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European Centre for the Development 
of Vocational Training 

 

  

  Thessaloniki, 17/08/2009 
         RS/PRO/2009/686                                     

 

OPEN INVITATION TO TENDER 

AO/ECVL/MILA/Guidance-for-Entrepreneurship-Learning/012/09 

‘Guidance for entrepreneurship learning and for supporting career management of 
entrepreneurs’ 

Contract notice ref.: 2009/S 156-226957of 15/08/2009 

 

Dear Sir/Madam, 

We thank you for the interest you have shown in this tender. 

The purpose of this tender and additional information necessary to present a tender can be found 
in the attached Tendering Specifications.  You should note however the following important 
points concerning the submission of a tender and its implications. 

1. Tenders should be submitted preferably in English, but in any case in one (or in any) of 
the official languages of the European Union.  

2. Tenders may be submitted exclusively in one of the following ways: 

(a) by post to be dispatched not later than 28/09/2009, 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 
Attention of Mr G. Paraskevaidis 
PO Box 22 427 
GR – 55102 Thessaloniki 
Greece 

 
Important: 
Tenderers shall inform Cedefop by e-mail (c4t-services@cedefop.europa.eu) 
or fax (+30 2310 490028) 

 that they have submitted an offer in time, and 
  that they request Cedefop to confirm receipt of the e-mail or fax.  

Do not attach your offer to the confirmation e-mail or fax. 
 

or 

(b1) by courier service to be dispatched not later than 28/09/2009, in which case the 
evidence shall be constituted by the date of dispatch, or the date of the deposit slip,  

or 

(b2) delivered by hand not later than 17h00 on 28/09/2009, in which case a receipt must 
be obtained as proof of submission, signed and dated by the official in the above 
mentioned Service who took delivery,  

to the following address: 

mailto:c4t-services@cedefop.europa.eu�
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European Centre for the Development of Vocational Training (Cedefop), 
Procurement Service 
Attention of Mr G. Paraskevaidis 
Europe 123, 
GR-57001 Thessaloniki-Pylea  
Tel: +30 2310 490111 / 490 064  

Please note that Cedefop is open from 09h00 to 17h00, Monday to Friday. It is closed on 
Saturday, Sunday and Cedefop holidays. 

3. Tenders must be submitted strictly adhering to the following. 

Tenders must be submitted in a sealed envelope itself enclosed within a second sealed 
envelope. If self-adhesive envelopes are used, they must be sealed with adhesive tape and 
the sender must sign across this tape. 
 
The outer envelope, addressed simply to Cedefop (address depending on the means of 
submission, see point 2 above), should only bear additionally the name and address of 
the sender. 

The inner envelope, addressed to the Procurement Service as indicated under point 2 
above, must bear a self-adhesive label with the indication “Open Invitation to tender – 
Not to be opened by the internal mail service” and all the necessary information, as 
shown below:    

 

OPEN INVITATION TO TENDER 

CEDEFOP No: AO/ECVL/MILA/Guidance-for-Entrepreneurship-Learning/012/09 

“Guidance for entrepreneurship learning and for supporting career management 
for entrepreneurs” 

Name of tenderer:   

NOT TO BE OPENED BY THE INTERNAL MAIL SERVICE 

 
The inner envelope must also contain three sealed envelopes, namely, Envelope A – 
“Supporting Documents”, Envelope B – “Technical Proposal” and Envelope C – 
“Financial Proposal”. The content of each of these three envelopes is described in point 6 
of the attached tendering specifications.  

4. Tenderers must ensure that their tenders are signed by an authorised representative and 
that tenders are legible so that there can be no doubt as to words and figures. It is a 
mandatory requirement for the tenderer to include in the offer a cover letter, signed 
by the person(s) authorised to sign the contract in case of contract award. The 
absence of such signed cover letter will lead to the rejection of the offer. 

5. 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. 

6. The opening of tenders will take place at Cedefop on 12.10.2009, 11h00 (local time).  
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.europa.eu) at least two working days prior to 
the opening session. 
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7. Contacts between the contracting authority (Cedefop) and tenderers are prohibited 
throughout the procedure save in exceptional circumstances and under the following 
conditions only: 

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 tendering documents. 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.europa.eu). 

Requests for additional information/ clarification should be received by 17/09/2009 
No such requests will be processed after that date.   

 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 published on 
Cedefop’s website.  Please ensure that you visit regularly the site for updates.   

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 a result.  

8. All costs incurred in preparing and submitting tenders are borne by the tenderers and 
cannot be reimbursed. 

9. 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.   

10. 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. 

11. Tenderers are informed that for the purposes of safeguarding the financial interest of the 
Communities, their personal data may be transferred to internal audit services, to the 
European Court of Auditors, to the Financial Irregularities Panel and/or to the European 
Anti-Fraud Office (OLAF). 

 Data of economic operators which are in one of the situations referred to in Articles 93, 
94, 96(1)(b) and 96(2)(a) of the Financial Regulation may be included in a central 
database and communicated to the designated persons of the Commission, other 
institutions, agencies, authorities and bodies mentioned in Article 95(1) and (2) of the 
Financial Regulation. This refers as well to the persons with powers of representation, 
decision making or control over the said economic operators. Any party entered into the 
database has the right to be informed of the data concerning it, upon request to Cedefop’s 
Head of Finance and Procurement. 
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12. Evaluating your tender and your possible subsequent replies to questions, in accordance 

with the specifications of the invitation to tender will involve the recording and 
processing of personal data (such as your name, address and CV). Such required personal 
data will be processed by Cedefop’s Finance & Procurement Service solely for that 
purpose and pursuant to Regulation (EC) No 45/2001 on the protection of individuals 
with regard to the processing of data by the Community institutions and bodies and on 
the free movement of such data. You are entitled to obtain access to your personal data 
on request and to rectify any such data that is inaccurate or incomplete. If you have any 
queries concerning the processing of your personal data, you may address them to the 
Head of Finance & Procurement Service. You have the right of recourse at any time to 
the European Data Protection Supervisor for matters relating to the processing of your 
personal data. 

 

13. All tenderers will be informed in writing of the results of this tender procedure. 

 

 

Yours sincerely, 

     

 

G. Paraskevaidis 

Head of Finance and Procurement 

 

          

Attached: Tendering Specifications 
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Introduction to Cedefop  
1) Founded in 1975 (1) and based in Greece since 1995, the European Centre for the 
Development of Vocational Training (Cedefop) is an agency of the European Union (EU) 
supporting European vocational education and training (VET) policy development. Its strategic 
objective for 2009-11 (2) is to ‘contribute to excellence in VET and strengthen European 
cooperation in developing, implementing and evaluating European VET policy’. 
 
2) This strategic objective is supported by four priorities, namely: 

(a) informing European VET policies;  

(b) interpreting European trends in and challenges for skills, competences and 
learning; 

(c) assessing VET’s benefits; 

(d) raising the profile of VET. 

