental management system. 

The Contractor will be assisted in this task by the EMAS Project Team or persons trained to 
carry out internal environmental audits. The Contractor will take steps to improve the 
competencies of the persons who assist it in the performance of this task. The Contractor will 
provide training for these persons. 

Define and formulate the competencies required for internal auditors, procedural documents 
and records associated with this stage. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 

Expected outputs: A, F, O, R 

 

EVALUATION AND RESOLUTION STAGE 

 

Management review 

Reference: EMAS Regulation: Annex II - A.6.  

  EMAS Guide: point 2.2.7. 

 
Define and describe the objectives and organisation of the management review, and its 
periodic scheduling in the framework of an EMAS-type EMS. 

Assistance in the preparation of the first management review. The Contractor will present the 
main conclusions of the internal audit to the EMAS Steering Committee and the EMAS 
Project Manager. 

Prepare and draw up the necessary procedural documents and records associated with this 
stage and other support as and when required. 
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Expected outputs: A, R 
 
--------------------------- 

As mentioned in point 4, the verification and validation process will be carried out by an 
independent external verifier. The Contractor will be requested to provide assistance during 
this phase as well as during the registration phase. 

 

Verification and validation procedure 

Reference: EMAS Guide: point 2.4. 
 
Assistance to the Court during verification procedure carried out by an external environmental 
verifier; 

Propose corrective measures in situations where a verifier detects cases of non-compliance; 

Expected outputs: A, O, R 

  

Registration 

Reference: EMAS Guide: point 2.5. 
 
Support the Court in EMAS Registration procedures. 

Expected outputs: A, R 

 

 
6.3. Additional tasks 

Occasionally, additional similar tasks related to the scope of the project but neither defined in 
the tender specifications nor in EMAS Regulation/EMAS Guide may be required and will be 
the subject of specific Court’s request.  

By way of example, these additional tasks might relate to the following activities:  

 Additional consultancy 

The Contractor might be requested to provide the Court with additional hours of 
consultancy. The Court may use these consultancy hours to obtain replies to specific 
questions on environmental management or allocate them to other project priorities on 
request.  

 

 Additional trainings 
The Contractor might be requested to develop and provide the additional trainings not 
defined in training plan.  
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6.3.1. Estimated workload in man hours  

This estimation is in no way binding for the Court who makes no commitments in terms of 
volume of activity. The value of additional services may not exceed the value of 20% (twenty 
per cent) of the value of direct tasks.  
 
 

 Project 
manager 

Main expert Expert  on 
Environmental 
legislation 

Trainer 

Additional tasks 10 40 40 0 

Additional 
trainings 

0 0 0 10 

 

6.3.2. Initialization of additional tasks 

The additional tasks will be initiated on request of the Court. The request will normally come 
together with a detailed description of the expected tasks. 

The contractor will answer the request by introducing a fixed price proposal, which must be 
submitted within ten (10) working days after the request of the Court. The fix price proposal 
shall be based on the rates indicated in the section II – additional tasks of the Financial Offer. 
The Court shall have five (5) working days to accept or reject the proposal. The Contractor 
may be requested to provide additional information/introduce modifications to its proposal. In 
such a case, an updated proposal shall be provided within two (2) working days following the 
request reception by the Contractor. 

Following the acceptance of the Contractor's proposal a Purchase Order will be issued. Within 
five (5) working days of a Purchase Order being sent by the Court to the Contractor, the Court 
shall receive it back, duly signed and dated.  

The deadlines for the tasks execution are calculated from the date of signing of the Purchase 
Order by the Contractor. 

6.3.3. Time limits 

The time-limits for deliverables and the other time limits will be specified on each Purchase 
Order in line with the complexity of each project.  

 

6.3.4. Acceptance of additional tasks 

The Contractor shall send to the Court deliverables covered by the Purchase Order 
accompanied by an acceptance sheet.  
 
