
ANNEX I – TENDER SPECIFICATIONS 
      

 

Title: Provision of user needs assessment, information design and web concept 
proposals to support an online platform under the EU’s Energy Union 
governance 

Reference:  Negotiated procedure EEA/COM/18/005 

Closing date: 03/05/2018 

 

1. Introduction to EEA 

The European Environment Agency (EEA) is a European Union public body governed by Regulation 
(EC) No 401/2009 of the European Parliament and of the Council of 23 April 20091. The EEA role 
is to support the European Union in the development and implementation of environmental 
policy by providing relevant, reliable, targeted and timely information on the state of the 
environment and future prospects. The EEA also provides the necessary independent scientific 
knowledge and technical support to enable the Union and the member countries to take 
appropriate measures to protect and improve the environment as laid down in the Treaty and by 
successive Union action programmes on the environment and sustainable development. 
Currently, the EEA has 33 member countries2 and six cooperating countries in the Western 
Balkans3, jointly referred to as the EEA-39. 

The EEA is the hub of the European Environment Information and Observation Network (Eionet), 
a partnership network consisting of the EEA itself, six European Topic Centres (ETCs) and a 
network of around 1000 experts from 39 countries in over 350 national environment agencies 
and other bodies dealing with environmental information. These are the National Focal Points 
(NFPs) and the National Reference Centres (NRCs). The EEA and Eionet contribute to the European 
Shared Environmental Information System (SEIS), a distributed, integrated, web-enabled 
information system based on a network of public information providers sharing environmental 
data and information. It builds on existing e-infrastructure, systems and services in the Member 
States and EU institutions. 

Further information about the work of EEA can be obtained on its website: 
http://www.eea.europa.eu. 

Further information on Eionet can be found at: http://www.eionet.europa.eu/about. 

2. Presentation of the tender 

Your tender shall be drafted in one of the official languages of the European Union, preferably in 
English (supporting evidence does not need to be translated) and submitted by email to: 
procurement@eea.europa.eu by 03.05.2018 at 23.59 (CET) at the latest. Your email will serve as 
proof of submission of your tender, supported by automatic delivery receipt, if requested. 
Maximum size of attachments shall be 20 MB; in case you do not receive a delivery message or in 

                                                 
1 OJEU L 126 of 21.5.2009, p. 13. 
2 The Member States of the European Union, Iceland, Liechtenstein, Norway, Switzerland and Turkey. 
3 Albania, Bosnia and Herzegovina, the former Yugoslav Republic of Macedonia, Montenegro, Serbia as well as Kosovo 
under the UN Security Council Resolution 1244/99. 

http://www.eea.europa.eu/
http://www.eionet.europa.eu/about
mailto:procurement@eea.europa.eu
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case you receive a failure delivery you shall contact the EEA’s procurement services in writing at 
the above mentioned email address. Late delivery will lead to the non-admissibility of the tender 
and its rejection from the award procedure for this contract. 

The subject field of the message shall carry the following information:  

Negotiated procedure EEA/COM/18/005 - Provision of user needs assessment, information 
design and web concept proposals to support an online platform under the EU’s Energy Union 
governance – Tender  

Your offer shall be accompanied by the following documents (scanned copies in PDF format): 

- The tender submission form drawn up in accordance with the template in annex 1; 

- The declaration on exclusion criteria as required under section 10.1 and drawn up in 
accordance with the template in annex 2; 

- The legal entity form drawn up in accordance with the instructions in annex 3; 

- The financial identification form drawn up in accordance with the instructions in annex 4; 

- The evidence and documentation demonstrating the fulfilment of the selection criteria as 
required under section 10.2 (technical and professional capacity); 
 

- The technical offer addressing the elements described in section 6; 

- The financial offer drawn up in accordance with the requirements set in sections 9 and 10.3 
and the template in annex 5.  

