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Part I: Technical Terms and Conditions 
 

I.1 Context  
 
The ESPON 2013 Programme is financed under Objective 3 of the Structural Funds for the 
period 2007-2013. The overall aim of the ESPON 2013 Programme is “(…) to support policy 
development in relation to the aim of territorial cohesion and a harmonious development of 
the European territory by (1) providing comparable information, evidence, analyses and 
scenarios on territorial dynamics and (2) revealing territorial capital and potentials for the 
development of regions and larger territories contributing to European competitiveness, 
territorial cooperation and sustainable and balanced development.” 
 
The ESPON 2013 Programme will carry through activities in 5 priorities at programme level:  
 
1. Applied research on territorial development, competitiveness and cohesion: Evidence on 

territorial trends, perspectives and policy impacts 

2. Targeted analysis based on user demand: European perspective to the development of 
different types of territories 

3. Scientific platform and tools: Territorial indicators and data, analytical tools and 
scientific support 

4. Capitalisation, ownership and participation: Capacity building, dialogue and networking 

5. Technical assistance, analytical support and communication 

The ESPON 2013 Programme covers the entire territory of the 27 EU Member States, plus 
the ones of Iceland, Lichtenstein, Norway and Switzerland as Partner States. Thus, the work 
to be carried out within the framework of the contract will cover the entire area of the 
European Union and the territory of the four mentioned Partner States. 
 
As in the previous programming period, there is only one Managing Authority (the Ministry 
of Interior and Spatial Development of the Grand Duchy of Luxembourg), which is 
responsible for organising and launching calls for tenders under a public procurement 
procedure and for the search for a third party that will perform the task described in the 
Special Technical Terms and Conditions.  
 
This contract is foreseen in the framework of the Priority 5 on the Communication Plan. 
 
I.2 Thematic scope 
 
Within the framework of the Operation Programme, in general, and the Communication 
Action Plan for 2010, in particular, the ESPON 2013 Programme foresees a variety of 
promotional material to be created and distributed to the pertinent bodies and instances. 
 
In this respect, as the service contract on “Corporate Identity and Lay-Out”, “CAP Strategy 
and Media Bureau” and “Printing” is being implemented, the following promotional materials 
will be produced during 2010: promotional brochure, video clips, pens, bags, mouse pads. 
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As it is stated in the ESPON 2013 Operational Programme, “The Communication plan will 
support wide dissemination and transparent information on the actions of the ESPON 2013 
Programme through measures of communication to beneficiaries (...)”. 
 
As a part of the Communication plan1, the promotional material comprehends a significant 
part of the efforts made by ESPON to reach the pertinent target groups in order to ensure a 
proper visibility of the programme. 
 
In this respect, apart from the beneficiaries of the programme, the target groups also cover 
potential beneficiaries, stakeholders and general public as well. 
 
According to the Communication plan, “promotional material (...) aims at providing general 
information about the programme and its objectives, implementation, activities and results, 
and it will be as well produced in order to market the programme to the public and strengthen 
the interest and participation in the programme”. 
 
In general, the ESPON 2013 needs to implement its Communication plan in this particular 
field and intends to acquire the necessary material in order to promote its activities and make 
the programme more perceptible at European, national and regional level. 
 
Lastly, the dissemination of this particular promotional material shall cover the entire 
geography of the European Union countries. Additionally, the Partner States participating in 
the ESPON 2013 Programme, Iceland, Lichtenstein, Norway and Switzerland will be 
provided with the pertinent promotional material as well. 
 
I.3 Services requested 
 
The promotional materials to be produced in 2010 include the three items described below.  
 
1) The production of 2.000 ballpoint retractable pens among high-end brands with the 

ESPON logo consistently printed on the side. The pen design shall be modern and the 
(dominant) colour shall be white, silver or dark blue. The ink foreseen for the pens has to 
be blue. The ESPON logo must uniformly appear once somewhere along the pen, 
preferably on the high part. The visibility of the logo has to be sufficient and perceptible. 
The possibility of having a pen with two horizontal blue bars shall be considered an 
option as the blue bars represent an important part of the ESPON Corporate Identity. 
 

2) The production of 1.000 hard surfaced mouse pads offering large imprint areas so that the 
corporate identity and a promotional picture can be added on a high quality. It is 
absolutely convenient that the tenderer offers a mouse pad type where a glossy finish is 
feasible. In order for the image to perfectly fit in, the size of the mouse pad has to be 
18x18 cm. The service provider on “Corporate Identity and lay-Out” will provide the 
tenderer with a full coloured image, the ESPON logo and the EU Emblem to be printed on 
the mouse pads. 

 
3) The production of 2.000 USB memory keys. The size and shape shall resemble a credit 

card that can easily be inserted in a standard wallet. The memory card shall be as thin as 

                                                
1 Refer to the ESPON 2013 Communication Plan on Information and Publicity Measures, section 5.3 Targeted 
Activities and Actions, paragraph p) Promotional material. The ESPON 2013 Communication Plan is available 
as download at www.espon.eu 
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possible (between 1 and 2 mm. preferably). The colour of the card shall be white and the 
surface printable. The capacity will store a minimum of 2 GB even though the tenderer 
may propose a higher capacity. The service provider on “Corporate Identity and lay-Out” 
will provide the tenderer with the pertinent image/s to be printed on 1.000 cards. The 
remaining copies shall not be printed just delivered, and ready for later printing. 