3) Cedefop supports the European Commission, Member States (as well as the associated 
countries of Iceland and Norway) and social partners by: 

(a) using its expertise, gathered through research, analysis and networking, to 
identify trends and challenges and propose ideas for VET policies;  

(b) bringing together policy-makers, social partners, researchers and practitioners to 
share ideas and debate proposals on the best ways to tackle the challenges we 
face; 

(c) encouraging European approaches, principles and tools to improve training and 
achieve common aims;  

(d) raising awareness and understanding of how vocational education and training is 
evolving, and how it contributes to lifelong learning and other policies; 

(e) disseminating information through websites, publications, networks, study visits, 
conferences and seminars. 

Cedefop carries out its role through the tasks set out in its founding regulation. It disseminates 
information through its website, publications, networks, study visits, conferences and seminars. 

4) Cedefop’s web portal www.cedefop.europa.eu includes news on training developments, 
information on vocational education and training systems in Europe, statistics and indicators, 
collaborative workspaces and a bibliographical database as well as information about Cedefop. 
5) Information about Cedefop’s publications, many of which can be downloaded, can be 
found at the Cedefop bookshop at 
http://www.trainingvillage.gr/etv/Information_resources/Bookshop/list.asp. Cedefop’s wide range 
of books covers themes such as vocational education and training policy, research,  future skill 
needs, learning outcomes, European qualifications framework and the validation of informal and 
non-formal learning. 
                                                 
(1) Council Regulation of 10 February 1975 establishing a European Centre for the Development of 

Vocational Training (Cedefop) EEC No 337/75, Official Journal of the European Communities L39, 
13.2.1975 as last amended by Council Regulation EC No. 2051/2004. 

(2) Cedefop, Enhancing European cooperation in vocational education through evidence and expertise: 
continuity, focus and flexibility: Cedefop’s medium-term priorities 2009-11. 

 

http://www.cedefop.europa.eu/�
http://www.trainingvillage.gr/etv/Information_resources/Bookshop/list.asp�
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1 Overview of this tender 

1.1 Description and type of the contract 
a) Title of the contract: “Guidance for entrepreneurship learning and for supporting career 
management of entrepreneurs”. 

b) Short description of content: The purpose of this invitation to tender is to launch a study on 
identifying and examining established and experimental actions/measures/initiatives to integrate 
lifelong guidance in entrepreneurship learning in vocational education and training (VET) as well 
as in higher education (HE). Moreover, the study will explore the guidance provision to support 
the career management of entrepreneurs at the initial phase of their business start-up. The study 
will cover the European Union (EU) and European Economic Area (EEA) countries. 

c) Type of contract: service contract related to research.  

1.2 Place of delivery or performance  
The tasks must be completed at the contractor’s premises. 

1.3 Division into lots 
This invitation to tender is not divided into lots. 

1.4 Variants 
Tenderers may not offer variant solutions to what is requested in the technical specifications. 

1.5 Value or quantity of purchase 
Maximum budget available for this activity is 140.000 Euro. 

1.6 Validity of tenders 
Tenderers must maintain the validity of their tender for at least 6 months following the deadline 
of submission of tenders, i.e. until 28/03/2010. 

1.7 Duration of the contract 
The contract shall enter into force on the date of signature of the last contracting party, and shall 
be valid for a period of 12 months.  

1.8 Main terms of financing and payment 
Payments will be made within 30 days of submission of invoices and at the conditions set out in 
the draft contract. 
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2 Technical specifications 

2.1 Introduction 

This invitation to tender is issued in the context of the political priorities attached to lifelong 
guidance3 and entrepreneurship4 at European level. As a starting point, entrepreneurship5 is 
probably more important today than ever before as the world is confronted with the global 
economic crisis. Entrepreneurship is often seen as a tremendous force that can dynamically 
support growth, recovery, and societal progress by fuelling innovation, employment and social 
empowerment. However, the “other side of the coin” still needs to become more polished as 
many administrative barriers and regulatory burdens will have to be reduced and simplified in 
areas such as taxation, employment and environment in order to foster entrepreneurship in 
Europe.  
 
Since 2008, the world economy continues to shed jobs at an astonishing rate. The International 
Labour Organisation’s newly published report6 estimates an increase in the global unemployed 
ranging from 18 to 30 million people by the end of 2009. As governments around the globe 
scramble to find ways to deal with the economic crisis, the alarming question is: how best to stop, 
and ultimately reverse, the rising unemployment? What short- and long-term measures could 
governments and countries world over take to promote entrepreneurship in the current crisis?  
 
The Employment in Europe –report (2008)7 states that increasing uncertainty and rapidly 
changing conditions are becoming the standard environment for the European labour markets and 
related policy- and decision-making. The deteriorating economic circumstances - particularly the 
turbulence in financial systems - are exacerbating the risks for unemployment in the near future. 
As adverse shocks are expected to persist, employment growth is forecasted to decelerate 
markedly in the EU member states in 2009. In this context, it is evident that Europe as part of the 
global economy needs more societies that can successfully deal with complex problems linked to 
rapid changes in the labour market.  Having a workforce with the right skills, entrepreneurial 
spirit and a “think-out-of-the-box” kind of a mindset for tomorrow's jobs can be a good way for 
overcoming the threats of a more intense global competition. Promoting entrepreneurship calls 
for a more profound awareness of the critical role education and guidance have in developing the 
new leaders, innovators and entrepreneurs8 who can contribute to creating more jobs and added 
value for society.  
 

                                                 
3 Resolution of the Council on Strengthening policies, systems and practices in the field of guidance 
throughout life in Europe (2004) http://ec.europa.eu/education/policies/2010/doc/resolution2004_en.pdf ; 
Resolution of the Council on better integrating lifelong guidance into lifelong learning strategies (2008) 
http://www.consilium.europa.eu/ueDocs/cms_Data/docs/pressData/en/educ/104236.pdf 
4 European Commission Action Plan: The European agenda for Entrepreneurship (2004) 
http://ec.europa.eu/enterprise/entrepreneurship/promoting_entrepreneurship/doc/com_70_en.pdf 
5 European Commission Green paper “Entrepreneurship in Europe (2003), defines (p.6) entrepreneurship 
as the mindset and process to create and develop economic activity by blending risk-taking, creativity 
and/or innovation with sound management, within a new or an existing organisation. 
http://ec.europa.eu/enterprise/entrepreneurship/green_paper/green_paper_final_en.pdf 
6 Global Employment Trends 2009, International Labour Organisation ILO (2009)  
http://www.ilo.org/wcmsp5/groups/public/---dgreports/---
dcomm/documents/publication/wcms_101461.pdf 
7 European Commission (2008): Employment in Europe 2008 -report  
http://ec.europa.eu/social/main.jsp?catId=119&langId=en 
8 Business Europe, Employment Week, session on enterprise and job creation (11 June 2008): Yet Europe 
must become more entrepreneurial and create the best possible societal conditions for entrepreneurship as 
Europeans are still less inclined than US citizens to take the risk of setting up their own businesses.    