3. Confidentiality and protection of personal data 

For the processing of this tendering procedure, the EEA observes the rules set in Regulation (EC) 
No 45/2001 on the protection of individuals with regard to the processing of personal data by 
Community institutions and bodies and on the free movement of such data4. 

For further detailed information please refer to the privacy statement available on the EEA 
website at the following address: http://www.eea.europa.eu/about-us/tenders/privacy-
statement  

4. Contractual terms and guarantees 

In drawing up your bid, you should bear in mind the provisions of the standard service contract 
attached to these tender specifications (annex 6), particularly those on payments, performance 
of the contract, confidentiality and checks and audits. Any limitation, amendment or denial of the 
terms of the contract will lead to the automatic exclusion from the procurement procedure. 

One payment shall be made upon timely delivery and approval of all tasks and deliverables 
specified in section 6 below, within 60 (sixty) calendar days upon receipt by the EEA of an invoice 
and any supporting documents relating to the items or services delivered. 

The EEA may consider electronic ordering and invoicing in the future, which may result in changes 
in the contractual terms, and in particular those on invoicing and payments. 

No financial guarantee is required. 

                                                 
4 OJEU L 8/1 of 12.1.2001. 

http://www.eea.europa.eu/about-us/tenders/privacy-statement
http://www.eea.europa.eu/about-us/tenders/privacy-statement
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5. Subcontracting  

A contractor may subcontract up to 20% of the services. 

Tenderers must state what part of the work, if any, they intend to subcontract, and to what extent 
(for instance percentage of the total contract value), specifying the names, addresses and legal 
status of the subcontractors. If subcontracting is not envisaged, tenderers shall clearly state so in 
the tender submission form (see annex 1). 

Tenderers must provide a document containing a list of the professional qualifications of the 
subcontractors and a statement of the means of ensuring confidentiality when subcontractors are 
used. If awarded the contract, the contractor may not choose subcontractors other than those 
mentioned in the offer unless they obtain the prior written authorisation of the EEA. The overall 
responsibility of the work remains with the contractor. 

Tenderers shall acknowledge (see annex 1) that the EEA reserves the right to request them to 
provide documentation in relation to exclusion and selection criteria for any proposed 
subcontractors at a later stage (see sections 10.1 and 10.2 below). 

The contractor must ensure that Article II.19 of the draft service contract (see annex 6) can be 
applied to subcontractors. Once signed, Article II.9 of the above-mentioned draft service contract 
shall govern subcontracting. 

6. Subject of contract 

6.1. Context and purpose of the contract 

The EEA is planning to develop a web portal for energy and climate information (data sets, reports, 
interactive viewers, etc.) relevant to a wide range of users (from data providers to the general 
public) facilitating delivery of and access to information relevant to the European Union’s 2030 
climate and energy policy framework and Energy Union.  

The web portal is intended to include information covering a number of topics such as climate 

change mitigation, climate change adaptation, greenhouse gas emissions, sectors (transport, 

industry, agriculture), energy, renewable energy, energy efficiency. 

The aim of this contract is to identify different user segments and their specific information needs, 

and based on this intelligence, to develop and propose a navigation logic for the web portal, 

providing the identified user segments with relevant information tools and features.  

To achieve these aims, the future contractor should carry out an extensive research and gather 

user intelligence. Building on EEA input, the user research could be carried out in different ways, 

including online surveys and one-on-one in depth interviews.  

Categories of potential users the survey should scope 

Based on the EEA’s current understanding of its information users, the climate and energy portal’s 

users can be divided into the following three broad groups: 

- Expert users: This group would include users with extensive knowledge of different datasets 

and their reporting requirements as well as the legislative context behind data reporting. 

