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European Centre for the  

Development of Vocational Training 
Procurement Service 

 
 
 
 
 

                          Thessaloniki, 19/04/06 
                   
 
 

OPEN INVITATION TO TENDER 
CEDEFOP No AO/B/GIS/SER-eKnowVetPoland/009/06 

 

“Reporting on Vocational Education and Training: eKnowVet database. 
Detailed thematic reporting on Training VET teachers and trainers in Poland” 

 
 

TENDER CONDITIONS 
 
 
Dear Sir/Madam, 
 
1. With reference to the open invitation to tender “Reporting on Vocational Education and Training: 

eKnowVet database. Detailed thematic reporting on Training VET teachers and trainers in Poland”, 
published in the Supplement to the Official Journal of the European Union No 2006/S 75-078046 on 
19/04/2006, please find enclosed the necessary documents. 

 
The purpose of this invitation to tender is to conclude a study contract in accordance with the attached 
Tendering Specifications.  

If you are downloading these documents from our website, kindly send us an e-mail (C4T-
services@cedefop.eu.int) notifying us. 

 
2. If you are interested in this contract, you should submit a tender in triplicate in one of the official 

languages of the European Union (preferably in English). 
 
3. You may choose to submit the tender: 
 

a) either by post or by courier not later than 01/06/2006 in which case the evidence shall be constituted by 
the date of dispatch, the postmark or the date of the deposit slip, to the following address: 

 
European Centre for the Development of Vocational Training (Cedefop) 
Procurement Service 
For the attention of Mr C. F. Lettmayr 
PO Box 22 427 
GR – 55102 Thessaloniki 
Greece 
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(b) delivered by hand not later than 17:00 on 01/06/2006 to the following address:  

 
European Centre for the Development of Vocational Training (Cedefop) 

 Procurement Service 
Attention of Mr C. F. Lettmayr 

 Europe 123 
GR-57001 Thessaloniki-Pylea  
Greece 

 
 In this case, a receipt must be obtained as proof of submission, signed and dated by the official in the 

above mentioned Service who took delivery. Cedefop is open from 9.00 to 17:00, Monday to Friday. 
It is closed on Saturday, Sunday and Cedefop’s holidays.  
 

4. Tenders must be placed inside two sealed envelopes. The inner envelope, addressed to the service 
indicated above, should be marked as follows:  

   

OPEN INVITATION TO TENDER 
 

CEDEFOP No AO/B/GIS/SER-eKnowVetPoland/009/06 
 

“Reporting on Vocational Education and Training: eKnowVet database. 
Detailed thematic reporting on Training VET teachers and trainers in 

Poland” 
 

Tender from: (name of tenderer) 

NOT TO BE OPENED BY THE INTERNAL MAIL SERVICE 
 

If self-adhesive envelopes are used, they must be sealed with adhesive tape, and the sender must sign 
across this tape. 

 
5. All the documents that must be produced in order to tender are listed in the attached Tendering 

Specifications. The draft contract is annexed to the Tendering Specifications. 
 
6. Tender must be: 
  

• Signed by the tenderer or his duly authorised representative; 
• Perfectly legible so that there can be no doubt as to words and figures. 

 
7. Submission of a tender implies acceptance of all the terms and conditions set out in this invitation to 

tender, in the specifications and in the draft contract and, where appropriate, waiver of the tenderer’s own 
general or specific terms and conditions. It is binding on the tenderer to whom the contract is awarded for 
the duration of the contract. 

 
8. The opening of tenders will take place at Cedefop on 16/06/2006. Each tenderer may be represented at 

the opening of tenders by one person. The name of the person attending the opening must be notified in 
writing, by fax (Fax No +30 2310 490 028) or by e-mail (C4T-services@cedefop.eu.int), no later than 
17:00 on 13/06/2006. 

 
9. Period of validity of tenders, during which tenderers may not modify the terms of their tenders in any 

aspect: 6 months from 01/06/2006. 

10. Contacts between the contracting authority (Cedefop) and tenderers are prohibited throughout the 
procedure save in exceptional circumstances and under the following conditions only: 
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• Before the final date for submission of tenders: 

At the request of the tenderer, the Cedefop Procurement Service may provide additional information 
solely for the purpose of clarifying the nature of the contract. Any request for additional information 
must be made in writing by fax (fax No +30 2310 490 028) or by e-mail (C4T-
services@cedefop.eu.int). 

Request for additional information received less than five working days before the closing date for 
submission of tenders will not be processed. 

The contracting authority may, on its own initiative, inform interested parties of any error, 
inaccuracy, omission or any other clerical error in the text of the call for tender. 

Any additional information including that referred to above will be sent simultaneously to all 
tenderers who have requested the specifications (candidates invited to tender). 

Please check Cedefop’s website frequently.  All answers to requests for clarifications are also 
published there.  

• After the opening of tenders: 

If clarification is required or if obvious clerical errors in the tender need to be corrected, the 
contracting authority may contact the tenderer provided the terms of the tender are not modified as 
result.  

11. This invitation to tender is in no way binding on Cedefop. Cedefop’s contractual obligation commences 
only upon signature of the contract with the successful tenderer. 

Up to the point of signature, the contracting authority may either abandon the procurement or cancel the 
award procedure, without the candidates or tenderers being entitled to claim any compensation. This 
decision must be substantiated and the tenderers notified.  

 
12. You will be informed whether or not your tender has been accepted. 
 
 
 
Yours sincerely, 
 
 
         
 
Christian F. Lettmayr 
Deputy Director 
 
 
 
 
 
 
 
 
 
 
          
Attached: tendering specifications 
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1.  OBJECT OF THE CONTRACT 
 
 
1.1. About Cedefop  
 
The European Centre for the Development of Vocational Training (Cedefop) is an agency of the European 
Union. Established in 1975 by Council Regulation (EEC) No 337/75 of 10 February 1975, as last amended 
by Council Regulation (EC) No 354/95 of 20 February 1995, with a tripartite Governing Board, it provides 
services for the European Commission, the European Union Member States and the social partners as well as 
for the associated countries of Iceland and Norway. The candidate countries are also associated with its 
activities. 
 
As the European Union’s reference centre for vocational education and training (VET), Cedefop provides 
policy-makers, researchers and practitioners with information to promote a clearer understanding of 
developments and so enable them to take informed decisions on future action. Cedefop assists the European 
Commission in encouraging, at Community level, the promotion and development of VET. 
The main tasks of Cedefop as defined in its founding Regulation are to: 
 
• compile selected documentation and analysis of data; 

• contribute to the development and coordination of research; 

• exploit and disseminate useful information; 

• encourage and support a concerted approach to vocational training development issues; 

• provide a forum for a wide and diverse audience. 

Cedefop’s medium-term priorities for 2006 to 2008 concentrate on the priorities set out in the Maastricht 
communiqué, which has been agreed by 32 European countries, the European Commission and the European 
social partners: 

1. promoting the image and attractiveness of the vocational route for employers and individuals to 
increase participation in VET; 

2. achieving high levels of quality and innovation in VET systems to benefit all learners and make 
European VET globally competitive; 

3. linking VET with the knowledge economy’s requirements for a highly skilled workforce and especially, 
because of the strong impact of demographic change, the upgrading and competence development of 
older workers;  

4. addressing the needs of the low-skilled (about 75 million people aged between 25 and 64 in the EU) and 
disadvantaged groups so as to achieve social cohesion and increase labour market participation.’ 
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1.2. Description of the contract  
 
   

• Description of the object and purpose of the contract 

The purpose of this contract is to draw up a report on Training VET teachers and trainers in Poland. 

• Division into lots 

This call is not divided into lots 

• Place of performance  

Contractor’s premises 

• Variants 

Variants will not be accepted 

• Total quantity or scope 

Indicative amount: 8.000 – 12.000 EUR  

 
 

Duration of the contract1.3.   
 

The contract shall enter into force on the date of signature and shall be valid for a period of one year.  
 

 
2. LEGAL, ECONOMIC, FINANCIAL AND TECHNICAL INFORMATION 
 

2.1 Conditions relating to the contract  

• Main term of financing and payment 

      Payments will be made 30 days after submission of invoices and under the conditions set out 
in the draft contract. 

• Legal form to be taken by the grouping of suppliers 

     Groupings, irrespective of their legal form, may submit bids. Tenderers may, after forming a 
groupings, submit a bid on condition that it complies with the rules of competition. Such 
grouping (or consortia) must specify the company or person heading the project and must also 
submit a copy of the document authorising this company or person to submit a bid. If awarded, 
the contract will be signed by the company or the person heading the project who will be, vis à 
vis Cedefop, the only contracting party responsible for the performance of this contract. 
Tenders from consortia of firms or groups of service providers, contractors or suppliers, must 
specify the role, qualifications and experience of each member or group. 

• Subcontracting 

     Proposed subcontractors has to be approved by Cedefop. The selection and exclusion criteria 
will be applied not just to the tenderer but also to any subcontractors proposed. If awarded, the 
contract will be signed by the tenderer, who will be the only contracting party responsible for 
the performance of the contract. 
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2.2.     Conditions for participation 

2.2.1  Conflict of interest 

The Contractor shall take all necessary measures to prevent any situation that could 
compromise the impartial and objective performance of the Contract. such conflict of 
interests could arise in particular as a result of economic interest, political or national 
affinity, family or emotional ties, or any other relevant connection or shared interest. 
Any conflict of interests which could arise during performance of the Contract must be 
notified to Cedefop in writing without delay. In the event of such conflict, the 
Contractor shall immediately take all necessary steps to resolve it. 

2.2.2.    Legal position – means of proof required 

Tenderers must indicate in which State they have their headquarters or domicile and to 
present the supporting evidence normally acceptable of that country law. In addition, 
they should provide evidence of their inscription in the professional/trade register (if 
applicable). Tenderers are therefore requested to complete the Legal entity form in 
annex III and provide the requested documents. 