 
The production of this promotional material shall comply with the Corporate Identity of 
ESPON2. The successful tenderer will receive the contact details of the service provider for 
the Corporate Identity from the ESPON Coordination Unit in order to obtain the necessary 
graphic material ready to be used. 
 
The service provider will be required to apply the EU Publicity Requirements as well as the 
ESPON Publicity Requirements which are part of the Corporate Identity. 
 
I.4 Deliveries to be provided  
 
The following deliveries shall be provided: 
 

1) The total amount of 2.000 pens with the ESPON logo printed on one side according to 
the requirements mentioned in the section 1.3 Services requested and the Corporate 
Identity Manual. 

2) The total amount of 1.000 hard surfaced mouse pads with the image/s that will be 
provided and printed on according to the requirements mentioned in the section 1.3 
Services requested and the Corporate Identity Manual. 

3) The total amount of 2.000 USB memory keys with the image/s that will be provided 
printed on 1.000 cards according to the requirements mentioned in the section 1.3 
Services requested and the Corporate Identity Manual. 

 
The above indicated services are considered as one single package and one offer shall cover 
the entire package. 
 
I.5 Timetable for service deliveries  
 
The deliveries described under point I.4 will be submitted to the ESPON Coordination Unit 
following the indicative timetable below: 
 

− Kick off of service provision including the selected images for printing: 12 
October 2010 

− Delivery of the requested ESPON promotional material: 22 October 2010 
 
I.6 Qualification of the service provider 
 
The service provider shall demonstrate experience in the production of promotional material. 
 
The tender shall include documentation of the skills and credentials related to the service 
provider(s), including examples of similar promotion material produced. 
 
 

                                                
2 The Corporate Identity Manual is enclosed to this ToR as Annex D 
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Part II (Administrative Terms and Conditions) 
 
II. 1 Contracting Authority 
 
Ministère de l’Intérieur et de l’Aménagement du Territoire 
Direction de l’Aménagement du Territoire 
1 Rue du Plébiscite  
L-2341 Luxembourg 
 
II.2 Nature of the contract 
 
The contract is a service contract according to Luxembourg Public procurement law3. The 
proposal submitted shall cover all the services described according to the provisions specified 
in sections I.3 and I-4 above.  
 
II. 3 Place of execution 
 
Services described in sections I.3 and I.4 shall be delivered to Luxembourg, according to the 
provisions set in the above mentioned sections, to the attention of Mr. Peter Mehlbye and to 
the address indicated below:  
 
ESPON Coordination Unit 
CRP HT - P.O. Box 144 
L-4221 Esch-sur-Alzette 
GRAND-DUCHÉ DE LUXEMBOURG 
 
II. 4 Working language 
 
English will be the working language. 
 
II. 5 Timetable 
 
The services should be in conformity with the description provided in section I.3-4 and shall 
be delivered according to the provisions indicated in section I-5.  
 
In case any services delivered are not in conformity, claims may be filed within 15 working 
days from the date of delivery. 
 
In case of any delays in the performance of services ordered or provided in the contract, the 
contracting authority may apply penalties for late deliveries for an amount equal to 0,15% of 
the total maximum amount specified, per calendar day of delay. 
 
II. 6 Accessing the Terms of Reference and Deadline for Submitting an Tender 
 
The tender has been announced and opened on 25 August 2010, published on the ESPON 
Website www.espon.eu.  
 

                                                
3 Loi du 25 juin 2009 sur les marchés publiques; Règlement grand-ducal du 3 août 2009 portant exécution de la 
loi du 25 juin 2009 sur les marchés publics 
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Service providers interested in this contract shall submit a tender in English language, in a 
sealed envelope mentioning offer promotion material which is placed inside the envelope 
used for posting the tender to the address indicated below. 
 
The deadline for submitting a tender is on 17 September 2010 at 14h00. 
 
Tenders shall be submitted by post to the following address or delivered (normal office hours 
9h00-17h00) at:  
 
ESPON Coordination Unit 
70, Rue de Luxembourg 
LU – 4221 Esch-sur-Alzette 
 
All tenders will be treated as confidential. 
 
II. 7 Opening of tenders 
 
Opening of tenders will take place on 17 September 2010 at 14h00 in the office of the CU. 
One representative per tenderer can be present at this opening session. Tenderers who plan to 
attend the opening session have to inform the ESPON CU by fax (+352 54 55 80 701) by 17 
September 2010 at 10h00 at the latest. 
 