The Court shall have 60 (sixty) days from receipt to approve or reject the deliverables. The 
contractor may be requested to provide additional information to its deliverables. In such 
situations, the contractor shall have 10 (ten) days in which to submit additional information or 
corrections or a new report or documents if required by the Court.  
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7. PROJECT ORGANISATION 

7.1. General 

1. The services will be mainly carried out on the premises of the European Court of Auditors 
in Luxembourg. 
  

2. Only the human resources proposed by the contractor as a part of its offer will be allowed 
to perform the requested tasks. 

 
3. The human resources proposed to deliver the requested service must be available when 

the provision of services starts. 
 
4. The project manager will be responsible for:  

 proposing organisational or administrative responses and solutions to the Court 
and implementing them after obtaining the Court's consent;  

 overseeing the administrative side with the Court (including invoices and 
payments);  

 coordinating the work of the Contractor and putting in place the contractor’s 
resources necessary to ensure consistency in the work carried out under the 
Contract.  

 
5. The main expert must contribute substantially to the development of the environmental 

management system. He/she may not be replaced by an expert who does not have the 
competencies required for the proper performance of the work. The main expert will 
participate in all tasks with a strategic dimension, aimed at developing the EMS 
methodology, and in planning and coordination work in conjunction with the Court. The 
main expert must ensure project continuity and must carry out 70 % of the total hours of 
consultancy envisaged by the Contractor. 

 
6. The expert on the environmental legislation will be responsible for the following:  

 setting up and updating regulatory monitoring; 
 carrying out the legal work associated with verifying legal conformity of the 

activities and buildings of the European Court of Auditors; 
 responding to questions on all legal aspects of European, national, regional or 

local environmental legislation;  
 responding to all (legal, procedural, and thematic) questions on environmental 

permits in Luxembourg. 
 

7. Any change of project manager, main expert or expert on the environmental legislation 
during the performance of the Contract must be notified in advance to the Court and 
justified in writing. With a view to continuity in the sound management of the Contract, 
the Court retains the right to refuse any nomination which it deems incompatible with the 
tasks involved and which is not at least of equivalent quality to the person to be replaced. 

 
8. The working day is limited to a maximum of 8 hours of work.  

 

7.2. Project monitoring 

9. Monthly progress reports 
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No later than the fifth (5th) working day of each month, the Contractor shall send to the 
Court a monthly progress report of services provided by the consultants on the project 
with a description of tasks performed and products completed for the previous month and 
the forecast for the next period.  
 

10. Quarterly progress reports and quarterly EMAS Steering Committee Meetings (see point 
7.3.13) 
 
The progress of the Contractor's work as well the deliverables associated with each stage 
of the project will be evaluated by the Court’s EMAS Steering Committee and by the 
Court’s EMAS Project Manager. To this end, the Court might convene quarterly EMAS 
Steering Committee Meetings. The Contractor might be asked to be represented as an 
observer on these meeting by the project manager and the main expert. In such a case, the 
Contractor shall prepare the reports on these meetings as well as follow up actions and 
provide them to the EMAS Project Manager 5 (five) working days following the meetings 
at the latest.  
No later than the fifth (5th) working day of each quarter, the Contractor shall send to the 
Court a quarterly progress report included all associated deliverables of the quarter which 
will serve as a basis for progress monitoring by the Court’s EMAS Steering Committee.  
The Court shall have 60 (sixty) days from receipt to approve or reject the report. The 
Contractor may be requested to provide additional information to its report. In such 
situations, the Contractor shall have 10 (ten) days in which to submit additional 
information or corrections or a new report or documents if required by the Court.  

The quarterly progress report shall be accompanied by an acceptance sheet (annex II of 
the tender specifications). The acceptance of the quarterly report will form the basis for 
the interim payment for the services provided.  