AO/ECVL/MILA/Guidance-for-Entrepreneurship-Learning/012/09 

 

 10 
 

2.2 EU policy framework 

In March 2008, EU leaders endorsed the priorities for the last three years of the Lisbon strategy 
and agreed to shift the Lisbon Agenda away from the purely "growth and jobs" focus in 2008-
2010, putting the environment and citizens in the foreground instead9. However, in the meantime 
given the current economic turmoil, the pendulum seems to have swung back again, making job 
creation and increasing competitiveness the key priorities in Europe. Therefore, the European 
Union has reacted rapidly to the crisis through the European Economic Recovery Plan10. But as 
labour markets continue to deteriorate, additional action in response to the economic downturn is 
needed and therefore the Commission has launched the communication on a shared commitment 
for employment (2009)11. Among other things, this communication together with the guidelines 
for employment12 encourages member states to create a friendly environment for 
entrepreneurship and together with social partners support unemployed and young people in 
starting their own business through entrepreneurship education. 
 
The Council Conclusions on a strategic framework for European cooperation in education and 
training (“ET 2020”)13 addresses four strategic objectives, among them enhancing creativity and 
innovation, including entrepreneurship, at all levels of education and training. This strategic 
objective (No 4) considers creativity and innovation as crucial for enterprise development and 
Europe’s ability to compete internationally, and it emphasises the importance to promote the 
acquisition of transversal key competences (including a sense of initiative and entrepreneurship) 
among all citizens. To achieve this, stronger partnerships between education and training 
providers and businesses, research institutions, social partners, cultural actors and creative 
industries should be established as to improving skills and competences required in the labour 
market and fostering innovation and entrepreneurship in all forms of learning. 
 
Traditionally, education and training systems in Europe have not been overly conducive to 
entrepreneurship and self-employment. However, as attitudes and cultural references take shape 
at an early age, the education systems can largely contribute to successfully addressing the 
entrepreneurial challenge within the EU. Therefore, the Oslo Agenda for Entrepreneurship 
Education14 and the Commission communication (2006)15 aim to embed entrepreneurship into the 
education curriculum from primary school to post graduation studies. With this agenda, the 
leaders of the EU member states expect to raise awareness, stimulate creativity and innovation, 
and ultimately engage more citizens in the creation of new businesses. As globalisation continues 
to confront the European Union with new challenges, each citizen will need a wide range of key 
competences to adapt flexibly to a rapidly changing and highly interconnected world. In this 
regard, the European Commission has included the sense of initiative and entrepreneurship into 
the framework of the eight key competences for lifelong learning16.  

                                                 
9 European Economic and Social Committee (2008): Renewed Lisbon Strategy 2008-2010 – The role of 
organised civil society. Summary report to the European Council 13-14.3.2008. 
http://eesc.europa.eu/lisbon_strategy/eesc_documents/summary-report-2008/ces40-2008_en.pdf 
10 Communication from the Commission to the European Council (2008): A European economic recovery 
plan. http://ec.europa.eu/commission_barroso/president/pdf/Comm_20081126.pdf 
11 EC 2009 A shared commitment to employment 
http://ec.europa.eu/social/main.jsp?langId=en&catId=89&newsId=514&furtherNews=yes 
12 Council decision on guidelines for the employment policies of the member states (2008): 
http://register.consilium.europa.eu/pdf/en/08/st10/st10614-re02.en08.pdf 
13 Council Conclusions on a strategic framework for European cooperation in education and training (2009) 
http://www.consilium.europa.eu/uedocs/cms_data/docs/pressdata/en/educ/107622.pdf 
14 Oslo Agenda for Entrepreneurship Education (2006) 
http://ec.europa.eu/enterprise/entrepreneurship/support_measures/training_education/doc/oslo_agenda_fina

l.pdf 
15 Communication from the Commission on fostering entrepreneurial mindsets through education and 
learning (2006) http://www.avcr.cz/data/vav/vav-eu/com2006_0033en01.pdf 
16 Council recommendation on key competences for lifelong learning (2006) 
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It seems that the national/regional education and employment authorities should take a more 
strategic approach to lifelong guidance (as well as to teaching and training) as to define how it 
best can contribute to developing entrepreneurship as a key competence for all. In the context of 
the current economic crisis, careers guidance does not only have a vital role to play in 
maintaining a highly qualified and economically viable society, but also in supporting sustainable 
growth and social stability (IAEVG 2009)17. However, the role of lifelong guidance in supporting 
an individual’s personal development as part of his/her entrepreneurship learning/education18 has 
not been that explicitly addressed in EU or international policy and strategy documents focusing 
on entrepreneurship. Some brief references have been made to guidance in connection to 
entrepreneurship, such as in the guidance resolution 2008 (see footnote 1) as well as in the 
International Labour Organisation’s recommendation on education, training, and lifelong learning 
(2004)19, which states ”to provide information and guidance on entrepreneurship, promote 
entrepreneurial skills, and raise awareness among educators and trainers of the important role of 
enterprises, among others, in creating growth and decent jobs”.  

2.3 Rationale and objectives of the study 
 

To date, the role of lifelong guidance as an integral element of entrepreneurship learning and of 
career management support to entrepreneurs has not been that profoundly dealt with in the 
numerous policy documents, research reports and/or evaluation studies in Europe. Against this 
background, this invitation to tender aims at launching a study on identifying and examining 
established and experimental actions/measures/initiatives to integrate lifelong guidance in 
entrepreneurship learning in vocational education and training (VET) as well as in higher 
education (HE). Moreover, the study will explore the guidance provision to support the career 
management of new/future entrepreneurs at the initial phase of their business start-up20. The 
study will cover the European Union (EU) and European Economic Area (EEA) countries.  
  
Promoting entrepreneurial skills in the population and reinforcing the legitimacy of 
entrepreneurship as a career choice among citizens should be the cornerstones of the European 
strategy for sustainable development, social inclusion, active citizenship, employability and 
personal fulfilment of citizens. If guidance is well integrated in entrepreneurial learning, it will 
support individuals’ employability21, lifelong learning and constant upgrading of their knowledge 