2.2.3    Exclusion of tenderers 

• Grounds for exclusion 
 

To be eligible for participating in this contract award procedure, Tenderers must certify 
that they are not in one of the situations listed below: 

 
a) they are bankrupt or being wound up, are having their affairs administered by the 
courts, 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; 

b) they have been convicted of an offence concerning their professional conduct by a 
judgement which has the force of res judicata; 

c) they have been guilty of grave professional misconduct proven by any means which 
the contracting authority can justify; 

d) they have not fulfilled 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; 

e) they have been the subject of a judgement which has the force of res judicata for 
fraud, corruption, involvement in a criminal organization or any other illegal activity 
detrimental to the Communities’ financial interests; 

f) following another procurement procedure or grant award procedure financed by the 
Community budget, they have been declared to be in a serious breach of contract for 
failure to comply with their contractual obligations. 

  
Contracts may not be awarded to tenderers who, during the procurement procedure: 

-  are subject to a conflict of interest; 

- are guilty of misrepresentation in supplying the information required by the 
contracting authority as a condition of participation in the contract procedure or fail to 
supply this information. 
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• Means of proof required 

Cedefop will accept, as satisfactory evidence that the tenderer is not in one of the 
situations described in point a), b) or e) above, production of a recent extract from 
the judicial record or, failing that, a recent equivalent document issued by a judicial 
or administrative authority in the country of origin or provenance showing that those 
requirements are satisfied. 

Cedefop will accept, as satisfactory evidence that the tenderer is not in the situation 
described in point d) above a recent certificate issued by the competent authority of 
the State concerned. Where no such certificate is issued in the country concerned, 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 country of origin or provenance.  

Cedefop reserves the right to check the situation in c) and f) 
 

2.2.4 Selection criteria 

Tenderers are required to prove that they have sufficient economic, financial, technical 
and professional capacity to perform the contract. 

• Economic and financial capacity – means of proof required 

 Proof of economic and financial capacity may in particular be furnished by the 
following documents: 

- appropriate statements from the banks or evidence of professional risk indemnity 
insurance 

- balance sheets or extracts from balance sheets for at least the last two years for 
which accounts have been closed (where publication of the balance sheet is required 
under the company law of the country in which the economic operator is established 

- a statement or overall turnover and turnover concerning the services covered by the 
contract during the last three financial year. 

In case the tenderers are unable to furnish such documents, they are required to provide 
justification. 

• Technical and professional capacity – means of proof required 

 Evidence or the technical and professional capacity may be furnished on the basis of 
the following documents: 

- educational and professional qualifications of the service provider or contractor and 
those of the person(s) responsible for providing the services. The CV(s) must show:  

 relevant professional experience of at least 5 years in the field of VET 
teacher training and/or training evaluation and development. 

 
- list of principal services provided in the past three years with the sums, dates and 
recipients  

- description of the technical equipment and the measures employed to ensure the 
quality of supplies and services, and, if applicable, a description of the firm’s study 
and research facilities 

- an indication of the proportion of the contract which the service provider may 
intend to subcontract 

• Evaluation of tenders 

 Only the tenderers meeting the requirements of the selection stage will have their 
offers evaluated. 
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2.3 Other documents to be provided 

• Individual(s) entitled to sign the contract 

 Tenderers should submit a statement containing the name and position of the individual(s) 
entitled to sign the contract. 

• Financial identification form 

 The financial identification form in annex II must be sent, duly completed and signed, with 
the tender. 

 

3 TECHNICAL SPECIFICATIONS 

 

3.1    Background information and context of Cedefop’s eKnowVet database 
 

These specifications provide a summary description of the external assistance required to 
contribute to Cedefop’s database of information on vocational education and training called 
eKnowVet for the 25 EU Member States (plus Norway and Iceland). This information is 
published on-line in Cedefop’s European Training Village. The eKnowVet database comprises 
information on the following themes: 
• Initial vocational education and training; 
• Continuing vocational education and training; 
• Training VET teachers and trainers; 
• Skills and competence development and innovative pedagogy; 
• Validation of learning – recognition and mobility; 
• Guidance and counselling for learning, career and development; 
• Financing – investment in human resources; 
Each information collection exercise follows a similar process, whereby Cedefop defines a 
common thematic sub-structure, which all countries must follow. 
 
In 2003-2005, Cedefop prepared detailed reports on Training VET teachers and trainers for the 
EU-25 Member States plus Norway and Iceland (excluding Poland as the call for tender was 
unsuccessful). Each report followed exactly the same structure (as outlined below) and was input 
into the eKnowVet database. Many of these inputs have been published and can be consulted on 
Cedefop’s European Training Village at www.trainingvillage.gr (under national VET systems, 
detailed thematic analysis). Cedefop would like to complete this series by undertaking a 
detailed thematic analysis for Poland.  
 
The European Training Foundation prepared reports called “Information Collection on the 
Situation of VET Teachers and Trainers in Candidate Countries” including Poland plus an 
overview of all the reported countries. This may provide some information that could be used for 
the study, and Cedefop will send to the successful contractor the electronic version of the relevant 
file. 
 
The input for this theme must follow the same structure as for the EU-25 plus Norway and 
Iceland (see below; a more detailed explanation is given at the end of these specifications). Each 
number represents a different database entry. For the theme Training VET teachers and trainers 
information shall be gathered and submitted according to the following sub-structure: 
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0601 TYPES OF TEACHERS AND TRAINERS IN VOCATIONAL EDUCATION AND TRAINING  

060101 Differences between teachers and trainers 
060102 Development of policies for VET teachers, VET trainers and other learning facilitators 
060103  Role of VET teachers and trainers in the VET system 
0602  TYPES OF TEACHERS AND TRAINERS IN IVET 
060201  Pre-service training for IVET teachers 
06020101  Admission requirements 
06020102  Training models and process 
06020103  Training content and Curricula  
06020104  Assessment and quality monitoring 
060202  In-service, continuing training and development for IVET teachers  
060203  Pre-service training for IVET trainers and other learning facilitators 
06020301  Admission requirements 
06020302  Training models and process  
06020303  Training content and Curricula 
06020304 Assessment and quality monitoring 
060204  In-service, continuing training and development for IVET trainers and other learning 

facilitators  
060205  Issues of interest 
0603 TYPES OF TEACHERS AND TRAINERS IN CVET 
060301  Pre-service training for CVET teachers  
06030101  Admission requirements 
06030102  Training models and process 
06030103 Training content and Curricula  
06030104 Assessment and quality monitoring 
060302  In-service, continuing training and development for CVET teachers  
060303  Pre-service training for CVET trainers and other learning facilitators 
06030301  Admission requirements 
06030302  Training models and process 
06030303 Training content and Curricula 
06030304  Assessment and quality monitoring 
060304  In-service, continuing training and development for CVET trainers and learning facilitators  
060305  Issues of interest 
0604  UNIONS/ASSOCIATIONS AND RESOURCES 
0605  BIBLIOGRAPHICAL REFERENCE AND WEB SITES. 
 

 
 

3.2   Purpose of the contract 

Cedefop is therefore launching the present call for tender for a study that will provide Cedefop with a 
detailed report on Training VET teachers and trainers in Poland. This report will be added to the 
already existing eKnowVet database for the EU-25 Member States plus Norway and Iceland. 

 

3.3. Tasks and methodologies 
 

Guidelines and structure 
 

 Introduction 
The information provided must be exactly according to the structure outlined in the template below. 
The author should bear in mind that the information will not be published as a whole report but as 
separate database entries. Users of the database shall be able to look for both specific and general 
information for training VET teachers and trainers either on a national or trans-national basis. 
Furthermore, the information provided will be used for a cross-national comparison. To suit the 
requirements of an electronic database, the information must be presented in a succinct and clear way. 
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The text in each box must be understandable on its own, as users may want to retrieve information 
from specific database entries only. At the same time, information within the individual boxes may be 
used as a basis to form comprehensive reports. The contractor must therefore carefully consider how 
to present their information to meet these different purposes. All information must be provided in 
English. 
 

 Target groups 
eKnowVet information is designed to meet the needs of diverse target groups including: policy 
makers, vocational training practitioners and researchers at EU, national, regional and local levels 
concerned with and/or interested in VET. The users may not be specialists in the particular themes, so 
the terminology used should take this into account. Clear definitions must be provided and individual 
systems explained in such a way that they are understandable to non-nationals as well as non-
specialists. 
 

 Structure of the Theme 
A specific structure has been defined which must be followed exactly and no field left empty. If the 
information is not applicable to Poland it must be stated and also where no information is available. 
The contractor should therefore consider how best to present the Polish system of training VET 
teachers and trainers within this structure. 
 

 Key parameters 
Below are described standard key parameters that must be followed when completing each of the 
detailed thematic analyses. Any deviation from these should be mentioned and explained. 
 

 Reference year 
The reference year for the detailed thematic analysis is 2005. 

 Statistics and figures 
· Statistics should be provided for years 1990, 1995, 2000 and 2005 (or the closest possible year). 
Reference years must always be given. Indications should be given if they refer to academic rather 
than calendar years. 

· International sources must be used whenever possible (Eurostat and OECD). If they are not accurate 
or available, national statistics may be used. The source must always be given. 

· Monetary figures should be given in Euro and domestic currency with an indication of the exchange 
rate used. 

· When indicating a breakdown of figures, percentages should be used. 

· Cedefop’s style manual (available on demand) should be used for presenting figures, tables and 
spelling for certain words. 

 Terminology  
· National terms and proper names (e.g. names of institutions, training programmes, etc.) should be 
provided in an English translation (or explanation of term) followed by the term in the national/official 
language(s) plus the abbreviation or acronym in parentheses. 

 Descriptions 
· Where major reforms have occurred recently, the ‘pre-reform’ system should be briefly referred to 
but most of the description should be on the ‘post-reform’ system. If both are working in parallel, they 
should both be explained but with more emphasis on the ‘new’ system. 

· A list of bibliographic sources and references must be provided. 
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Theme: Training VET teachers and trainers – The template 

This section provides the exact structure and guidelines to be followed for the input of this theme. Depending 
on the country, the different database field may require a certain amount of repetition (e.g. training for IVET 
teachers might be the same as training for CVET teachers). Where this is the case, the contractor must 
consider whether cross referencing or repeating information is more appropriate. To suit the nature of the 
database format, Cedefop recommends a certain degree of repetition (see information already published in 
the training village: www.trainingvillage.gr, under national VET systems, detailed thematic analysis).  
 
