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ANNEX G
Financial offer form
In the form below, all the boxes with question marks should be filled. A blank form is provided in the attached CD with the file name ESS_Fin_Offer.xls.

	
	
	
	
	
	

	Activity 1 – See section 2.3.1 
	Accommodation
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total service Fee  
	?
	?
	?
	

	
	
	
	
	
	

	Activity 2 – See section 2.3.2
	Catering
	
	
	
	

	
	Per person for:
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Service Fee + Lunch
	?
	?
	?
	

	
	Service Fee + Dinner
	?
	?
	?
	

	
	Service Fee + Gala Dinner
	?
	?
	?
	

	
	Service Fee + Coffee Break
	?
	?
	?
	

	
	
	
	
	
	

	Activity 3 – See section 2.3.3
	Conference Materials
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Service fee
	?
	?
	?
	

	
	
	
	
	
	

	Activity 4 – See section 2.3.4
	Contact with participants 
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Service fee
	?
	?
	?
	

	
	
	
	
	
	

	Activity 5 – See section 2.3.5
	Database of Participants
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Service fee
	?
	?
	?
	

	
	
	
	
	
	

	Activity 6 – See section 2.3.6
	Transcription of Proceedings
	
	
	

	
	Per Standard A4 Page
	?
	
	
	

	
	 
	 
	 
	 
	

	Activity 7 – See section 2.3.7
	Interpretation
	
	
	
	

	
	Daily Rate per interpreter
	?
	
	
	

	 
	 
	 
	 
	 
	

	Activity 8 – See section 2.3.8
	Media and PR Activities
	
	
	
	

	
	 
	International Coverage
	Only European Coverage
	Only Greek Coverage
	

	
	General Media Activities
	?
	?
	?
	

	
	Media Events
	 
	?
	?
	

	
	Public Events
	 
	 
	?
	

	 
	 
	 
	 
	 
	

	Activity 9 – See section 2.3.9
	Protocol and Security
	
	
	
	

	
	Total Service Fee 
	?
	
	
	

	 
	 
	 
	 
	 
	

	Activity 10 – See section 2.3.10
	Registration Statistics
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Service fee
	?
	?
	?
	

	 
	 
	 
	 
	 
	

	Activity 11 - See section 2.3.11
	Secretariat on Site
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Estimated No of CO staff required per day (A)
	?
	?
	?
	

	
	Average Daily Rate for CO staff on site (B)
	?
	?
	?
	

	
	Total per day (AxB)=
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	Activity 12 – See section 2.3.12
	Social Programme and Entertainment
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Fee for the service (excluding meals that will be covered under the heading "Catering")
	?
	?
	?
	

	 
	 
	 
	 
	 
	

	Activity 13 – See section 2.3.13
	Technical Assistance
	
	
	
	

	
	Service cost per day
	?
	
	
	

	 
	 
	 
	 
	 
	

	Activity 14 – See section 2.3.14
	Travel Arrangements
	
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Total Fee for the service (excluding cost of tickets)
	?
	?
	?
	

	 
	 
	 
	 
	 
	

	Activity 15 - See section 2.3.15
	Transfers and on-site Transportation
	
	
	

	
	
	15-30 persons
	31-70 persons
	71-150 persons
	

	
	Service cost per day
	?
	?
	?
	

	 
	 
	 
	 
	 
	

	Activity 16 – See section 2.3.16
	Web and IT
	
	
	
	

	
	
	1 day event 
	2 days event
	3 days event
	

	
	Total Service Cost
	?
	?
	?
	


Important note on filling the form – Please read carefully

General Principle: The value to Cedefop of having a framework contract for a CO providing Event Support Services is that it can plan ahead in a flexible manner and not need to have a call for tenders each time an event is foreseen and for each of the different services. It is therefore important that a framework contract allows a single sum to be calculated for the full cost of a planned event and the contractor to undertake everything needed to bring it to completion. Alternatively Cedefop would have to go to tender for each of the individual expenses covered by each activity and for each of the events organised (e.g. if 20 events were to be organised in a year needing catering, Cedefop would have to go to tender 20 times). Prices quoted must therefore be inclusive of all the costs implicit in the Activity description with some exceptions which are made explicit in the explanations below (e.g. hotel bills and air fares).