Some users in this group (i.e. must-users) would be responsible for uploading and providing 

data on behalf of their institution and would have access to password-protected areas, linking 

to the Eionet’s data reporting infrastructure Reportnet. There are about 200 must-users 

across Europe.  

https://www.eionet.europa.eu/reportnet
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- Advanced users: The users in this group would be well-informed about climate and energy 

data and can easily navigate through different data sets and their spin off information 

products and tools (e.g. data viewers). The group can include users with access to password-

protected reporting site, looking for in-depth information and data other than those they 

reported (for example, one expert user providing national data could be looking for data on 

other countries’ data or the quality assured data for the EU). In general, this group could 

include officials and policy officers at European, country, regional level, members of green 

NGOs, academia, and specialised environmental journalists. The number of advanced users is 

estimated to be more than 2000. 

- Public users: This group would include users with limited knowledge of environmental data 

sets, EU policies and the EEA. They would be interested in a quick understanding of a specific 

issue, most often triggered by a debate on social media or media. Their knowledge needs 

would be less on technical datasets, but more on information overviews and factoids. This 

group could include members of the public interested in environmental issues in general, 

professionals working primarily on non-environmental topics (including officials at various 

levels, non-specialized journalists and researchers). 

6.2. Tasks and schedule 

Task 1: The future contractor shall carry out a benchmarking analysis (a document of maximum 

2000 words) to clarify the role of the web portal by investigating the following: 

- Are there other web portals providing similar types of information at the EU or global level?  

- Who are these web portals targeting?  

- Taking into account all the information headlines/topics provided on these web portals, are 

there any gaps in terms of knowledge provision or target audience? 

- What are their strengths and weaknesses? 

- Can we identify where the EEA’s web portal can make the largest impact? 

 

Task 2: The future contractor shall develop and carry out user research: methodology and 

approach to get feedback from a statistically relevant number of users, covering different use 

cases and user profiles. 

The user research shall investigate and produce the following:  

- What purposes and goals should the web portal fulfil – in terms of required content (also in 
comparison to other information platforms), navigation structure, functionalities, 
dissemination and design? 

- How can the information on the web portal be designed better to increase its overall 
usability? 

- Who does what and how (a detailed segmentation of different user groups)? 
- What do they need (a detailed understanding of different user segments’ information and 

engagement needs)? 
- What do they prefer in terms of functionalities and information depth (per user segment)? 

- How do they interact with other information sources (a better understanding of the portal’s 

niche in the wider context, including the EEA’s thematic pages)? 

 

Task 3: Based on the user research above, the future contractor shall produce an in-depth 

analysis of potential users (segmentation) and their user needs and preference (a 30-40 page 

document of maximum 12000 words). 
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Task 4: Based on the user intelligence gathered, the future contractor shall conceptualise, 

propose and prepare samples of possible site structures, main navigation items, knowledge use 

cases and develop a prototype of the web portal with a sample navigation structure. Building on 

in-depth understanding of different user groups, the proposals will also include suggestions for 

information design, and knowledge tools and features targeting the different user groups 

identified. 

All communication with the EEA will be in English, being the working language at the EEA, and all 
deliverables must be provided in English. The schedule for the completion of the tasks is shown 
in the table below. 

Tasks Task completion deadline 

Task 1 End of July 2018 

Tasks 2 and 3 End of September 2018 

Task 4 End of October 2018 

7. Place of delivery or of performance 

The work shall be carried out at the contractor’s premises, in close collaboration and regular 
communication with EEA staff and using online communication tools as much as possible, in order 
to minimise the amount of travel. The future contractor shall have videoconferencing tools such 
as Skype to organize virtual meetings requested on short notice or of a short duration.  

One meeting (one full day) at the EEA’s premises involving two members of the future contractor’s 
staff is foreseen during the implementation of the contract. 

8. Type and volume of contract 

If your tender is successful, you will be awarded a direct service contract for a period of 6 months, 
starting from the date of entry into force. The estimated maximum budget is EUR 60 000 (sixty 
thousand euros) covering all tasks and deliverables specified in section 6 above. 