                                                                                                                                                 
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2006:394:0010:0018:en:PDF 
17 International Association for Vocational and Educational Guidance (IAEVG), statement/press release on 
Light and dark times – The value of career guidance in an economic crisis (5 June 2009) 
http://ktl.jyu.fi/img/portal/15214/Jyvaskyla_Press_Release.doc 
18 Final report of the expert group: “Best procedure” project on education and training of entrepreneurship, 
Enterprise Directorate General (2002, p. 15). This group defined two different concepts that come together 
in the definition of entrepreneurship education: a broader concept of education for entrepreneurial attitudes 
and skills, which involves developing certain personal qualities and is not directly focused on the creation 
of new businesses; and a more specific concept of training in how to create and run a business successfully.  
http://ec.europa.eu/enterprise/entrepreneurship/support_measures/training_education/education_final.pdf 
19 ILO Recommendation on human resources development: Education, training, lifelong learning (2004) 
http://www.ilo.org/ilolex/cgi-lex/convde.pl?R195 
20 Please note, this study will not deal with guidance support including financial, legislative, regulatory and 
other related aspects in connection with establishing or running an enterprise.  
21 Yorke, M. (2006) Employability in higher education: What it is - what it is not. Definition of 
employability (p. 8): Employability is a set of achievements – skills, understandings and personal attributes 
– that makes graduates more likely to gain employment and be successful in their chosen occupation, 
which benefits themselves, the workforce, the community and the economy. 
http://www.heacademy.ac.uk/assets/York/documents/ourwork/tla/employability/id116_employability_in_h
igher_education_336.pdf 
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and skills (i.e. provide guidance support for improving career management skills22 as skills 
needed for managing one’s non-linear career pathways in a knowledge-based economy). In this 
regard, more attention should be given to guidance practitioners’ capacity to act as support 
figures for learners pursuing entrepreneurship education and for those individuals taking the step 
to self-employment. 
 
For an individual to have a fulfilling life, the type of entrepreneurship activity s/he engages in, 
has an important role to play. Ideally the role of guidance in entrepreneurship learning is to 
support the learners to become better acquainted with their personal capabilities, qualities, 
aptitudes, attitudes, interests and needs. Therefore, guidance is required for providing the 
fundamental information to learners on their future careers as entrepreneurs and on the 
relationship between entrepreneurship learning and economic realities. In addition, career 
guidance can help the learner explore different entrepreneurship activities and opportunities (e.g. 
to work on enterprise projects and running mini-companies23) that support the development of 
positive self-esteem, sustainable self-reliance as well as a realistic view of the actual business 
sector.  
 
There are already some good policy initiatives, for example in the Northern European countries 
(so-called Nordic countries DK, FI, IS, NO, SE), which have taken action in integrating guidance 
to entrepreneurial learning, such as through national curricular and strategy developments24. 
Doing so, guidance as a crucial aspect supporting the learning process is expected to contribute to 
a specialist understanding of entrepreneurial behaviours, processes and skills and how these relate 
to new venture creation as well as to the management of a business. A widely shared view is that 
more than ever Europe needs professionals who are responsive to economic, social, cultural, 
technical and environmental change and can work flexibly and intelligently across business 
contexts. 
 
This study on guidance for entrepreneurship learning and for supporting career management of 
entrepreneurs will focus on the following research questions by identifying and analysing 
outstanding practices (case studies) as well as carrying out an analysis and a review of European 
policy and strategy developments: 
 

1) What is the specific role of guidance in supporting entrepreneurship learning in 
vocational education and training (VET) and in higher education (HE) as well as what is 
the impact of guidance on young people entering entrepreneurship/self-employment after 
they obtain a VET or HE qualification? The study should tackle this question through 

                                                 
22 Reflection note of the ELGPN work package 1defines career management skills as follows: (they) refer 
to a whole range of competences which provide structured ways for individuals and groups to gather, 
analyse, synthesise and organise self, educational and occupational information as well as the skills to 
make and implement decisions and transitions (i.e. their aim is to develop resources in people to better 
manage their life course).   http://ktl.jyu.fi/img/portal/14962/WP1_Vilnius_Reflection_Note-Final.pdf 

23 Report on the implementation of the Action Plan ‘The European Agenda for Entrepreneurship” 2006 
http://ec.europa.eu/enterprise/entrepreneurship/action_plan/doc/sec2006_1132_en.pdf 
The Commission is promoting the role of student mini-companies in secondary schools as a highly 
effective way to tackle the lack of entrepreneurial spirit in the EU and thereby boost the creation of jobs. 
Mini-companies are a real opportunity for students to acquire basic business techniques and to develop 
personal qualities and generic skills – such as creativity, self-confidence, teamwork, responsibility and 
initiative – that are increasingly important for everyone in today’s knowledge society. Initial studies show 
that 20% of participants create their own company after school. 
24 Entrepreneurship in vocational education and training intended for young people (Finnish national 
curriculum) http://www.oph.fi/english/page.asp?path=447;88611;18918;65218;34962; Entrepreneurship in 
education in Norway 
http://www.regjeringen.no/upload/KD/Vedlegg/Grunnskole/Entrepreneurship%20in%20Education%20in%
20Norway..pdf 
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case studies from two perspectives: firstly, what kind of guidance support there is 
available for entrepreneurship learning within the national/regional VET and HE 
curricula and secondly, within extra-curricular activities attached to VET and HE.   

 
2) What is the specific role of guidance-related activities in supporting the career 
management as well as the development of career management skills of new 
entrepreneurs (i.e. in business for 0-2 years) and potential future entrepreneurs (i.e. 
people seriously considering going into self-employment)? Through case studies the 
study should provide concrete evidence to this question on the (positive) impact that 
guidance has on improving new/future entrepreneurs’ self-knowledge, personal qualities 
and career management skills in relation to their chosen field of business. Further, the 
study should reflect on the issue of guidance empowering and encouraging people to 
enter self-employment.      

 
3) What is the current state-of-play in policy and strategy development and 
implementation in Europe as regards the extent to which guidance-related activities have 
been integrated into entrepreneurship learning in VET and HE as well as into providing 
career management support for new/future entrepreneurs? The study should provide a 
concise policy review of recent developments in this area as well as identify policy issues 
that still require more attention in the future.     

2.4 Description of tasks and methodology 
 
2.4.1 Tasks 
 
The study shall incorporate the following three main tasks described in further details below:  
 
TASK 1: CASE STUDIES 
 
The contractor shall identify, analyse and report on 25-30 case studies (13-15 for each of the sub-
themes a and b below) at regional, national and European levels, which can be considered as 
examples of outstanding practice in guidance service provision for entrepreneurship learning in 
VET and HE as well as for career management of new/future entrepreneurs.  
 
In the sample, the contractor shall include the most recent initiatives established and 
implemented (time span 2003-2009) with national/regional funding and/or with the support of 
European programmes, including European Social Fund and Lifelong Learning Programme.  
 
A balanced geographical representation of both older and newer member states should be 
ensured in presenting the findings. The study should focus on 12-15 EU-countries. However, in 
addition to presenting the results from the 12-15 core countries, references to identified good 
practices from all EU-countries as well as from Norway, Iceland and Liechtenstein are to be 
made in the study as well.  
  
The expected scope of this case study review will be a 70-90 page summary that will explore 
how guidance can most successfully be used for fostering entrepreneurship in the following 
contexts and settings as described below. This summary should be a synthesis of the case study 
findings. At the same time though complete case study descriptions (approx. 3-4 page) will have 
to be provided to Cedefop. Once approved by Cedefop, these complete descriptions will either be 
annexed to the printed report or be published online on Cedefop’s www-pages in the lifelong 
guidance section.    
 