II. 8 Content of the tender 
 
The tender shall include: 
 
a) A cover letter for the submission of the tender shall be signed by the tenderer (or his duly 

authorised representative) and shall confirm the validity of the tender for a period of 3 
months from the deadline for the submission of the tender (See template Annex A); 

b) A description of the services offered, in English language, including: 

- Information on the fulfillment envisaged in the provisions of Part I.3 and Part I.4. and 
a confirmation that you will respect the deadlines for deliveries; 

- Technical description (e.g. size, materials, technical characteristics) of the proposed 
promotional pens among high-end brands, where the ESPON logo can be added; 

- Technical description (e.g. size, materials, technical characteristics) of the proposed 
promotional mouse pads, offering large imprint areas where the corporate identity 
design details and a promotional picture can be added; 

- Technical description (e.g. size, materials, technical characteristics) of the proposed 
promotional USB memory keys in credit card size where the corporate identity and a 
promotional picture can be added; 

c) Your experience in providing promotional materials; 

d) Samples of proposals for each promotional element shall be included in the offer.  

e) The financial offer according to the template provided at Annex B. The prices must 
include all the costs associated with purchasing and producing the deliverables including 
the percentage of VAT applicable. No other expenses will be paid by the ESPON 
Managing Authority. 
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II. 9 Price 
 
The service providers will submit a total price in Euros quoted without VAT, with an 
indication of the VAT rate and the price including VAT for the service specified. 
 
The travel and accommodation costs of the kick-off meeting and the pertinent delivery costs 
to the ESPON Coordination Unit in Luxembourg of the promotional material shall be also 
included. 
 
No indexation of the price is allowed.  
 
II. 10 Budget  
 
The maximum available budget for this contract is €20.000 inclusive of all taxes and travel, 
accommodation and delivery costs.  
 
The tenders have to consider in their calculation that the Luxembourg VAT rate of 15 % has 
to be covered by the contracting authority under this budget if VAT is not paid in the country 
of the contractor.4 
 
  
II. 11 Financial guaranties 
 
No financial guarantee is needed. 
 
II. 12 Invoicing and payment 
 
The address where the invoice should be sent is the following:  
 
ESPON Coordination Unit  
CRP HT - P.O. Box 144 
L-4221 Esch-sur-Alzette 
GRAND-DUCHÉ DE LUXEMBOURG 
 
The invoice shall be in line with the services object of these Terms of Reference after the 
service has been fully provided. 
 
The invoice will include an original copy and a duplicate mentioning the following 
indications in addition to legal information:  
 
- Type of service provided  
- Name and address of the supplier 
- Bank or postal details as specified in the tender  
- Contract code  
- Name of the ESPON 2013 Programme 
- Date(s) of delivery 

                                                
4 See for COUNCIL DIRECTIVE 2008/8/EC of 12 February 2008 amending Directive 2006/112/EC as regards 
the place of supply of services.  
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- Sum exclusive of tax / VAT / sum inclusive of tax  
- Invoice date  
 
The total amount shall be paid, following the receipt of the invoice, within 30 days after the 
approval of the deliveries by the contracting authority. 
 
 
 
 
II.13 Assessment of tenders  
 
The following evaluation criteria (in total 100 points) will be used in the technical evaluation 
of the offers: 
 

a) Qualification of the service provider in relation to the requested services (max 25 
points). 

b) Quality of the proposed material (max. 50 points). 
c) Technical solutions proposed to apply and print the ESPON 2013 Corporate Identity 

on the proposed materials (max 25 points). 
 
II.14 Contract award 
 
The award criteria will be set in relation to the price.  
 
A ratio X, as defined below, will be used for the selection of the offer with the best value for 
money  

Total number of points achieved 
X = -----------------------------------------------  

Price 
 
The tender with the highest value X is considered offering the best value for money ratio. 
 
The contract will be awarded to the tender, presenting the highest score. 
 
The Awarding / Contracting Authority reserves the right not to select any tender if the financial 
offers proposed exceeds the budget envisaged for this service.  
 
After the award decision has been taken, the Awarding / Contracting Authority will inform 
tenderers including the reasons for any decision. 
 
II.15 Further Information 
 
More information on the ESPON 2013 Programme can be found at www.espon.eu. 
 
Contacts between the contracting authority and the tenderers are prohibited throughout the 
procedure. 
 
- Before the final date of the submission of the tender: 
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o The contracting authority may, at its own initiative, inform interest parties if any error, 
inaccuracy, omission or any clerical error in the text of the call for tender. Such 
information will be published on the ESPON 2013 website.  
 

- After the opening of the tenders: 
 
o If clarification is required or if obvious clerical errors in the tender need to be 

corrected, the Contracting Authority may contact the tenderer provided that, and only 
if, the tender is not modified as result.  

 
II.16 Applicable law and jurisdiction, confidentiality 
 
The contract shall be governed in accordance with the laws of the Grand-Duchy of 
Luxembourg. All disputes arising out or in connection with this service contract shall be 
settled by the competent jurisdiction of the District Court of Luxembourg in the first instance. 
 
The material provided for the preparation of the tender can only be used for the preparation of 
the tender and has to be kept confidential.  
 
 
Annexes: 
Annex A – Template of Commitment Letter 
Annex B – Financial Offer 
Annex C – Bank Account File 
Annex D – Corporate Identity Manual 