Overall aim: to describe pre-service (initial) and in-service (continuing) training for teachers, trainers and 
other learning facilitators working within the initial and/or continuing vocational education and training 
(VET) system. Special attention is given to admission requirements, curricula and assessment as well as 
quality assurance issues. A specific part is dedicated to organisations involved with, and providing support 
to, training for VET teachers and trainers. 
 
0601 TYPES OF TEACHERS AND TRAINERS IN VOCATIONAL EDUCATION AND TRAINING  

060101 Differences between teachers and trainers 
060102 Development of policies for VET teachers, VET trainers and other learning facilitators 
060103  Role of VET teachers and trainers in the VET system 
0602  TYPES OF TEACHERS AND TRAINERS IN IVET 
060201  Pre-service training for IVET teachers 
06020101  Admission requirements 
06020102             Training models and process 
06020103  Training content and Curricula  
06020104  Assessment and quality monitoring 
060202  In-service, continuing training and development for IVET teachers  
060203  Pre-service training for IVET trainers and other learning facilitators 
06020301  Admission requirements 
06020302  Training models and process  
06020303             Training content and Curricula 
06020304 Assessment and quality monitoring 
060204  In-service, continuing training and development for IVET trainers and other learning 

facilitators  
060205  Issues of interest 
0603 TYPES OF TEACHERS AND TRAINERS IN CVET 
060301  Pre-service training for CVET teachers  
06030101  Admission requirements 
06030102             Training models and process 
06030103 Training content and Curricula  
06030104 Assessment and quality monitoring 
060302  In-service, continuing training and development for CVET teachers  
060303  Pre-service training for CVET trainers and other learning facilitators 
06030301  Admission requirements 
06030302             Training models and process 
06030303 Training content and Curricula 
06030304        Assessment and quality monitoring 
060304  In-service, continuing training and development for CVET trainers and learning facilitators  
060305  Issues of interest 
0604  UNIONS/ASSOCIATIONS AND RESOURCES 
0605  BIBLIOGRAPHICAL REFERENCE AND WEB SITES. 
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0601 TYPES OF TEACHERS AND TRAINERS IN VOCATIONAL 
EDUCATION AND TRAINING  

“Teachers” and “trainers” of vocational education and training refer to a whole host of practitioners 
working in different contexts and situations and with very different methods.  Please describe briefly 
the different kinds of recognised teaching and training occupations in your country.  Outline if they 
are defined by law, professional regulation, etc.  Please provide an overview table based on 
occupational classifications and place of teaching/training. (Please note that you will have the 
opportunity to describe these in more detail below.)   

060101  Differences between teachers and trainers What are the main differences between VET teachers and VET trainers and other learning 
facilitators in terms of entry requirements into their professions (if any?), professional 
experience and background, qualifications, etc?  

 

Please note that most of this theme is structured according to teachers and trainers within IVET and 
those within CVET. There may be more similarities between IVET and CVET teachers and trainers, 
which ever system they teach/train in, but the structure of this theme must reflect that of others within 
the database for ease of comparison. 

060102  Development of policies for VET teachers, 
VET trainers and other learning facilitators 

Please outline the development of VET teacher/trainer training in your country (tradition, main 
institutions, social partners’ involvement, etc.) over the past 5-10 years (for a more in-depth history, 
please cite a standard source of information). 
What are the most important recent and upcoming policy reforms in VET teacher/trainer training in 
your country? What are their main principles, main drivers, main changes? What elements of the 
system are at the centre of the reform (e.g. training system, entry requirements, recruitment and 
retention issues, etc.)? Are the teacher/trainer professions becoming more or less regulated? Why? 
What is the role of VET teachers and trainers in the development of VET policy? 

060103  Role of VET teachers and trainers in the VET 
system 

Please outline the role of VET teachers/trainers and learning facilitators within the VET system, 
itself. Please indicate their influence on, for example, curriculum development, pedagogy, 
qualifications, assessment, etc. Is there a different influence on the IVET and CVET system and does 
this depend on the occupation of the teacher/trainer/learning facilitator? 
Please list in a table all types of occupation (e.g. practical subject teachers, general subject teachers, 
workplace trainers etc.) and their place of work (e.g. IVET schools, training centres, enterprises, 
polytechnics, etc). Where possible, please provide figures on the age distribution of the teachers and 
trainers in IVET (preferably according to the following age criteria <25, 25-34, 35-44, 45-54, 55-64, 
>65) as well as the gender balance (reference year: latest year available). If possible, also provide 
salary rates according to types of teacher/trainer/learning facilitator occupations.  How are they 
decided and/or negotiated (and by whom)? What is the structure for attracting people to the 
profession and recruiting IVET teachers, trainers and learning facilitators? 

0602 TYPES OF TEACHERS AND TRAINERS IN IVET 

060201 Pre-service training for IVET teachers Please describe the initial, pre-service training structure for IVET teachers. Where does the training 
take place (e.g. at post secondary or tertiary level.)? Does the structure change according to type of 
subject, where participants will teach/train/facilitate and at what level, type of subject, etc.? If so, 
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 how? Is there a system of guidance to assist applicants in their choices? 
 The information in this section should be provided separately for all (or grouped typologies) types of 

teachers in IVET as described in 0602.  
 
06020101  Admission requirements Is there a pre-defined level of qualifications necessary to become a teacher in IVET? Are there other 

entry requirements? If so, what are they and who defines them? Do qualification levels differ 
according to, for example, where they will teach, type of subject, etc.? Please describe. Are there 
ways to assess non-formal/informal qualifications and/or professional experience to encourage access 
for a wider group of people?  

06020102  Training models and process  Please describe the training models that characterise pre-service training for IVET teachers (for each 
of the different types explained in 0602).  For example, do trainee teachers obtain qualifications 
which are primarily dedicated to their chosen teaching subject (e.g. in mathematics or carpentry) and 
are then converted into a teacher qualification or are there pedagogical qualifications within which a 
specific subject is integrated.  Are there differences in the type of training model pursued for different 
levels (lower secondary, upper secondary, post secondary or tertiary) and if so, what are they?  How 
is the teaching/learning process organised and is a practical element included? 

06020103 Training content and Curricula Which bodies are involved in defining the curricula and are IVET teacher organisations involved? 
Please indicate how the curricula takes into account training in specialist/new/traditional skills and 
pedagogies, for example:  

• preparing IVET teachers for different VET learning environments (e.g. classroom, work 
simulation, etc.);  

• preparing IVET teachers to fulfil different roles (e.g. mentor, tutor, learning advisor, etc.) in 
a variety of settings, both formal and non-formal;  

• use of new technologies (incl. ICT) in learning (e.g. eLearning);  
• preparing IVET teachers to manage mixed groups of students (incl. migrants or students 

with special needs);  
• school management and administration (incl. how to ensure closer links between IVET 

providers and enterprises)  
• other.  

The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in IVET as described in 0602. 

06020104 Assessment and quality monitoring  Describe the bodies assessing, awarding and accrediting formal qualifications for IVET teachers in 
your country (e.g. Ministry of education, Ministry of labour, professional sectors, etc.)? Are teacher 
organisations involved in this process, if so, how? 
What are the evaluation methods, procedures, stages and criteria leading to the award of formal 
qualifications? 
Are there continuous assessment procedures in place to monitor/evaluate quality and performance 
while in-service? Please describe the various procedures possible and their regularity. What are the 
possible consequences in terms of career (promotion and wages) and of requirements for continuing 
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in-service training? 
The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in IVET as described in 0602. 

060202 In-service, continuing training and 
development for IVET teachers  

How is in-service, continuing training for IVET teachers organised? Is it regulated (compulsory 
and/or voluntary)? What benefits can IVET teachers gain (e.g. promotion)? If it is voluntary, are 
there specific benefits and/or incentives to participation? Is it part of a quality assurance system (if 
so, please describe) to keep their skills and competences up to date? Is guidance available to advise 
IVET teachers to improve their skills and/or to change their career path? 
Please describe the main features of in-service training provision (both internal and external). Which 
are the most common subjects pursued? Are there mismatches in provision (i.e. are the majority of 
subjects pursued related to compulsory training or are there particular demands for certain courses? – 
please indicate any studies on this issue with full references). Which multinational exchange 
programmes do IVET teachers in your country participate in (e.g. Socrates)? 
The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in IVET as described in 0602. 

060203  Pre-service training for IVET trainers and other 
learning facilitators 

Please describe the initial, pre-service training structure for IVET trainers and other learning 
facilitators. Where does the training take place? Does the structure change according to type of 
subject, where participants will teach/train/facilitate and at what level, type of subject, etc.? If so, 
how? Is there a system of guidance to assist applicants in their choices? 
The information in this section should be provided separately for all (or grouped typologies) types of 
trainers in IVET as described in 0602. 

06020301 Admission requirements Is there a pre-defined level of qualifications necessary to become a trainer/learning facilitator in 
IVET? Are there other entry requirements? If so, what are they and who defines them? Do 
qualification levels differ according to, for example, where they will teach, type of subject, etc.? 
Please describe. Are there ways to assess non-formal/informal qualifications and/or professional 
experience to encourage access for a wider group of people?  

06020302 Training models and process Please describe the training models that characterise pre-service training for IVET trainers and 
learning facilitators (for each of the different types explained in 0602).  For example, do trainee 
teachers obtain a qualification in their chosen subject (e.g. computing or metal work) which is then 
converted into a trainer’s qualification or are there any other models?  Are there differences in the 
type of training model pursued for different sectors and if so, what are they? How is the 
teaching/learning process organised and is a practical element included? 

06020303 Training content and Curricula  Which bodies are involved in defining the curricula and are IVET trainer organisations involved?  
Please indicate how the curricula takes into account training in specialist/new/traditional skills and 
pedagogies, for example:  

• preparing IVET trainers for different VET learning environments (e.g. classroom, work 
simulation, etc.);  

• preparing IVET trainers to fulfil different roles (e.g. mentor, tutor, learning advisor, etc.) in 
a variety of settings, both formal and non-formal;  
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• use of new technologies (incl. ICT) in learning (e.g. eLearning);  
• preparing IVET trainers to manage mixed groups of students (incl. migrants or students with 

special needs);  
• school management and administration (incl. how to ensure closer links between IVET 

providers and enterprises)  
• other.  