The contractor will identify and analyse:     
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a) national/regional developments on how guidance and counselling are embedded in 
promoting entrepreneurship learning in the national/regional curricula for vocational 
education and training and higher education as well as in extra-curricular activities that 
are attached to VET and HE institutions and that link guidance to entrepreneurship 
learning and to the world of business25. (See research question 1 on page 12.)  

 
Promoting entrepreneurship and developing entrepreneurship learning/education at 
different levels and sectors of education and training may take different forms and be 
based on using a wide range of methods and approaches. In most European countries, 
curricula have broad objectives and include subjects that would allow learning about 
entrepreneurship, but so far only in some member states practical experience of 
entrepreneurship is integrated into established courses.  
 
Extra-curricular activities fall outside the realm of the normal curriculum of school and 
university education. As a matter of fact, they can be extremely powerful in raising 
students’ awareness of self-employment and entrepreneurship as options for their future 
career. Often project-based extra-curricular activities, performed by students themselves, 
promote entrepreneurial mindsets and skills through learning by doing.  
 
The main aim is to identify curricular developments where guidance is an integral 
element in entrepreneurship learning/education and to look into such extra-curricular 
activities in VET and HE contexts where guidance is well embedded. The findings 
should lead to indicating what is the specific role and impact of guidance on 
supporting graduates from VET and HE to enter entrepreneurship after completing 
their studies. The VET and HE graduates are to be considered as young people in 
the study.    

 
The contractor will identify and analyse:     
 

b) well-established initiatives on providing guidance to support the career management and 
the development of career management skills of potential future entrepreneurs as well as 
new entrepreneurs at the initial phase of their business start-up (N.B. guidance for 
financial, legislative, regulatory and/or other related purposes in connection to running 
the business will be excluded from this review and analysis). (See research question 2 on 
page 12.)  

 
In times of economic crisis, an optional career path for some people – unemployed or still 
in working life - could be to go into self-employment instead of looking for a job in the 
public or private sector. For an entrepreneur to manage his/her own career, business and 
life well is crucially important. Therefore, newly started entrepreneurs and those 
seriously considering self-employment as a career option should have an easy access to 
career guidance support for developing and strengthening their personal qualities, skills 
and knowledge in relation to their chosen field of business.  

 
The main aim is to explore existing practices on the varying roles of guidance and related 
activities in empowering new/future entrepreneurs to run their business well through the 
development of their career management skills. The findings should result in stating 
what is the specific role and impact of guidance on supporting new/future 
entrepreneurs in capacity building linked to upgrading their career management 
ability as well as encouraging them to take up entrepreneurship as a career option. 

                                                 
25 Junior Achievement – Young Enterprise (JA-YE) organisations teach enterprise, entrepreneurship, and 
“economic literacy”, focusing on the role of business in the economy and the relevance of education in the 
workplace. http://www.ja-ye.org/Main/Default.aspx?Template=TTitle.ascx 



AO/ECVL/MILA/Guidance-for-Entrepreneurship-Learning/012/09 

 

 15 
 

In this study, the new/future entrepreneurs are adults who have been in working life 
for several years once deciding to go to entrepreneurship. 

 
The following applies to both points a) and b) above. The contractor shall justify the selection of 
the successful case studies (outstanding practices) by providing quantitative and qualitative 
evidence that documents the results achieved. The numerical/statistical quantitative data will be 
supported by qualitative data such as investigating comments, observations, attitudes and 
experiences of different groups [e.g. young people, activity/programme/initiative coordinators, 
school staff (e.g. teachers, guidance counsellors), employers, parents, etc.]. 
 
Further, the contractor shall consider at least the following aspects in the selection of case studies 
(outstanding guidance-related practices) in the context of this call for tenders:  
 

o Strategic cooperation between national and regional education and employment 
authorities to encourage take-up of entrepreneurship activities and programmes 
(incl. guidance) within the education and training system.   

 
o Involvement of key players (such as social partners, training units of teachers and 

guidance counsellors, teachers’ and guidance counsellors’ associations, ...) in 
contributing to developing teaching and guidance for entrepreneurial learning.   

 
o Partnerships and alliances between educational establishments and the local 

businesses for supporting the entrepreneurial learning of pupils/students (incl. 
guidance) as well as for exposing them during their studies to real-life 
entrepreneurship.  

 
o Special arrangements for women and disadvantaged groups (immigrants, ethnic 

minorities, ...) as potential future entrepreneurs to encourage their participation in 
entrepreneurship education and learning supported by guidance.   

 
o Mainstreaming potential of the identified outstanding practices to other contexts 

and to other regions/countries as regards the transferability of models and 
approaches created within the programmes developed/initiatives taken. 

 
 
TASKS 2 AND 3: AREAS OF FURTHER DEVELOPMENT AND KEY POLICY 
MESSAGES 
 
Mapping out potential areas of further development as regards guidance policies and strategies as 
well as guidance service provision available to young people and adults for supporting their 
entrepreneurship learning in formal and non-formal settings (task 2); AND providing policy- and 
decision-makers and guidance practitioners with recommendations/key messages for future action 
(task 3). 
 

- The contractor shall undertake a 20-30 page analysis (policy synthesis) on the 
contributions of guidance and counselling measures that enhance the role of education 
and training in creating a more entrepreneurial culture in Europe. The analysis will 
consider main trends, success factors and challenges as regards policies, strategies, 
partnerships, service structures and modes of delivery. (See research questions on page 
12) 

 
- Based on the findings of the desk research and the analysis of outstanding practices (case 

studies), the contractor shall identify and justify 3-5 areas of guidance (relating to 
entrepreneurship education and learning) that require further improvement and more 
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attention in the future. This may include, for example, proposing new in-depth research 
/urgent policy action/special guidance measures, etc.    

 
- The contractor will be expected to highlight separate key messages for policy- and 

decision makers and separate for guidance practitioners. The messages addressed to 
policy-makers should include proposals/recommendations for developing lifelong 
guidance policies and strategies in relation to entrepreneurship education/learning (in 
VET and HE contexts) as well as to supporting people to enter self-employment. The 
messages targeted at guidance practitioners should cover critical success factors and 
challenges for effective guidance service delivery in the context of entrepreneurship 
education/learning (in VET and HE contexts) as well as career management support for 
new/future entrepreneurs.  

 
- Cedefop is planning to organise a peer learning event on debating and disseminating the 

results of this study during the latter half of 2010 (or early 2011). Cedefop will consult 
with the contractor concerning the event (specific focus, potential speakers, etc.) as soon 
as the event preparations need to be initiated.  