For extra clarity, a commentary is provided below for each of the 16 activities and the tasks involved in them. 

Activity 1: Accommodation (Section 2.3.1 of the call).

All tasks described in this section should be included in the price quoted for the total service fee. Accommodation cost is not to be included in the price as it will be paid either directly by the participants or globally on the basis of the final bill of the hotel and shown separately on the CO’s invoice for the event. 


Payment of an advance or deposit when required is an obligation of the contractor but is not included here and is handled separately (see sections 1.5 and 2.3.1).  If too many participants do not show up ending up with the hotel retaining parts or all of the deposit, Cedefop underwrites it. In other words, the Contractor shall not be held responsible for any deposit so lost.

Activity 2: Catering (Section 2.3.2 of the call).
All activities, including the cost of meals, are to be included in the price quoted. Cedefop will make no separate payments for catering other than to the CO and for the price quoted.

Activity 3: Conference Materials (Section 2.3.3 of the call). 
The full costs of this activity should be included in the price. In the first bullet of section 2.3.3 of this document, we ask for a compilation of an information pack whose original documents are provided by Cedefop and complemented by other documents specific to the service provided by the CO. All other bullets refer to conference materials whose design adaptation and production (printing, photocopying etc) are the responsibility of the CO. Such design adaptation and production costs should be reflected in the price quoted.

Activity 4: Contact with participants (Section 2.3.4 of the call).

Cedefop will be providing the CO with the names and contact data of participants to be invited. All the tasks that follow and are described in this section are the responsibility of the CO and should be taken into account in the price quoted. 

Activity 5: Database of Participants (Section 2.3.5 of the call).

All the tasks described should be included in the price.

Activity 6: Transcription of proceedings (Section 2.3.6 of the call).

The full cost of transcribing a standard A4 page should be included. Cedefop provides an audio tape containing one or more speeches and it is the responsibility of the CO to produce the written transcription of what is included in the tape. 

Activity 7: Interpretation (Section 2.3.7 of the call).

A daily rate per interpreter is requested.

Activity 8: Media and PR activities (Section 2.3.8 of the call).

All the activities described in section 2.3.8 should be covered by the price quoted. Cedefop will only supply the original for press dossiers and the press releases. The remainder is the job of the CO. Please also note that the “public events” category catering, in the form of a stand-up reception, is included here. This is separate from item 2.3.2 on catering which does not cover receptions.

Activity 9: Protocol and Security (Section 2.3.9 of the call).

The full cost of carrying out the tasks described in section 2.3.9 should be taken into consideration in the price quoted, including the liaison with the government authorities for the security arrangements warranted.

Activity 10: Registration Statistics (Section 2.3.10 of the call).

All the tasks described should be included in the price.

Activity 11: Secretariat on Site (Section 2.3.11 of the call).

All the tasks described should be included in the price.

Activity 12: Social Programme and Entertainment (Section 2.3.12 of the call).

The price quoted should cover all the tasks described in section 2.3.12. A complete service will be provided and no separate invoices outside this contract can be submitted to Cedefop. However, although a social event may include one or more meals, these are not to be included in this price. Instead, if during the execution of the contract a meal is required for a social event, the meal will be the subject of a separate order under clause 2.3.2 of this call.

Activity 13: Technical Assistance (Section 2.3.13 of the call).

All the tasks described should be included in the price. In principle, this service will only be requested when an event is held outside Cedefop’s premises.

Activity 14: Travel Arrangements (Section 2.3.14 of the call).

All the tasks described in section 2.3.14 are to be included in the price. Travel tickets should not be included as these are paid either by the event participants themselves or directly by Cedefop in the case of participants specially invited by it.

Activity 15: Transfers and On-site Transportation (Section 2.3.15 of the call).

All the tasks described in section 2.3.15 and all associated costs of transport (for example the hiring of vehicles) should be included in the price.

Activity 16: Web and IT (Section 2.3.16 of the call).

The price quoted is for all the tasks described in section 2.3.16 of the call. This includes the cost of the use of hardware, software and communication implicit in the use of the contractor’s web site that will be used for registration and information to the participants as well as any other equipment or service that will be needed in order to deliver the services requested. Note that the CO does not have to provide information on the content of the event on their web site but will have to provide a link to the appropriate pages of Cedefop’s site.