The information in this section should be provided separately for all (or grouped typologies) types of 
trainers/learning facilitators in IVET as described in 0602. 

06020304 Assessment and quality monitoring Describe the bodies assessing, awarding and accrediting formal qualifications for IVET trainers in 
your country (e.g. Ministry of education, Ministry of labour, professional sectors, etc.)? Are trainer 
organisations involved in this process, if so, how? 
What are the evaluation methods, procedures, stages and criteria leading to the award of formal 
qualifications? 
Are there continuous assessment procedures in place to monitor/evaluate quality and performance 
while in-service? Please describe the various procedures possible and their regularity. What are the 
possible consequences in terms of career (promotion and wages) and of requirements for continuing 
in-service training? 
The information in this section should be provided separately for all (or grouped typologies) types of 
trainers/learning facilitators in IVET as described in 0602. 

060204  In-service, continuing training and 
development for IVET trainers and other 
learning facilitators  

How is in-service, continuing training for IVET trainers and learning facilitators organised? Is it 
regulated (compulsory and/or voluntary)? What benefits can they gain (e.g. promotion)? If it is 
voluntary, are there specific benefits and/or incentives to participation? Is it part of a quality 
assurance system (if so, please describe) to keep their skills and competences up to date? Is guidance 
available to advise how to improve their skills and/or to change their career path? 
Please describe the main features of in-service training provision (both internal and external).  Which 
are the most common subjects pursued? Are there mismatches in provision (i.e. are the majority of 
subjects pursued related to compulsory training or are there particular demands for certain courses? – 
please indicate any studies on this issue with full references). Which multinational exchange 
programmes do IVET trainers/learning facilitators in your country participate in (e.g. Socrates)? 
The information in this section should be provided separately for all (or grouped typologies)  types of 
trainers/learning facilitators in IVET as described in 0602. 
Please outline and discuss any particular debates/innovations/reforms related to the training of IVET 
teachers, trainers and learning facilitators in your country.   

060205  Issues of interest 

Please list in a table all types of occupation (e.g. practical subject trainers, general subject trainers, 
workplace trainers etc.) and their place of work (e.g. CVET schools, training centres, enterprises, 
etc). Where possible, please provide figures on the age distribution of the teachers and trainers in 
CVET (preferably according to the following age criteria <25, 25-34, 35-44, 45-54, 55-64, >65) as 
well as the gender balance (reference year: latest year available). If possible, also provide salary rates 
according to types of teacher/trainer/learning facilitator occupations.  How are they decided and/or 

0603  TYPES OF TEACHERS AND TRAINERS IN CVET 
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negotiated (and by whom)? What is the structure for attracting and recruiting people to become 
CVET teachers, trainers and learning facilitators? 

060301  Pre-service training for CVET teachers  Please describe the initial, pre-service training structure for CVET teachers. Where does the training 
take place (e.g. at post secondary or tertiary level.)? Does the structure change according to type of 
subject, where participants will teach/train/facilitate and at what level, type of subject, etc.? If so, 
how?  Is there a system of guidance to assist applicants in their choices? 
The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in CVET as described in 0603. 

06030101  Admission requirements Is there a pre-defined level of qualifications necessary to become a teacher in CVET? ? Are there 
other entry requirements? If so, what are they and who defines them? Do qualification levels differ 
according to, for example, where they will teach, type of subject, etc.? Please describe. Are there 
ways to assess non-formal/informal qualifications and/or professional experience to encourage access 
for a wider group of people?  

06030102 Training models and process Please describe the training models that characterise pre-service training for CVET teachers (for each 
of the different types explained in 0603). For example, do trainee teachers obtain a qualification 
primarily in their chosen teaching subject (e.g. in mathematics or carpentry) which is then converted 
into a teacher qualification or are there pedagogical qualifications within which a specific subject is 
integrated ? Are there differences in the type of training model pursued for different types of CVET 
and if so, what are they? How is the teaching/learning process organised and is a practical element 
included? 

06030103 Training content and Curricula  Which bodies are involved in defining the curricula and are CVET teacher organisations involved? 
Please indicate how the curricula takes into account training in specialist/new/traditional skills and 
pedagogies, for example:  

• preparing CVET teachers for different VET learning environments (e.g. classroom, work 
simulation, etc.);  

• preparing CVET teachers to fulfil different roles (e.g. mentor, tutor, learning advisor, etc.) in 
a variety of settings, both formal and non-formal;  

• use of new technologies (incl. ICT) in learning (e.g. eLearning);  
• preparing CVET teachers to manage mixed groups of students (incl. migrants or students 

with special needs);  
• school management and administration (incl. how to ensure closer links between CVET 

providers and enterprises)  
• other.  

The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in CVET as described in 0603. 

06030104  Assessment and quality monitoring Describe the bodies assessing, awarding and accrediting formal qualifications for CVET teachers in 
your country (e.g. Ministry of education, Ministry of labour, professional sectors, etc.)? Again, are 
teacher organisations involved in this process, if so, how? 
What are the evaluation methods, procedures, stages and criteria leading to the award of formal 
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qualifications? 
Are there continuous assessment procedures in place to monitor/evaluate quality and performance 
while in-service? Please describe the various procedures possible and their regularity. What are the 
possible consequences in terms of career (promotion and wages) and of requirements for continuing 
in-service training? 
The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in CVET as described in 0603. 

060302  In-service, continuing training and 
development for CVET teachers  

How is in-service, continuing training for CVET teachers organised? Is it regulated (compulsory 
and/or voluntary)? What benefits can they gain (e.g. promotion)? If it is voluntary, are there specific 
benefits and/or incentives to participation? Is it part of a quality assurance system (if so, please 
describe) to keep their skills and competences up to date? Is guidance available to advise how to 
improve their skills and/or to change their career path? 
Please describe the main features of in-service training provision (both internal and external). Which 
are the most common subjects pursued? Are there mismatches in provision (i.e. are the majority of 
subjects pursued related to compulsory training or are there particular demands for certain courses? – 
please indicate any studies on this issue with full references). Which multinational exchange 
programmes do CVET teachers in your country participate in (e.g. Socrates)? 
The information in this section should be provided separately for all (or grouped typologies)   types 
of teachers in CVET as described in 0603. 

060303  Pre-service training for CVET trainers and 
other learning facilitators 

Please describe the initial, pre-service training structure for CVET trainers and other learning 
facilitators. Where does the training take place? Does the structure change according to type of 
subject, where participants will teach/train/facilitate and at what level, type of subject, etc.? If so, 
how?  Is there a system of guidance to assist applicants in their choices? 
The information in this section should be provided separately for all (or grouped typologies) types of 
trainers and learning facilitators in CVET as described in 0603. 

06030301  Admission requirements Is there a pre-defined level of qualifications necessary to become a trainer/learning facilitator in 
CVET? Are there other entry requirements? If so, what are they and who defines them? Do 
qualification levels differ according to, for example, where they will teach, type of subject, etc.? 
Please describe. Are there ways to assess non-formal/informal qualifications and/or professional 
experience to encourage access for a wider group of people?  

06030302            Training models and process       Please describe the training models that characterise pre-service training for CVET trainers and 
learning facilitators (for each of the different types explained in 0603). For example, do trainee 
trainers obtain a qualification in their chosen subject (e.g. computing or metal work) which is then 
converted into a trainer’s qualification or are there any other models?  Are there differences in the 
type of training model pursued for different sectors and if so, what are they? How is the 
teaching/learning process organised and is a practical element included? 

06030303 Training content and Curricula  Which bodies are involved in defining the curricula and are CVET trainer/learning facilitator 
organisations involved? 
Please indicate how the curricula takes into account training in specialist/new/traditional skills and 
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pedagogies, for example:  
• preparing CVET trainers/learning facilitators for different VET learning environments (e.g. 

classroom, work simulation, etc.);  
• preparing CVET trainers/learning facilitators to fulfil different roles (e.g. mentor, tutor, 

learning advisor, etc.) in a variety of settings, both formal and non-formal;  
• use of new technologies (incl. ICT) in learning (e.g. eLearning);  
• preparing CVET trainers/learning facilitators to manage mixed groups of students (incl. 

migrants or students with special needs);  
• school management and administration (incl. how to ensure closer links between CVET 

providers and enterprises)  
• other.  

The information in this section should be provided separately for all (or grouped typologies) types of 
trainer/learning facilitator in CVET as described in 0603. 

06030304  Assessment and quality monitoring Describe the bodies assessing, awarding and accrediting formal qualifications for CVET 
trainers/learning facilitators in your country (e.g. Ministry of education, Ministry of labour, 
professional sectors, etc.)? Again, are trainer organisations involved in this process, if so, how? 
What are the evaluation methods, procedures, stages and criteria leading to the award of formal 
qualifications? 
Are there continuous assessment procedures in place to monitor/evaluate quality and performance 
while in-service? Please describe the various procedures possible and their regularity. What are the 
possible consequences in terms of career (promotion and wages) and of requirements for continuing 
in-service training? 
The information in this section should be provided separately for all (or grouped typologies) types of 
trainer/learning facilitator in CVET as described in 0603. 

060304  In-service, continuing training and 
development for CVET trainers and learning 
facilitators  

How is in-service, continuing training for CVET trainers and learning facilitators organised? Is it 
regulated (compulsory and/or voluntary)? What benefits can they gain (e.g. promotion)? If it is 
voluntary, are there specific benefits and/or incentives to participation? Is it part of a quality 
assurance system (if so, please describe) to keep their skills and competences up to date? Is guidance 
available to advise how to improve their skills and/or to change their career path? 
Please describe the main features of in-service training provision (both internal and external). Which 
are the most common subjects pursued? Are there mismatches in provision (i.e. are the majority of 
subjects pursued related to compulsory training or are there particular demands for certain courses? – 
please indicate any studies on this issue with full references). Which multinational exchange 
programmes do CVET trainers/learning facilitators in your country participate in (e.g. Socrates)? 
The information in this section should be provided separately for all (or grouped typologies) types of 
teachers in CVET as described in 0603.  