 
 
2.4.2 Methodology 
 

- The contractor shall undertake a preliminary desk research to review recent EU policy 
developments, research reports, comparative studies and evaluations of selected 
nationally and EU funded projects as regards the theme of this study. The literary review 
should consider the below mentioned references (as well as most of the footnotes listed in 
these tender specifications) but should not be limited to them:  

 
 

o European Commission (2003): Green paper on entrepreneurship in Europe. 
http://ec.europa.eu/enterprise/entrepreneurship/green_paper/green_paper_final_e
n.pdf 

o European Commission (2004): Helping to create an entrepreneurial culture. 
http://ec.europa.eu/enterprise/entrepreneurship/support_measures/training_educat
ion/doc/entrepreneurial_culture_en.pdf 
 

o European Commission (2005): Mini-companies in secondary education. 
http://ec.europa.eu/enterprise/entrepreneurship/support_measures/training_educat
ion/doc/mini_companies_en.pdf 
  

o International Labour Organisation (2009): Global employment trends. 
http://www.ilo.org/wcmsp5/groups/public/---dgreports/---
dcomm/documents/publication/wcms_101461.pdf 
  

o Monitor Group (2009): Paths to prosperity – Promoting entrepreneurship in the 
21st century.  
http://www.compete.monitor.com/App_Themes/MRCCorpSite_v1/DownloadFil   
es/NED_report_final.pdf 

 
o Nordic Innovation Centre (2008): Entrepreneurship policy in the Nordic 

countries – Perspectives of the development since 2003. 
http://www.nordicinnovation.net/_img/nordic_entrepreneurship_policy_since_20
03_lowres2.pdf  
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o World Economic Forum (2009): Educating the next wave of entrepreneurs – 
Unlocking entrepreneurial capabilities to meet the global challenges in the 21st 
century.  
http://www.weforum.org/pdf/GEI/2009/Entrepreneurship_Education_Report.pdf 

 
- The analysis of guidance in supporting entrepreneurship education and learning will also 

be based on qualitative research methods, in particular for the analysis of examples of 
outstanding practice [i.e. through interviews with relevant actors (guidance counsellors in 
education and employment sector, teachers, trainers, young people and their parents, 
coordinators of guidance initiatives and programmes, etc.) as well as other means chosen 
by the contractor to collect primary and in-depth information].   

 
- As to the examples of outstanding practice, they should be presented and analysed 

according to a systematic approach. The contractor will be expected to design research 
tools for collecting, processing and analysing primary and secondary data and to produce 
a template for the systematic description and analysis of examples of good practices (case 
studies). 

 
Considering the complexity and multiplicity of the study, the contractor will be advised to rely on 
a team of experts that he will have proposed in his tender, capable of executing, managing and 
coordinating the study.  
 
Throughout the execution of the above described tasks, the contractor will consult closely with 
Cedefop’s experts responsible for lifelong guidance. 
 

2.5 Deliverables, reports and timetable (outcome) 
 

An inception report: The report should fine-tune the methodology for identifying and assessing 
promising practices in the given field. The report should include a draft outline for the description 
of the case studies (i.e. a detailed template) as well as an outline of the 20-30 page policy 
synthesis. This is due one month after signature of the contract.  

An interim report, within five months of the date of signature of the contract, which will 
include:  

- a preliminary analysis highlighting intermediary findings, supported by some relevant 
examples of outstanding practice;  

- a list of potential case studies (i.e. outstanding practices) with a justification of choices as 
well as a description of selection criteria applied; 

- a minimum of at least 8 completed case studies (with a detailed description and analysis); 

- a short description of the methodology, including the final version of the tools for data 
collection and analysis;  

- a list of data sources, including bibliographical data, reference persons and institutions;  

- an update of the work plan and timetable for the remaining contractual period;  

- information on any major challenges encountered, solutions found or proposed and 
potential impact on the preparation of the final version of the study. 

A draft final report (study), within 8 months of the date of signature of the contract and a 
final report within 10 months of the date of signature, following the guidelines provided in 
these Technical Specifications and including: 

http://www.weforum.org/pdf/GEI/2009/Entrepreneurship_Education_Report.pdf�
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- an executive summary in English, presenting the main findings and highlighting key 
policy considerations for the future (to be drafted as a self-standing document); 

- the 20-30 page policy synthesis on the contributions of guidance in supporting 
entrepreneurship education and learning will be illustrated with examples of effective 
policies and practices;  

- a compilation of 25-30 case studies (outstanding practices) that can serve as prominent 
examples for guidance service providers and policy-makers in Europe (see also point 
2.4.1-Task 1:case studies); 

- annexes, such as a bibliography, research tools, and a full description of the 
methodology. 

Cedefop will provide comments on the interim report and the draft final report. The Contractor 
will take these comments into account in the preparation of the final version of the study (final 
report).   

The Contractor will submit the deliverables in English, in hard copy and in electronic format 
(Word). The electronic files should correspond fully to the hard copies. Any tables, figures, 
graphs created should also be made available as separate files and include the data used in order 
to reproduce the figures. 

The layout and format of the text – in particular rules for citation, bibliography, tables and figures 
– should comply with Cedefop’s style manual (see Annex G of the Tendering Specifications). 

2.6 Scheduled meetings 
 

The contractor (1-2 persons) will be requested to attend three one-day meetings at Cedefop with 
the team responsible for lifelong guidance as follows: 
 

o a kick-off meeting a few weeks after the signature of the contract to fine-tune the 
research methodology to be applied, the data sources to be used and the final planning, 
as well as to discuss the inception report; 

 
o an interim meeting to discuss the draft interim report, monitor progress and discuss the 

interim findings, key messages of the study as well as the peer learning event; and 
 

o a concluding meeting to discuss the draft final report and the key policy messages. 
 

2.7 Reimbursement of travel expenses  
All costs incurred (travel, accommodation etc) related to Cedefop’s meetings (point 2.6 
above) have to be included in the financial offer, point b) of Table 1 (see also point 5.4). 
 
Any other travel, accommodation etc. expenses that may occur in performing the tasks as 
described in points 2.3 and 2.4, have also to be included in the financial offer, point a) – sub 
total (2) of Table 1.  
 
Any extra travel, accommodation etc expenses besides those mentioned above, that might be 
needed to perform the tasks related to the contract, shall be subject to Cedefop’s prior approval 
and shall be reimbursed by Cedefop separately, according to its relevant rules (see Annex II of 
the draft contract in Annex B). 
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3 Specific information concerning participation to this tender 
Tenderers must meet the exclusion and selection criteria and have the legal position to allow them 
to participate in this tendering procedure. 

In case any document concerning exclusion (point 3.1) and/or selection criteria (point 3.2) is 
missing, the tender will be automatically rejected. Cedefop reserves the right to request 
additional information, if needed, only on documents included in the tender. Missing documents 
as such will not be requested. The tenderer should thoroughly check whether he has included all 
requested information (see check-list in Annex F). 

3.1 Exclusion criteria 
Participation to this tender is only open to tenderers who are in a position to subscribe in full to 
the declaration on exclusion criteria and absence of conflict of interest in Annex C.  Therefore all 
tenderers, all consortium members (if any) and all subcontractors specified as per point 4.2, 2nd 
sub-paragraph (if any) shall provide the self-declaration found in Annex C duly signed and dated. 