 

7.3. Meetings 

11. The start of the project will be formalized by a kick-off meeting which will take place in 
Luxembourg within three (3) weeks following the entry into force of the Contract. The 
purpose of the kick-off meeting is, inter alia, to discuss and agree on the project timetable 
and training plan. 
 

12. The EMAS Project Manager may arrange ad hoc technical meetings within the framework 
of the consultancy work. The Contractor will ensure the participation of the main expert 
and, if necessary, the project manager in these ad hoc meetings. The Contractor should 
note that such ad hoc meetings may be organized frequently (once a fortnight) and must 
be short (one hour). The EMAS Project Manager may convene such meetings at one 
working days’ notice. 
 

13. As mentioned in point 7.2.10, EMAS Steering Committee Meetings will be organised 
approximately every three months in Luxembourg so that adjustments can be made to take 
account of the progress of the project and intermediate results. At these quarterly 
meetings, the quarterly progress report and deliverables associated with each stage will be 
reviewed and, where necessary, jointly redefined and accepted. 
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7.4. Communication 

14. The person empowered to speak with the Contractor will be the EMAS Project Manager 
or any other person authorized by the Court. 
 

15. The Contractor must provide a hotline (telephone and e-mail) on which the EMAS Project 

Manager's questions can be answered on working days during working hours1. The 
questions may concern issues regarding organisation of environmental management in the 
Court, Luxembourgish and EU environmental legislation and regulations, and the 
management of, and requests concerning, environmental permits, etc.  
 

16. The Contractor will reply to all questions concerning the application of environmental 
legislation to the Court's activities within two (2) working days (by email, letter or 
telephone). 

 

7.5. Deliverables 

17. The Contractor must ensure that all deliverables associated with each stage and other 
elements related to the project are complete and presented in a format that is suitable for 
immediate use by the Court. 
 

18. The criteria for the acceptance of the deliverables will be compliance with the tendering 
specifications, EMAS Regulation and EMAS Guide. 

 
19. The Court reserves the right to request modifications, adaptations and corrections to, and 

verification of, products prepared by the Contractor that do not meet the criteria set above  
or the high level of quality required in the performance of the Contract. 
 

20. If no error or any non-fulfilled criteria are notified to the Contractor within sixty (60) days 
after delivery, the delivery is considered to have been accepted. If the deliverable is not 
accepted by the Court due to an insufficient quality, the Contractor will have a maximum 
of ten (10) days to deliver an improved version. 
 

21. All the products produced in the framework of this contract become the exclusive 
property of the Court; the Contractor may not exercise any rights in relation to the use, 
publication or reproduction by the Court of all or part of the opinions, recommendations, 
methods or approaches described in the framework of the above project. The products 
must be transferred by the consultant both in a final and not modifiable electronic format 
(e.g. in *.pdf format) and in a modifiable format appropriate for the type of document (e.g. 
*.xls, *.ppt or *.doc format).  

 
22. All copying and graphic material should be of recycled paper: “Green” paper is defined as 

100% recycled paper (based on recovered fibers), which is at least Elementary Chlorine 
Free (ECF) and with an appropriate level of whiteness, and paper made from fibres 
coming from legally and/or sustainable harvested wood. 

 

                                                 
1 The working hours are 9 h – 17 h. 
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7.6. Languages 

23. The working languages will be English. All support materials and working documents 
must be drafted in clear quality English. However, all trainings must be given in English 
and/or French; trainers must be able to communicate in both languages. The Court will 
decide at a later date in which language those trainings will be prepared.  
 

24. Knowledge of Luxembourgish and/or German for the expert on the environmental 
legislation will be considered as an advantage. 

 

7.7. Trainings 

25. As part of technical offer the Contractor will provide a project training plan it considers 
necessary to fulfill the requirements of the technical specifications as well as to allow the 
members of the EMAS team to develop the skills needed to set up and independently 
manage the Court’s EMS. This training plan has to take into account all the trainings 
requirements set out in the technical specifications (point 6). This plan and its content will 
be further discussed in the kick-off meeting and during the project lifetime.  
 