060305  Issues of interest Please outline and discuss any particular debates/innovations/reforms related to the training of CVET 
teachers, trainers and learning facilitators in your country.. 

0604  UNIONS/ASSOCIATIONS AND RESOURCES Please provide a list of organisations/institutions/bodies involved in training for teachers and trainers. 
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These could be:  
Unions/associations which provide training to VET teachers and trainers;  
Resource, information and documentation centres specialised in the field of training of teachers and 
trainers;  
Associations of teachers and trainers (e.g. trade union bodies, professional associations); 
Directories (e.g. catalogues of training provision, catalogues of research, catalogues of institutions, 
etc.) 

0605  BIBLIOGRAPHICAL REFERENCE AND WEB SITES. Please provide a list of bibliographic references you used to describe, analyse and discuss training of 
teachers and trainers in your country. A list of useful web-sites (incl. URL) would also be welcome 
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3.4  Deliverables and timetable (Outcomes) 
 

The successful tender is expected to deliver to Cedefop: 

• an interim report (i.e. draft version of the final study report) 3 months 
following the signature of the contract; 

• the final study report 6 months following the signature of the contract with 
Cedefop;  

 
 4. AWARD OF THE CONTRACT 

With regard to the tenderer(s) who meet the selection criteria, the contract shall be awarded under 
the best-value-for-money procedure (best quality/price ratio).  

A quality-price ratio will be calculated for each tender by dividing the score for quality by the 
price, thus indicating which tender represents the best value for money. 

Tenders scoring less than 65 (of a maximum of 100) points on quality, will not be considered 
technically acceptable.  

  

4.1 Technical Evaluation of the tender 

• Evidence to be provided  

The technical evaluation of the tenders will be assessed according to the ability of the 
tenderers to meet the purpose of the contract as described in 1.2 above. To this regard, 
tenderers have to present: 

 a detailed description of the envisaged approach for the work, including a list of 
potential data-sources; 

 a detailed work plan including:  

- how the work will be organised and managed; 

- a timetable with description of the deliverables (please refer to point 3.4 of the 
Technical Specifications) 

- a list of team members (if applicable) together with an explanation of the nature 
and extent of their participation in the work and with their CVs. 

• Weightings to be applied  

The following weightings will be applied: 

a) Level of understanding of the nature of the proposed analysis, its context and results to 

be achieved (30 points); 

b) Quality and appropriateness of the methods suggested to carry out the work, i.e. how the 

work will be undertaken (e.g. envisaged steps, data sources to be used) to meet the 

requirements outlined in the technical specifications (40 points); 

c) Organisation and management of the analysis (30 points): 

c.1) organisational approach and working methods (10 points); 

c.2) type and degree of involvement of the proposed expert(s) (10 points); 

c.3) capacity to perform the tasks within the deadline given (10 points). 
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4.2 Financial Evaluation of the tender 

 

• Evidence to be provided 

The financial evaluation will be assessed on the basis of the price of the tender. i.e. the 
total price (number of man-days required multiplied by the unit price(s)). The Tenderer 
must present a full breakdown of prices.  

 
• Information concerning price 

- The price quoted must be fixed and not revisable. 
- Prices must be quoted in euro and include all expenses. 
- Travel expenses for any meetings with Cedefop arising from this study should not 

be included in the tender. If such a meeting is required, then, subject to Cedefop’s 
prior agreement, travel expenses will be met from another budget. 

- Under article 3 and 4 of the Protocol on the Privileges and Immunities of the 
European Communities, Cedefop is exempt from all charges, taxes and dues, 
including value added tax (VAT). Such charges may not therefore be included in 
the calculation of the price quoted. The VAT amount must be indicated 
separately.  

- All costs incurred in preparing and submitting tenders are borne by the tenderers 
and cannot be reimbursed. 
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European Centre for the  
Development of Vocational Training 
 
 

 
DRAFT CONTRACT No  ...................  

 
The European Centre for the Development of Vocational Training, hereinafter referred to as “Cedefop”, 
which is represented for the purposes of the signature of this contract by Ms. Mara Brugia, Head of 
Area B, Reporting and Facilitating a concerted approach, 
 
of the one part, 
 
and 
 
[official name in full] 
[official legal form]  
[statutory registration number] 
[official address in full] 
[VAT registration number] 
 
hereinafter referred to as "the Contractor", [represented for the purposes of the signature of this contract 
by [name in full and function,]]  
 
of the other part, 

 
HAVE AGREED  

 
the Special Conditions and the General Conditions below and the following Annexes: 

 
Annex I –    Tender Specifications (Invitation to Tender No [complete] of [complete]) and Monitoring. 

Annex II –  Rules concerning the reimbursement of the travel, subsistence and miscellaneous expenses 
of experts from outside Cedefop invited to meetings. 

Annex III – Contractor’s tender. 

 
 
which form an integral part of this contract (hereinafter referred to as “the Contract”). 
 
 
The terms set out in the Special Conditions shall take precedence over those in the other parts of the 
Contract. The terms set out in the General Conditions shall take precedence over those in the Annexes. 
The terms set out in the Tender Specifications (Annex I) shall take precedence over those in the Tender 
(Annex IΙI). 
 
Subject to the above, the several instruments forming part of the Contract are to be taken as mutually 
explanatory. Ambiguities or discrepancies within or between such parts shall be explained or rectified 
by a written instruction issued by Cedefop, subject to the rights of the Contractor under Article I.7 
should he dispute any such instruction.  
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I – SPECIAL CONDITIONS
 
 
ARTICLE I.1 - SUBJECT 
 
I.1.1. The subject of the Contract is [short description of subject] in accordance with the conditions 

laid down in this contract and the annexes thereto and as set out in Annex I. 
 
I.1.2. The Contractor shall execute the tasks assigned to him in accordance with the Tender 

Specifications annexed to the Contract (Annex I). 
 
 
ARTICLE I.2 - DURATION 
 
I.2.1. The Contract shall enter into force on the date on which it is signed by the last contracting party.  
 
I.2.2. Execution of the tasks may under no circumstances begin before the date on which the Contract 

enters into force. 
 
I.2.3. The duration of the tasks shall not exceed 12 months. This period and all other periods specified 

in the Contract are calculated in calendar days. Execution of the tasks shall start from the date of 
entry into force of the Contract. The period of execution of the tasks may be extended only with 
the express written agreement of the parties before such period elapses. 

 
 
ARTICLE I.3 –  CONTRACT PRICE 
 
I.3.1. The [maximum] total amount to be paid by Cedefop under the Contract shall be EUR [amount in 

figures and in words] covering all tasks executed. 

I.3.2. The total amount referred to in the above paragraph shall be fixed and not subject to revision.  

I.3.3. In addition to the total amount specified in Article I.3.1, travel, subsistence and shipment 
expenses shall be reimbursed in accordance with Annex II.  

 

ARTICLE I.4 – PAYMENT PERIODS AND FORMALITIES 
 
Payments under the Contract shall be made in accordance with Article II.4. Payments shall be executed 
only if the Contractor has fulfilled all his contractual obligations by the date on which the invoice is 
submitted. Payment requests may not be made if payments for previous periods have not been executed 
as a result of default or negligence on the part of the Contractor. 
 
I.4.1. Pre-financing: 

 
Following signature of the Contract by the last contracting party, within 30 days of the receipt by 
Cedefop of a request for pre-financing with a relevant invoice, a pre-financing payment, equal to 30% of 
the total amount referred to in Article I.3.1., shall be made.  
 
I.4.2. Interim payment 
 
Request for interim payment by the Contractor shall be admissible if accompanied by: 
- the interim report on accordance with the instructions laid down in Annex I 
- the relevant invoice(s) 
 
provided the report has been approved by Cedefop. 
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Cedefop shall have forty-five days from receipt to approve or reject the report, and the Contractor shall 
have forty-five days in which to submit additional information or a new report. 
 
Within thirty days of the date in which the report is approved by Cedefop, an interim payment 
corresponding to the relevant invoice(s) equal to 30% of the total amount referred to in Article I.3.1., 
shall be made 

 
I.4.3. Payment of the balance: 
 
Request for payment of the balance of the Contractor shall be admissible if accompanied by: 
 
- the final report in accordance with the instructions laid down in Annex I 
- the relevant invoice(s) 
 
provided the report and the other documents have been approved by Cedefop. 
 
Cedefop shall have forty-five days from receipt to approve or reject the above documents, and the 
Contractor shall have forty-five days in which to submit additional information, a new report or new 
documents. 
 
Within thirty days of the date in which the above mentioned documents are approved by Cedefop, an 
payment of the balance, corresponding to the relevant invoice(s), equal to 40% of the total amount 
referred to in Article I.3.1., shall be made 

 
Invoices must state: 

– the price in EUR and the total price excluding VAT 

– the VAT amount in EUR separately 

– that the amount invoiced is exempt from VAT under the Articles 3 and 4 of the PPI. The 
current provisions in Greece shall apply to VAT exemption. 

 
ARTICLE I.5 – BANK ACCOUNT  
 
Payments shall be made to the Contractor’s bank account denominated in Euro, identified as follows:  

 
Name of bank: [complete] 
Exact designation of account holder: [complete] 
IBAN code: [complete]] 
BIC code: [complete] 

 
 
ARTICLE I.6 – GENERAL ADMINISTRATIVE PROVISIONS 
 
Any communication relating to the Contract shall be made in writing and shall bear the Contract 
number. Ordinary mail shall be deemed to have been received by Cedefop on the date on which it is 
registered by the department responsible indicated below. Communications shall be sent to the 
following addresses: 
 

Cedefop: 
 
European Centre for the Development of Vocational Training (Cedefop)  
Procurement Service (C4T) 
Office 4.19  
PO Box 22427 
GR – 55 102 Thessaloniki  
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Contractor: 
 
Mr/Mrs/Ms [complete] 
[Function] 
[Company name] 
[Official address in full] 

 
 
ARTICLE I.7– APPLICABLE LAW AND SETTLEMENT OF DISPUTES 
 

I.7.1. The Contract shall be governed by the Greek law.  