[For contracts above the threshold (currently 133.000 EUR) of Art. 158.1(a) of the Implementing 
Rules 

In case of recommendation for contract award the tenderer may be requested to provide the 
following documentation: 

- as satisfactory evidence that the tenderer is not in one of the situations described in points a), b) 
or e) of the declaration, 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. 

- as satisfactory evidence that the tenderer is not in the situation described in point d) of the 
declaration, 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 situations described in points c) and f) of the declaration. 

3.2 Selection criteria 
The tenderers must submit evidence of their economic, financial, technical and professional 
capacity to perform the contract.  

Economic & Financial capacity 

Requirement 

 The tenderer must be in a stable financial position and have the economic and financial 
capacity to perform the contract. 

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

• a statement of overall company (or consortium, if applicable) turnover supported by 
Audited Financial Statements including the Profit and Loss Account or equivalent for 
each of the last three years to prove that the average turnover of the tenderer over that 
period was at least 400000 €;   

• a statement of turnover concerning the type of services covered of at least 140000 € 
during each of the last three financial years.  



AO/ECVL/MILA/Guidance-for-Entrepreneurship-Learning/012/09 

 

 20 
 

In case tenderers are unable to furnish such documents they are required to provide justification 
for non provision. 

Technical and professional capacity 

Requirement 

The tenderer must provide evidence of the technical and professional capacity and must therefore 
comply with the following criteria: 

− qualifications, knowledge and ability of the contractor and the key expert(s) to perform the 
tasks outlined in sections 2.4 and 2.5 of these technical specifications; 

− relevant professional experience in the specific field of the study, as attested by the CVs and 
related documentation of the experts proposed; 

− solid quantitative and qualitative research experience in the field concerned, including the 
theoretical and empirical aspects, in particular through transversal and comparative analysis 
across EU countries and the evaluation of projects;  

− and linguistic ability to communicate and draft to a high standard in English. 

Evidence of technical and professional capacity 

The following documents must be provided as evidence of technical and professional compliance 
with the above criteria: 

− detailed CV of the tenderer and all members of the study team, with a description of 
professional experience and research publications related to the study subject, including 
evidence of experience in comparative studies at European level, and language 
qualifications; 

− list of major contracts/studies performed over the past three years in relevant policy domains 
with a brief description of projects, dates and commissioning authorities; 

− description of the measures employed to ensure the quality of services as well as a brief 
description of the tenderer’s study and research facilities. 

Tenderers should pay attention to the provisions made for sub-contracting (see 4.2.) and provide 
an indication of what proportion, if any, of the contract the Contractor may intend to subcontract. 

3.3 Legal Position 
Tenderers are requested to complete the Legal entity form found in Annex D and to provide the 
documents requested in the form. Tenderers must ensure to include the name and function of the 
individual(s) entitled to sign on behalf of the organisation in the case of contract award. 

4 Additional information concerning participation to this tender 

4.1 Participation of consortia 
Groupings of suppliers (or consortia), irrespective of their legal form, may submit a tender on 
condition that it complies with the rules of competition. Such groupings (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 tender.  

In addition, each member of the consortium must provide the required evidence for the exclusion 
and selection criteria. Concerning the selection criteria ‘technical and professional capacity’, the 
evidence provided by each member of the consortium will be checked to ensure that the 
consortium as a whole fulfils the criteria. 
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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 group of service providers, contractors or suppliers, must 
specify the role, qualifications and experience of each member or group. 

4.2 Subcontracting/Subcontractors 
Any subcontracting/subcontractor must be approved by Cedefop, either by accepting the bidder’s 
tender, or, if proposed by the Contractor after contract signature, in writing by an exchange of 
letters.  The subcontracting/subcontractor will be accepted only if it is judged necessary and does 
not lead to distortion of competition.  If awarded, the contract will be signed by the Tenderer, 
who will be vis-à-vis Cedefop, the only contracting party responsible for the performance of this 
contract. 

The tenderer must indicate clearly which parts of the work will be sub-contracted, and 
additionally specify the identity of those subcontractors only undertaking more than 10% of the 
work by value, provided total sub-contracting is not above 40% of the work by value. If total sub-
contracting is above that ceiling, each and every sub-contractor, independently of his contribution 
to the work by value, must be identified.  The subcontractor(s) (if any) have to provide the 
documents for the parts that are relevant to them. 

All subcontractors identified as per the second sub-paragraph must also provide the required 
evidence for the exclusion and selection criteria. 

Concerning the selection criteria ‘technical and professional capacity’, the evidence provided by 
each subcontractor will be checked to ensure that the  tenderer and all 
subcontractors  together fulfil the criteria. 

Where no sub-contractor is given, the work will be assumed to be carried out directly by the 
tenderer. 

5 Award of the contract 
Only the tenders meeting the requirements of the exclusion and selection criteria will be 
evaluated in terms of quality and price.  

The contract shall be awarded to the tenderer submitting the tender that offers the best-value-for-
money (best quality-price ratio).  

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

5.1 Technical evaluation 
The following technical award criteria will be applied to this tendering procedure: 

The tenders will be evaluated according to the following criteria and points scored for each 
criterion. Due to the high level of specialisation required to carry out the study and finalise the 
competence framework, great weight will be given in the selection process to the general 
understanding of the context and the nature of the tasks.  

 Award criterion 1 – The level of understanding of the nature and the scope of the 
assignment, its context and results to be achieved (35 points) 

o Demonstration of an in-depth knowledge and understanding of the concepts and 
research issues at stake, in particular, EU policy framework, developments and 
challenges relating to developing and implementing guidance measures 
supporting young people’s and adults’ participation in entrepreneurship 
education and learning (15 points);  
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o Relevance of the proposal to the objective of the contract, level of understanding 
of the nature and the scope of the research work, its context and results to be 
achieved (20 points). 

 Award criterion 2 – Adequacy and relevance of the methodological approach to carry 
out the work (35 points) 

o Appropriateness of the methodological approach as well as purposeful 
application of the methods proposed to conduct the analysis (envisaged steps, 
research methods and tools, primary and secondary data sources to be used, 
assessment of probable difficulties) in accordance with the requirements outlined 
in these Technical Specifications (35 points).  

 Award criterion 3 – Appropriateness of organisation and management of the work (30 
points)  

o Organisation and coordination of the research work, division of tasks, type and 
degree of involvement of the proposed research team members (15 points); 

o Capacity to perform the tasks as defined in the terms of reference within the 
deadline given (clarity, coherence and feasibility of the work programme and 
timetable) (15 points). 

Tenders scoring less than 65 (of a maximum of 100) points against the technical criteria, will not 
be considered acceptable and will therefore not have their financial proposal evaluated. 