26. The training will take place on the premises of the Court in Luxembourg. Therefore, the 
Court will provide the contractor with training rooms equipped with technical aids (Most 
of the rooms are currently equipped with a TV, DVD player, video, overhead projector 
and board, and some rooms may have computers with Internet access and/or interactive 
white boards). The Contractor will have to inform the ECA Training Unit about its 
equipment needs at least five (5) working days prior to the training course. 

 
27. Requirements concerning trainers:  

 
a. the trainers proposed by the contractor must be able to demonstrate at least 200 

hours of experience in environmental management training; 
 

b. the trainers proposed by the contractor must have a proven experience in the area 
of the content of each specific type of proposed training;  
 

c. all trainings must be given in English or French. The Court will decide at a later 
date in which language those trainings will be prepared. However, trainers must be 
able to communicate in both languages fluently. 
 

28. Trainers obligations:  
 

a. prepare the training course in accordance with the training plan provided by the 
Contractor, find out about the course planned and the participants, ensure 
coordination with Court’s Training Unit, check the logistical aspects of the course 
(including documentation), ensure that the training is ready in good time; 
 

b.  conduct the training in such a way as to enable all participants to achieve the 
objectives; explain the training objectives clearly and precisely to the participants, 
at the beginning of the course and before dealing with each chapter; answer 
participants' questions clearly and precisely, provide a list of recommended 
reading material;  
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c. give the attendance list signed by the participants to the Court’s Training Unit 
(since this is a confidential document, the trainer/consultant/participant may not 
keep a copy of it).  

 
29. The Contractor must take the workload of officials into consideration when organising 

training and providing services. 
 

30. Training must not be organised on Fridays or public holidays, including EU holidays. 
 

31. The Contractor must provide suitable documentation (in electronic and paper form) for 
each training session, as well as a participant satisfaction form. The participant 
satisfaction forms shall be handed over to the course participants at the end of the each 
training, filled in by the participants and then provided to the Court’s Training Unit. 
 

32. The Court will notify the Contractor of the results of assessments of the participants 
satisfaction form so that the content, program and/or teaching methods can be adapted in 
consultation with the Court.  
 

33. If, after one or more training courses have been provided, it becomes clear that the trainer 
does not meet expectations in terms of the quality of the service provided or professional 
conduct, the Court may ask the Contractor reserved the right to propose a new trainer, 
who will be selected on the basis of the examination of CVs. 

 
34. The price for the trainings proposed in the project training plan (technical offer) shall be 

included in the price for direct tasks (section I of the financial offer). 
 

Moreover, the Court might request the Contractor to provide additional trainings – other 
than the ones listed in the project training plan but related to environmental management 
system. If such a need arises, the Court will follow the procedure described in point 6.3.2. 
 

8. ANNEXES 

Annex I – Environmental Aims 

Annex II- Acceptance sheet 
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Annex I – Environmental Aims 
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Annex II - Acceptance sheet 

ACCEPTANCE SHEET 

To be returned by e-mail 

ADDRESSEE European Court of Auditors 

Name of EMAS Project Manager 

 
Acceptance should be done within 60 days, i.e. at the latest on dd/mm/yyyy. No feedback 
within this period means implicit acceptance. 

Project Name: XXXX 

Service Contract and/or Purchase Order: Service Contract No DFS 73 

 

DELIVERABLE(S) 

      

 

ACCEPTANCE YES   NO  

Remarks: 

      

 
Sent by:  Name of Contractor 

Name and signature of 
Project Leader: 

Name and signature of Project Manager 

Date sent:   dd/mm/yyyy 

 
Received by: Name of Adressee 

Name and signature of 
Project Officer: 

Name and signature of EMAS Project Manager 

Date received:  dd/mm/yyyy 

Date accepted:  dd/mm/yyyy 

 