I.7.2. Any dispute between the parties resulting from the interpretation or application of the Contract 
which cannot be settled amicably shall be brought before the courts of Thessaloniki. 

 
 
ARTICLE I.8 – OTHER SPECIAL CONDITIONS 
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II – GENERAL CONDITIONS 
 
ARTICLE II.1 – PERFORMANCE OF THE CONTRACT 
 
 
II.1.1. The Contractor shall perform the Contract to the highest professional standards. The Contractor 

shall have sole responsibility for complying with any legal obligations incumbent on him, 
notably those resulting from employment, tax and social legislation. 

 
II.1.2. The Contractor shall have sole responsibility for taking the necessary steps to obtain any permit 

or licence required for performance of the Contract under the laws and regulations in force at 
the place where the tasks assigned to him are to be executed. 

 
II.1.3. Without prejudice to Article II.3 any reference made to the Contractor’s staff in the Contract 

shall relate exclusively to individuals involved in the performance of the Contract. 
 
II.1.4. The Contractor must ensure that any staff performing the Contract have the professional 

qualifications and experience required for the execution of the tasks assigned to him. 
 
II.1.5. The Contractor shall neither represent Cedefop nor behave in any way that would give such an 

impression. The Contractor shall inform third parties that he does not belong to the European 
public service. 

 
II.1.6. The Contractor shall have sole responsibility for the staff who execute the tasks assigned to him. 
 

The Contractor shall make provision for the following employment or service relationships with 
his staff: 

 
• staff executing the tasks assigned to the Contractor may not be given orders direct by 

Cedefop; 
 
• Cedefop may not under any circumstances be considered to be the staff's employer and 

the said staff shall undertake not to invoke in respect of Cedefop any right arising from 
the contractual relationship between Cedefop and the Contractor. 

 
II.1.7. In the event of disruption resulting from the action of a member of the Contractor's staff 

working on Cedefop premises or in the event of the expertise of a member of the Contractor's 
staff failing to correspond to the profile required by the Contract, the Contractor shall replace 
him without delay. Cedefop shall have the right to request the replacement of any such member 
of staff, stating its reasons for so doing. Replacement staff must have the necessary 
qualifications and be capable of performing the Contract under the same contractual conditions. 
The Contractor shall be responsible for any delay in the execution of the tasks assigned to him 
resulting from the replacement of staff in accordance with this Article. 

 
II.1.8. Should any unforeseen event, action or omission directly or indirectly hamper execution of the 

tasks, either partially or totally, the Contractor shall immediately and on his own initiative 
record it and report it to Cedefop. The report shall include a description of the problem and an 
indication of the date on which it started and of the remedial action taken by the Contractor to 
ensure full compliance with his obligations under the Contract. In such event the Contractor 
shall give priority to solving the problem rather than determining liability. 

 
II.1.9. Should the Contractor fail to perform his obligations under the Contract in accordance with the 

provisions laid down therein, Cedefop may - without prejudice to its right to terminate the 
Contract - reduce or recover payments in proportion to the scale of the failure. In addition, 
Cedefop may impose penalties or liquidated damages provided for in Article II.16. 
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ARTICLE II.2 – LIABILITY 
 
 
II.2.1. Cedefop shall not be liable for damage sustained by the Contractor in performance of the 

Contract except in the event of wilful misconduct or gross negligence on the part of Cedefop. 
 
II.2.2. The Contractor shall be liable for any loss or damage caused by himself in performance of the 

Contract, including in the event of subcontracting under Article II.13. Cedefop shall not be 
liable for any act or default on the part of the Contractor in performance of the Contract. 

 
II.2.3. The Contractor shall provide compensation in the event of any action, claim or proceeding 

brought against Cedefop by a third party as a result of damage caused by the Contractor in 
performance of the Contract. 

 
II.2.4. In the event of any action brought by a third party against Cedefop in connection with 

performance of the Contract, the Contractor shall assist Cedefop. Expenditure incurred by the 
Contractor to this end may be borne by Cedefop. 

 
II.2.5. The Contractor shall take out insurance against risks and damage relating to performance of the 

Contract if required by the relevant applicable legislation. He shall take out supplementary 
insurance as reasonably required by standard practice in the industry. A copy of all the relevant 
insurance contracts shall be sent to Cedefop should it so request. 

 
 
ARTICLE II.3 - CONFLICT OF INTERESTS 
 
 
II.3.1. The Contractor shall take all necessary measures to prevent any situation that could compromise 

the impartial and objective performance of the Contract. Such conflict of interests could arise in 
particular as a result of economic interest, political or national affinity, family or emotional ties, 
or any other relevant connection or shared interest. Any conflict of interests which could arise 
during performance of the Contract must be notified to Cedefop in writing without delay. In the 
event of such conflict, the Contractor shall immediately take all necessary steps to resolve it. 

 
 Cedefop reserves the right to verify that such measures are adequate and may require additional 

measures to be taken, if necessary, within a time limit which it shall set. The Contractor shall 
ensure that his staff, board and directors are not placed in a situation which could give rise to 
conflict of interests. Without prejudice to Article II.1 the Contractor shall replace, immediately 
and without compensation from Cedefop, any member of his staff exposed to such a situation. 

 
II.3.2. The Contractor shall abstain from any contact likely to compromise his independence.  
 
II.3.3. The Contractor declares: 

• that he has not made and will not make any offer of any type whatsoever from which an 
advantage can be derived under the Contract, 

• that he has not granted and will not grant, has not sought and will not seek, has not 
attempted and will not attempt to obtain, and has not accepted and will not accept, any 
advantage, financial or in kind, to or from any party whatsoever, where such advantage 
constitutes an illegal practice or involves corruption, either directly or indirectly, 
inasmuch as it is an incentive or reward relating to performance of the Contract. 

 
II.3.4. The Contractor shall pass on all the relevant obligations in writing to his staff, board, and 

directors as well as to third parties involved in performance of the Contract. A copy of the 
instructions given and the undertakings made in this respect shall be sent to Cedefop should it 
so request. 
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ARTICLE II.4 – PAYMENTS 
 
 
II.4.1. Pre-financing : 
 

Where required by Article I.4.1, the Contractor shall provide a financial guarantee in the form of a 
bank guarantee or equivalent supplied by a bank or an authorised financial institution (guarantor) 
equal to the amount indicated in the same Article to cover pre-financing under the Contract. Such 
guarantee may be replaced by a joint and several guarantee by a third party. 

The guarantor shall pay to Cedefop at its request an amount corresponding to payments made by it to 
the Contractor which have not yet been covered by equivalent work on his part. 

The guarantor shall stand as first-call guarantor and shall not require Cedefop to have recourse 
against the principal debtor (the Contractor). 

The guarantee shall specify that it enters into force at the latest on the date on which the Contractor 
receives the pre-financing. Cedefop shall release the guarantor from its obligations as soon as the 
Contractor has demonstrated that any pre-financing has been covered by equivalent work. The 
guarantee shall be retained until the pre-financing has been deducted from interim payments or 
payment of the balance to the Contractor. It shall be released the following month. The cost of 
providing such guarantee shall be borne by the Contractor. 

 
II.4.2. Interim payment: 
 

At the end of each of the periods indicated in Annex I the Contractor shall submit to Cedefop a 
formal request for payment accompanied by those of the following documents which are provided 
for in the Special Conditions: 

 an interim technical report in accordance with the instructions laid down in Annex I; 
 the relevant invoices indicating the reference number of the Contract to which they refer; 
 statements of reimbursable expenses in accordance with Article II.7. 

 
If the report is a condition for payment, on receipt Cedefop shall have the period of time indicated in 
the Special Conditions in which: 

 to approve it, with or without comments or reservations, or suspend such period and request 
additional information; or 

 to reject it and request a new report. 

If Cedefop does not react within this period, the report shall be deemed to have been approved. 
Approval of the report does not imply recognition either of its regularity or of the authenticity, 
completeness or correctness of the declarations or information enclosed. 

Where Cedefop requests a new report because the one previously submitted has been rejected, this 
shall be submitted within the period of time indicated in the Special Conditions. The new report shall 
likewise be subject to the above provisions. 
 

II.4.3. Payment of the balance: 
 

Within sixty days of completion of the tasks referred to in Annex I the Contractor shall submit to 
Cedefop a formal request for payment accompanied by those of the following documents which are 
provided for in the Special Conditions: 
 

 a final technical report in accordance with the instructions laid down in Annex I; 
 the relevant invoices indicating the reference number of the Contract to which they refer; 
 statements of reimbursable expenses in accordance with Article II.7. 
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If the report is a condition for payment, on receipt Cedefop shall have the period of time indicated in 
the Special Conditions in which: 

 to approve it, with or without comments or reservations, or suspend such period and request 
additional information; or 

 to reject it and request a new report. 

If Cedefop does not react within this period, the report shall be deemed to have been approved. 
Approval of the report does not imply recognition either of its regularity or of the authenticity, 
completeness or correctness of the declarations and information enclosed. 

Where Cedefop requests a new report because the one previously submitted has been rejected, this 
shall be submitted within the period of time indicated in the Special Conditions. The new report shall 
likewise be subject to the above provisions. 

 
ARTICLE II.5 – GENERAL PROVISIONS CONCERNING PAYMENTS 
 
II.5.1. Payments shall be deemed to have been made on the date on which Cedefop's account is 

debited. 
 
II.5.2. The payment periods referred to in Article I.4 may be suspended by Cedefop at any time if it 

informs the Contractor that his payment request is not admissible, either because the amount is 
not due or because the necessary supporting documents have not been properly produced. In 
case of doubt on the eligibility of the expenditure indicated in the payment request, Cedefop 
may suspend the time limit for payment for the purpose of further verification, including an on-
the-spot check, in order to ascertain, prior to payment, that the expenditure is eligible. 

 
Cedefop shall notify the Contractor accordingly by registered letter with acknowledgment of 
receipt or equivalent. Suspension shall take effect from the date of dispatch of the letter. The 
remainder of the period referred to in Article I.4 shall begin to run again once the suspension 
has been lifted. 