9. Price 

You are required to quote prices for the services to be provided in accordance with the 
requirements specified in section 10.3. below and the following:  

 The price must be all-inclusive (i.e. inclusive of all expenditures involved in the 
performance of the contract (e.g. management, administrative and travel costs), and 
expressed in EUR, even if you are established in a country that is not part of the Eurozone. 
The price quoted may not be revised in line with exchange rate movements. It is for you 
to select an exchange rate and assume the risks deriving from any variation. 

 No additional expenses incurred in the performance of the service will be reimbursed 
separately by the EEA. 

 The price quoted must be fixed and not subject to revision.  

 Prices must be quoted free of all duties, taxes and other charges, including VAT, as the 
EEA is exempt from such charges under Articles 3 and 4 of the Protocol on the Privileges 
and Immunities of the European Union and the Headquarters Agreement between the 
EEA and the Government of Denmark of 17 August 1995; such charges may not therefore 
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be included in the calculation of the price quoted; the VAT amount shall be indicated 
separately. 

 The EEA will not reimburse any cost incurred in the preparation and submission of a 
tender. As a tenderer, you shall bear any such cost. 

10. Criteria 

10.1. Exclusion criteria 

 Requirements 

To be eligible to participate in this contract award procedure, you must not be in any of the 
exclusion situations referred to in Articles 106 and 107 of the financial rules applicable to the 
general budget of the European Union5.  

 Evidence to be provided  

When submitting your bid, you (and any subcontractor or any member of a consortium where 
applicable) must provide a declaration on your honour in accordance with the form attached as 
annex 2, duly signed and dated, stating that you are not in any of the situations mentioned above. 

Additional evidence may be requested at a later stage in the award process prior to the signature 
of the service contract. 

10.2. Selection criteria 

10.2.1. Legal capacity 

 Requirements 

You are required to prove that you are authorised to perform the contract under national law. 
Evidence to be provided  

To that effect, you are required to submit a legal entity form (see annex 3) duly filled out and 
signed, accompanied by a copy of inscription in trade register and/or a copy of inscription in VAT 
register, or a sworn declaration or certificate, membership of a specific organisation, express 
authorisation. 

10.2.2. Technical and professional capacity  

You should show your degree of technical and professional capacity to carry out the requested 
tasks by providing information on the criteria described below. If subcontractors are involved in 
the tender, the selection criteria for the technical and professional capacity will be assessed in 
relation to the combined capacities of yours and subcontractors, as a whole, to the extent that 
subcontractors put their resources at your disposal for performance of the contract. 

 Requirements 

a) Sufficient level of manpower with suitable qualifications and experience to perform all services 
covered by this negotiated procedure; 

                                                 
5 Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25.10.2012, OJEU L 298/1 of 
26.10.2012, as amended by Regulation (EU, Euratom) 2015/1929 of the European Parliament and of the Council of 
28.10.2015, OJEU L 286/1 of 30.10.2015. 
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b) Relevant experience in provision of comparable services to clients similar to the EEA over the 
past three years; 

c) Application of environmental management measures 

 Evidence to be provided:  

The documents or information listed below must be presented as evidence of compliance with 
the technical and professional capacity. 

a) Human resources: 

At least two up-to-date CVs detailing the educational and professional qualifications of the staff 
designated to provide the services, indicating language skills (English language at minimum B2 
level according to the Common European Framework of Reference for Languages 
http://www.coe.int/t/dg4/linguistic/cadre1_en.asp) and professional experience, of at least 36 
months for each CV, in each of the following areas:   

- Web user research and analysis; 
- Developing and conducting surveys (online and face-to-face); 
- User experience, information and interface design. 

b) Past experience: 

A list of similar services provided in the past three years by you and/or the consultants whose 
CVs are provided; the list should indicate the services, value, dates and recipients of the services 
(public or private) and should include at least three past contracts with a short description of 
the tenderer’s contributions, in 100 words each. 

c) Environmental policy: 

You shall provide a description of your environmental policy, specifying the status of its 
implementation.  

10.3. Award criteria  

The assessment method that will be used to determine the choice of the tender will be based on 
the criteria given below, on the basis of the most economically advantageous tender in terms of: 

o The quality of the tender (Technical merit – TM); and 

o The financial value of the tender (Price – P) 

10.3.1 Technical merit (TM) (max. 60, min. 42 points) 

Tenders will be evaluated following the award criteria and weightings outlined below, producing 
a potential total score of 60 points.  

You are requested to submit a technical offer elaborating on the services specified in section 6 
above and on all criteria referred to below in order to score as many points as possible. The mere 
repetition of the requirements set out in these tender specifications, without going into details or 
without giving any added value, will only result in a low score. If essential elements of these tender 
specifications are not expressly addressed in the tender, the EEA may decide to give a zero mark 
for the relevant quality criterion. 

http://www.coe.int/t/dg4/linguistic/cadre1_en.asp
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During the negotiation phase after submission of your tender, you may be required to adapt it to 
the requirements set in these tender specifications in order to find the solution offering the best 
value for money. 

No Award criteria 
Maximum 
points (60) 

Minimum 
points (42) 

1 

Submission of a project plan on how to design and 
implement the user research, describing in detail the 
approach and different phases of the project (maximum 
2500 words). This will be evaluated in terms of 
completeness, suitability and quality of the proposed plan, 
as well as the proposed approach to meet the indicated 
schedule.  

42 30 

2 

As part of your technical offer, you must submit five sample 
questions per audience group of potential users (mentioned 
above). These will be evaluated in terms of how they would 
relate to and give input to sample web portal structures and 
tools. 

18 12 

Only tenders which obtain the indicated minimum number of points for each award criterion will 
be considered for the next stage, which involves determining the financial value of the tender, 
and for the final assessment. 

10.3.2. Price (P) (max. 40 points) 

You are requested to submit a financial offer, giving the all-inclusive prices (i.e. including all 
relevant costs and all expenditures (e.g. management, administrative, travel costs) thereby taking 
into account all services as outlined under section 6 above) as follows: 

Tasks and deliverables as described in section 6 Price (EUR) 

P1 Price for task 1  

P2 Price for task 2  

P3 Price for task 3  

P4 Price for task 4  

Total price P  

For that purpose, you shall complete the price quotation attached as Annex 5 to these tender 
specifications. You shall bear in mind that all fields are compulsory and non-compliance will lead 
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to exclusion of the tender from the award process. You may not quote a 0 (zero) price for any of 
the tasks. 

The total price (P) that will be used as a basis for evaluation of tenders is the sum of the four Ps: 

P = P1 + P2 + P3+ P4 

Tenders meeting all mandatory requirements and the requirements on exclusion and selection 
criteria will score points in function of the following formula: 

Ps = (Pmin / Pn) * 40, where  

Ps = price score, 

Pmin = lowest price offered among the tenders received, 

Pn = price for tender being considered, 

40 = maximum number of points that can be awarded under this award criterion. 

The contract will not be awarded if the total price of your offer exceeds the maximum budget 
available (see section 8 above). 

10.3.3. Final assessment 

A direct service contract will be awarded to the tenderer whose tender achieves the highest total 
score for technical merit and price (TM + P). Should tenders obtain the same final score and tie 
for first place, the winning tender will be decided on the basis of the highest score achieved for 
price. 

11.  Environmental considerations 

The EEA runs a certified environmental management system (EMAS) and aims to minimise the 
environmental impact of all its activities, including those carried out under contract. The future 
contractor will, therefore, be requested to consider the EEA environmental management 
guidelines in the implementation of the contract, in particular, those relating to business travel, 
electronic means of communication, paper and energy consumption. Further information on the 
EMAS system can be found on the EEA website: http://www.eea.europa.eu/documents/emas 

12.   Annexes 

Annex 1: Tender submission form 

Annex 2: Declaration on exclusion criteria 

Annex 3: Legal entity form  

Annex 4: Financial identification form 

Annex 5: Price quotation 

Annex 6: Draft service contract 

 

http://www.eea.europa.eu/documents/emas