II.5.3. In the event of late payment the Contractor may claim interest within two months of receiving 
the payment. Interest shall be calculated at the rate applied by the European Central Bank to its 
most recent main refinancing operations (“the reference rate”) plus seven percentage points 
(“the margin”). The reference rate in force on the first day of the month in which the payment 
is due shall apply. Such interest rate is published in the C series of the Official Journal of the 
European Union. Interest shall be payable for the period elapsing from the calendar day 
following expiry of the time limit for payment up to the day of payment. Suspension of payment 
by Cedefop may not be deemed to constitute late payment. 

 
 
ARTICLE II.6 – RECOVERY 
 
II.6.1. If total payments made exceed the amount actually due under the Contract or if recovery is 

justified in accordance with the terms of the Contract, the Contractor shall reimburse the 
appropriate amount in euro on receipt of the debit note, in the manner and within the time limits 
set by Cedefop. 

II.6.2. In the event of failure to pay by the deadline specified in the request for reimbursement, the sum 
due shall bear interest at the rate indicated in Article II.5.3. Interest shall be payable from the 
calendar day following the due date up to the calendar day on which the debt is repaid in full. 

 
II.6.3. Cedefop may, after informing the Contractor, recover amounts established as certain, of a fixed 

amount and due by offsetting, in cases where the Contractor also has a claim on the 
Communities that is certain, of a fixed amount and due. Cedefop may also claim against the 
guarantee, where provided for. 
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ARTICLE II.7 - REIMBURSEMENTS 
 
 
II.7.1. Where provided by the Special Conditions or by Annex I, Cedefop shall reimburse the expenses 

which are directly connected with execution of the tasks on production of original supporting 
documents, including receipts and used tickets. 

 
II.7.2. Travel and subsistence expenses shall be reimbursed, where appropriate, on the basis of the 

shortest itinerary. 
 
II.7.3. Travel expenses shall be reimbursed as follows: 
 

a) travel by air shall be reimbursed up to the maximum cost of an economy class ticket at the time 
of the reservation; 

 
b) travel by boat or rail shall be reimbursed up to the maximum cost of a first class ticket; 
 
c) travel by car shall be reimbursed at the rate of one first class rail ticket for the same journey 

and on the same day; 
 
d) travel outside Community territory shall be reimbursed under the general conditions stated 

above provided Cedefop has given its prior written agreement. 
 
II.7.4. Subsistence expenses shall be reimbursed on the basis of a daily allowance as follows: 
 

a) for journeys of less than 200 km (return trip) no subsistence allowance shall be payable; 
 
b) daily subsistence allowance shall be payable only on receipt of a supporting document proving 

that the person concerned was present at the place of destination; 
 
c) daily subsistence allowance shall take the form of a flat-rate payment to cover all subsistence 

expenses, including accommodation, meals, local transport, insurance and sundries; 
 
d) daily subsistence allowance, where applicable, shall be reimbursed at the rate specified in 

Article I.3.2. 
 
II.7.5. The cost of shipment of equipment or unaccompanied luggage shall be reimbursed provided 

Cedefop has given prior written authorisation. 
 
 
ARTICLE II.8 – OWNERSHIP OF THE RESULTS - INTELLECTUAL AND INDUSTRIAL 
PROPERTY  
 
 
Any results or rights thereon, including copyright and other intellectual or industrial property rights, 
obtained in performance of the Contract, shall be owned solely by Cedefop, which may use, publish, 
assign or transfer them as it sees fit, without geographical or other limitation, except where industrial or 
intellectual property rights exist prior to the Contract being entered into. 
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ARTICLE II.9 – CONFIDENTIALITY 
 
 
II.9.1. The Contractor undertakes to treat in the strictest confidence and not make use of or divulge to 

third parties any information or documents which are linked to performance of the Contract. 
The Contractor shall continue to be bound by this undertaking after completion of the tasks. 

 
II.9.2. The Contractor shall obtain from each member of his staff, board and directors an undertaking 

that they will respect the confidentiality of any information which is linked, directly or 
indirectly, to execution of the tasks and that they will not divulge to third parties or use for their 
own benefit or that of any third party any document or information not available publicly, even 
after completion of the tasks. 

 
 
ARTICLE II.10 - USE, DISTRIBUTION AND PUBLICATION OF INFORMATION 
 
 
II.10.1. The Contractor shall authorise Cedefop to process, use, distribute and publish, for whatever 

purpose, by whatever means and on whatever medium, any data contained in or relating to the 
Contract, in particular the identity of the Contractor, the subject matter, the duration, the 
amount paid and the reports.  

 
II.10.2. Unless otherwise provided by the Special Conditions, Cedefop shall not be required to 

distribute or publish documents or information supplied in performance of the Contract. If it 
decides not to publish the documents or information supplied, the Contractor may not have 
them distributed or published elsewhere without prior written authorisation from Cedefop. 

 
II.10.3. Any distribution or publication of information relating to the Contract by the Contractor shall 

require prior written authorisation from Cedefop and shall mention the amount paid by 
Cedefop. It shall state that the opinions expressed are those of the Contractor only and do not 
represent Cedefop's official position. 

 
II.10.4. The use of information obtained by the Contractor in the course of the Contract for purposes 

other than its performance shall be forbidden, unless Cedefop has specifically given prior 
written authorisation to the contrary. 

 
 
ARTICLE II. 11 – TAXATION 
 
 
II.11.1. The Contractor shall have sole responsibility for compliance with the tax laws which apply to 

him. Failure to comply shall make the relevant invoices invalid. 
 
II.11.2. The Contractor recognises that Cedefop is, as a rule, exempt from all taxes and duties, 

including value added tax (VAT), pursuant to the provisions of Articles 3 and 4 of the 
Protocol on the Privileges and Immunities of the European Communities. 

 
II.11.3. The Contractor shall accordingly complete the necessary formalities with the relevant 

authorities to ensure that the goods and services required for performance of the Contract are 
exempt from taxes and duties, including VAT. 

 
II.11.4. Invoices presented by the Contractor shall indicate his place of taxation for VAT purposes and 

shall specify separately the amounts not including VAT and the amounts including VAT. 
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ARTICLE II.12 – FORCE MAJEURE 
 
 
II.12.1. Force majeure shall mean any unforeseeable and exceptional situation or event beyond the 

control of the contracting parties which prevents either of them from performing any of their 
obligations under the Contract, was not due to error or negligence on their part or on the part 
of a subcontractor, and could not have been avoided by the exercise of due diligence. Defects 
in equipment or material or delays in making it available, labour disputes, strikes or financial 
problems cannot be invoked as force majeure unless they stem directly from a relevant case of 
force majeure. 

 
II.12.2. Without prejudice to the provisions of Article II.1.8, if either contracting party is faced with 

force majeure, it shall notify the other party without delay by registered letter with 
acknowledgment of receipt or equivalent, stating the nature, likely duration and foreseeable 
effects. 

 
II.12.3. Neither contracting party shall be held in breach of its contractual obligations if it has been 

prevented from performing them by force majeure. Where the Contractor is unable to perform 
his contractual obligations owing to force majeure, he shall have the right to remuneration 
only for tasks actually executed. 

 
II.12.4. The contracting parties shall take the necessary measures to reduce damage to a minimum. 
 
 
 
ARTICLE II.13 – SUBCONTRACTING  
 
 
II.13.1. The Contractor shall not subcontract without prior written authorisation from Cedefop nor 

cause the Contract to be performed in fact by third parties. 
 
II.13.2. Even where Cedefop authorises the Contractor to subcontract to third parties, he shall none the 

less remain bound by his obligations to Cedefop under the Contract and shall bear exclusive 
liability for proper performance of the Contract. 

 
II.13.3. The Contractor shall make sure that the subcontract does not affect rights and guarantees to 

which Cedefop is entitled by virtue of the Contract, notably Article II.17. 
 
 
 
ARTICLE II.14 – ASSIGNMENT 
 
 
II.14.1. The Contractor shall not assign the rights and obligations arising from the Contract, in whole 

or in part, without prior written authorisation from Cedefop. 
 
II.14.2. In the absence of the authorisation referred to in 1 above, or in the event of failure to observe 

the terms thereof, assignment by the Contractor shall not be enforceable against and shall have 
no effect on Cedefop. 
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ARTICLE II.15 – TERMINATION BY CEDEFOP 

 
 

II.15.1. Cedefop may terminate the Contract in the following circumstances: 
 
(a)  where the Contractor is being wound up, is having his affairs administered by the courts, has 

entered into an arrangement with creditors, has suspended business activities, is the subject of 
proceedings concerning those matters, or is in any analogous situation arising from a similar 
procedure provided for in national legislation or regulations; 

 
(b)  where the Contractor has been convicted of an offence concerning his professional conduct by a 

judgment which has the force of res judicata; 
 
(c)  where the Contractor has been guilty of grave professional misconduct proven by any means 

which the contracting authority can justify; 
 
(d)  where the Contractor has not fulfilled 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 he is established or with those of the country applicable to the Contract or those of the 
country where the Contract is to be performed; 

 
(e)  where Cedefop seriously suspects the Contractor of fraud, corruption, involvement in a criminal 

organisation or any other illegal activity detrimental to the Communities' financial interests; 
 
(f)  where the Contractor is in breach of his obligations under Article II.3; 
 
(g)  where the Contractor was guilty of misrepresentation in supplying the information required by 

Cedefop as a condition of participation in the Contract procedure or failed to supply this 
information; 

 
(h)  where a change in the Contractor’s legal, financial, technical or organisational situation could, 

in Cedefop’s opinion, have a significant effect on the performance of the Contract; 
 
(i)  where execution of the tasks has not actually commenced within three months of the date 

foreseen, and the new date proposed, if any, is considered unacceptable by Cedefop; 
 
(j)  where the Contractor is unable, through his own fault, to obtain any permit or licence required 

for performance of the Contract; 
 
(k)  where the Contractor, after receiving formal notice in writing to comply, specifying the nature 

of the alleged failure, and after being given the opportunity to remedy the failure within a 
reasonable period following receipt of the formal notice, remains in serious breach of his 
contractual obligations. 

 
II.15.2. In case of force majeure, notified in accordance with Article II.12, either contracting party 

may terminate the Contract, where performance thereof cannot be ensured for a period 
corresponding to at least to one fifth of the period laid down in Article I.2.3. 

 
II.15.3. Prior to termination under point e), h) or k), the Contractor shall be given the opportunity to 

submit his observations. 
 

Termination shall take effect on the date on which a registered letter with acknowledgment of 
receipt terminating the Contract is received by the Contractor, or on any other date indicated in 
the letter of termination. 
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II.15.4. Consequences of termination: 

In the event of Cedefop terminating the Contract in accordance with this Article and without 
prejudice to any other measures provided for in the Contract, the Contractor shall waive any 
claim for consequential damages, including any loss of anticipated profits for uncompleted 
work. On receipt of the letter terminating the Contract, the Contractor shall take all appropriate 
measures to minimise costs, prevent damage, and cancel or reduce his commitments. He shall 
draw up the documents required by the Special Conditions for the tasks executed up to the 
date on which termination takes effect, within a period not exceeding sixty days from that 
date. 

 
Cedefop may claim compensation for any damage suffered and recover any sums paid to the 
Contractor under the Contract. 

 
On termination Cedefop may engage any other contractor to complete the services. Cedefop 
shall be entitled to claim from the Contractor all extra costs incurred in making good and 
completing the services, without prejudice to any other rights or guarantees it has under the 
Contract. 

 
 
 
ARTICLE II.16 – LIQUIDATED DAMAGES 
 
 
Should the Contractor fail to perform his obligations under the Contract within the time limits set by the 
Contract, then, without prejudice to the Contractor's actual or potential liability incurred in relation to 
the Contract or to Cedefop's right to terminate the Contract, Cedefop may decide to impose liquidated 
damages of 0.2% of the amount specified in Article I.3.1 per calendar day of delay. The Contractor may 
submit arguments against this decision within thirty days of notification by registered letter with 
acknowledgement of receipt or equivalent. In the absence of reaction on his part or of written 
withdrawal by Cedefop within thirty days of the receipt of such arguments, the decision imposing the 
liquidated damages shall become enforceable. These liquidated damages shall not be imposed where 
there is provision for interest for late completion. Cedefop and the Contractor expressly acknowledge 
and agree that any sums payable under this Article are in the nature of liquidated damages and not 
penalties, and represent a reasonable estimate of fair compensation for the losses that may be reasonably 
anticipated from such failure to perform obligations. 
 
 
 
ARTICLE II.17 – CHECKS AND AUDITS  
 
 
II.17.1. Pursuant to Article 142 of the Financial Regulation applicable to the general budget of the 

European Communities, the European Court of Auditors shall be empowered to audit the 
documents held by the natural or legal persons receiving payments from the budget of the 
European Communities from signature of the Contract up to five years after payment of the 
balance. 

 
II.17.2. Cedefop or an outside body of its choice shall have the same rights as the European Court of 

Auditors for the purpose of checks and audits limited to compliance with contractual 
obligations from signature of the Contract up to five years after payment of the balance. 

 
II.17.3. In addition, the European Anti Fraud Office may carry out on-the-spot checks and inspections 

in accordance with Council Regulation (Euratom, EC) No 2185/96 and Parliament and 
Council Regulation (EC) No 1073/1999 from signature of the Contract up to five years after 
payment of the balance. 
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ARTICLE II.18 – AMENDMENTS 
 
 
Any amendment to the Contract shall be the subject of a written agreement concluded by the contracting 
parties. An oral agreement shall not be binding on the contracting parties. 
 
 
ARTICLE II.19 – SUSPENSION OF THE CONTRACT 
 
Without prejudice to Cedefop 's right to terminate the Contract, Cedefop may at any time and for any 
reason suspend execution of the tasks under the Contract or any part thereof. Suspension shall take 
effect on the day the Contractor receives notification by registered letter with acknowledgment of 
receipt or equivalent, or at a later date where the notification so provides. Cedefop may at any time 
following suspension give notice to the Contractor to resume the work suspended. The Contractor shall 
not be entitled to claim compensation on account of suspension of the Contract or of part thereof. 
 
 
 
 
Done at Thessaloniki in duplicate in English. 
 
 
 
 

For Cedefop, For the Contractor, 
[forename/surname/function] [Company name/forename/surname/function] 
   
  
signature[s]:_____________________ signature[s]: _______________________ 
  

Date Date 
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ANNEX I to the draft contract 
 
 

Tender Specifications and Monitoring 
 
The purpose of this Annex is to enable Cedefop to conduct, throughout the duration of the Contract, an 
accurate appraisal of whether the Contractor is executing the tasks assigned to him in accordance with 
the provisions of the Contract. 
 
 
So that Cedefop can regularly identify the progress made in execution of the tasks in accordance with 
the Tender Specifications, appropriate monitoring, assessment, and supervisory procedures shall be set 
up. For these purposes, this Annex shall include all necessary details, in particular, where relevant, the 
following: 
 

(i) schedule of interim and final reports – terms for approval, structure and content (where 
provision is made for such reports and a specific annex is not necessary); 

 
(ii) schedule of audits to be carried out in accordance with Article II.17 of the Contract. 

 
All details on Monitoring and Reporting are to be indicated and included in the Tender Specifications. 
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ANNEX II to the draft contract 
 

EUROPEAN CENTRE FOR THE DEVELOPMENT OF VOCATIONAL TRAINING 
 

Rules concerning the reimbursement of the travel, subsistence and miscellaneous expenses of experts 
from outside the Centre invited to meetings 

 
THE MANAGEMENT BOARD OF THE EUROPEAN CENTRE FOR THE DEVELOPMENT OF 
VOCATIONAL TRAINING 
 
HAVING REGARD to Council Regulation (EEC) No 337/75 of 10th February 1975 establishing a European 
Centre for the development of vocational training, 
 
HAVING REGARD to Council Regulation (EEC) No 1416/76 of 1st June 1976 on the financial provisions 
applying to the European Centre for the development of vocational training, and in particular Articles 2 and 18 
thereof, 
 
HAS ADOPTED THESE RULES: 
 

General provisions 
 

Article 1 
 
The Director of the Centre shall be authorised to grant the reimbursement of the travel, subsistence and 
miscellaneous expenses of experts from outside the Centre invited to meetings, in accordance with the 
following rules. 

Travel expenses 
 

Article 2 
 

1. Travel expenses shall be reimbursed on the following basis: 

- the shortest and most economical route by first class rail between the departure point, stated in the invitation, 
and the place where the meeting is held. Tickets need not be produced; 

- where the journey includes not less than six hours of night travel between 2200 hours and 07h00, sleeping car 
accommodation up to the cost of two-berth class, on production of the ticket; 

- the cost of seat reservations and transport of necessary luggage and supplements for fast trains, on production 
of documentary evidence. 
 
2. Where the person invited travels by car, his travel expenses shall be reimbursed on the basis of the 
first-class rail fare, excluding sleeping car or any other supplement. Where two or more persons entitled to 
reimbursement of travel expenses use the same car, only the person responsible for the car shall be reimbursed, 
at the rate of 150%. The costs of shipment and a sea crossing shall be reimbursed to the person responsible for 
the car, on production of documentary evidence. 
 
3. Air fares shall be reimbursed upon production of the air ticket, which shall be for the economy class. 
It is not admissible to travel by air except when the distance by rail between the place at which the meeting is 
held and the place to which the invitation is addressed is more than 400 kilometres or when the usual route 
involves a sea crossing. 
 

Article 3 
 
By way of derogation from Article 2, the Director of the Centre may decide that only the cost of the second-
class return rail fare shall be reimbursed. In such case, the conditions of reimbursement shall be stated in the 
invitation. 
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Subsistence expenses 
 

Article 4 
 

The allowance for subsistence expenses per day of meetings shall be paid if the distance between the departure 
point and the place where the meeting is held is more than 100 km. 
 
This allowance shall be a standard amount covering all the expert's expenses at the place where the meeting is 
held, including the costs of accommodation, meals and local travel. 
 
The amount depends on the place of the meeting and is equivalent to the mission allowances paid to officials of 
the European Commission. 

 
Article 5 

 
Where the interval between two meetings is insufficient for the expert to return to his point of departure, or if 
he prefers to stay in the place where the meetings are held, he is entitled to the subsistence allowance for each 
intervening day. In the second case, however, the total amount of the allowance for the intervening days may 
not exceed the price of the return air fare. 
 

Article 6 
 
When the person called makes use of a reduced fare, obliging him/her to remain at the place of the meeting for 
a number of days, he/she will receive a supplementary allowance. However, the amount of this allowance, 
together with the cost of the air ticket, should not exceed the cost of a full-fare air ticket. 

 
Special provisions 

 
Article 7 

 
The Director of the Centre may, after having obtained the opinion of the Financial Controller, grant the 
reimbursement of travel, subsistence and miscellaneous expenses exceeding the ceilings laid down in the 
preceding Articles upon a duly motivated request by the person concerned. 
 

Article 8 
 
No moral, material or bodily harm incurred by the expert in the course of his journey or of his stay in the place 
where the meeting is held may be the subject of a claim against the Centre unless it can be imputed to the 
Centre. 

Final provisions 
 

Article 9 
 
These rules shall enter into force on the first day of the month following that of their adoption by the 
Management Board. 
 
Done at Brussels, 24 January 1997 
For the Management Board 
The Chairman 
T. O'Dwyer 
 (signed) 
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ANNEX III 

 

 

Legal Entity Form 

 

 

(to be downloaded, depending from the nationality and legal entity of the tenderer, from the following website) 

http://europa.eu.int/comm/budget/execution/legal_entities_en.htm

 
 

http://europa.eu.int/comm/budget/execution/legal_entities_en.htm
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ANNEX IV 
 
 

Financial Identification Form 
 
 
 

(to be downloaded, depending from the nationality of the tenderer, from the following website) 

http://europa.eu.int/comm/budget/execution/ftiers_en.htm
 
 
 
 

http://europa.eu.int/comm/budget/execution/ftiers_en.htm
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