5.2 Technical proposal 
The assessment of the technical quality will be based on the ability of the tenderer to meet the 
purpose of the contract as described in the technical specifications. To this end, the tenderer must 
provide the following documents and/or information to allow evaluation of their offer according 
to the technical criteria mentioned above: 

• a detailed description of the rationale and conceptual approach underlying the study, 
including: 

- a brief discussion paper demonstrating in-depth understanding of the subject and 
the purpose of the contract, with detailed research questions and fundamental 
hypotheses underpinning the study; 

- a detailed description of the envisaged methodology to conduct the study, 
including  

 a summary of the methodological approach and tools for collecting, 
processing and analysing the data, especially as regards the 
identification, selection and analysis of examples of outstanding practice; 

 a list of potential data sources to be used and key reference institutions 
and experts to be consulted;   

 an initial proposal and justification of the 12-15 countries to be included 
in the study (25-30 case studies);  

 preliminary assessment of probable challenges/difficulties in carrying out 
the work and proposed actions. 

• a detailed description of the development stages, including: 
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 a list of team members together with an explanation of the nature and 
extent of their participation in the work; 

 a detailed work plan outlining intended organisation and management of 
the work, including a timetable, with key milestones and deliverables 
(please refer to points 2.4 and 2.5). 

In addition to the above the tenderer must clearly specify which parts of the work will be sub-
contracted (if any) as requested in point 4.2. 

5.3 Financial evaluation 
Only tenders scoring 65 points or more (of a maximum of 100) points against the technical award 
criteria will have their financial proposal evaluated. The evaluation will be made on the basis of 
the total price (sum of subtotals 1+2+3) offered in table 1 – Price schedule table (see point 5.4). 
Any tender containing a financial proposal exceeding the maximum budget mentioned in these 
tender specifications (see point 1.5) will be rejected. 

5.4 Financial proposal 
The financial proposal should indicate the total price in order to carry out all the activities 
indicated in the technical specifications. The tenderers must fill in the following table 1 - price 
schedule table and present a detailed breakdown of the price offered. 

  

Table 1:  Price schedule table (all fields are mandatory) (if applicable) 
 

 Services 
 

Price 

a) Price to carry out all the activities described in the 
technical proposal  
 
 
 
 
All estimated travel, accommodation, etc. expenses 
related to performance of the tasks  
(indication of total amount)  
 

 (I) Number of person-days:   ........  
 (II) Price per person-day:     ........ 
 
Sub Total (1) = (I) x (II);      ........  
 
 
 
Sub Total (2) =  
 

b) Attending 3 meetings at Cedefop premises 
(indication of total amount for all 3 meetings) 
 

 
 
Sub Total (3) =  

 Total price: sum of sub totals (1+2+3): 
 

       
 

 

Information concerning price 

 The prices quoted must be fixed and not revisable.  

 Prices must be quoted in euro and include all expenses. 

 Any extra travel expenses, that might be needed to perform the tasks related to the 
contract, shall be subject to Cedefop’s prior approval and shall be reimbursed by Cedefop 
separately, according to its relevant rules (see Annex II of the draft contract in Annex B). 

 Under articles 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 
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tax (VAT). Such charges may not therefore be included in the calculation of the price 
quoted. The VAT amount must be indicated separately.  

 

6 Information on presentation and content of tender 
It is extremely important that tenderers present their tender in the correct format and provide all 
documents necessary to enable the evaluation committee to assess their tender. Tenderers should 
fully respect the instructions indicated under points 2 and 3 of this open invitation to tender. 

In addition, below you will find details of the required documentation. 

6.1 Envelope A - Supporting documents 
One original and one copy of: 

 the checklist found in Annex F 

 the exclusion criteria declaration as requested in point 3.1 and standard template found in 
Annex C  

 the selection criteria documents as requested in point 3.2 

 the legal entity form as requested in point 3.3 and found in Annex D 

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

 the financial identification form as found in Annex E 

6.2 Envelope B – Technical proposal 
One original signed unbound version and three bound copies of: 

 the technical proposal providing all information requested in point 5.2 including 
information relevant to subcontracting as requested in point 4.2. 

6.3 Envelope C – Financial proposal 
One original signed version and three copies of: 

 the financial proposal containing all information requested in point 5.4 
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ANNEX A 

CONTRACT NOTICE 
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ANNEX B 

DRAFT CONTRACT 
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ANNEX C 

 

Declaration of honour with respect to 
the Exclusion Criteria and absence of conflict of interest 

 
The undersigned............................................[name of the signatory of this form, to be completed]: 
 

 in his/her own name............................................................. (if the economic operator is a 
natural person or in case of own declaration of a director or person with powers of 
representation, decision making or control over the economic operator) 

      or 
 

 representing.......................................................... (if the economic operator is a legal 
person) 

 
official name in full (only for legal person):.................................................... 
 
official legal form (only for legal person):...................................................... 
 
official address in full: .................................................................................... 
 
VAT registration number: .............................................................................. 
 
declares that the company or organisation that he/she represents / he/she: 
 
a) is not bankrupt or being wound up, is not having its affairs administered by the courts, has not 
entered into an arrangement with creditors, has not suspended business activities, is not the 
subject of proceedings concerning those matters, and is not in any analogous situation arising 
from a similar procedure provided for in national legislation or regulations; 
b) has not been convicted of an offence concerning professional conduct by a judgment which has 
the force of res judicata; 
c) has not been guilty of grave professional misconduct proven by any means which the 
contracting authorities can justify; 
d) has fulfilled all its obligations relating to the payment of social security contributions and the 
payment of taxes in accordance with the legal provisions of the country in which it is established, 
with those of the country of the contracting authority and those of the country where the contract 
is to be carried out; 
e) has not been the subject of a judgement which has the force of res judicata for fraud, 
corruption, involvement in a criminal organisation or any other illegal activity detrimental to the 
Communities’ financial interests; 

f) is not the subject of administrative penalty for being guilty of misrepresentation in supplying 
the information required by the contracting authority as a condition of participation in the 
procurement procedure or failing to supply an information, or being declared to be in serious 
breach of its obligation under contract covered by the budget. 

In addition, the undersigned declares on their honour that: 
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g) they have no conflict of interest in connection with the contract; a conflict of interest could 
arise in particular as a result of economic interests, political or national affinities, family or 
emotional ties or any other relevant connection or shared interest; 
h) they will inform the contracting authority, without delay, of any situation considered a conflict 
of interest or which could give rise to a conflict of interest; 
i) they have not made and will not make any offer of any type whatsoever from which an 
advantage can be derived under the contract; 
j) they have not granted and will not grant, have not sought and will not seek, have not attempted 
and will not attempt to obtain, and have not accepted and will not accept any advantage, financial 
or in kind, to or from any party whatsoever, constituting an illegal practice or involving 
corruption, either directly or indirectly, as an incentive or reward relating to award of the 
contract; 
k) that the information provided to Cedefop within the context of this invitation to tender is 
accurate, sincere and complete; 
l) that in case of award of contract, they shall provide the evidence that they are not in any of the 
situations described in points a, b, d, e above; specifically: 

For situations described in (a), (b) and (e), production of a recent extract from the judicial 
record is required 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. Where the Tenderer is a legal person and the national legislation of the country in 
which the Tenderer is established does not allow the provision of such documents for legal 
persons, the documents should be provided for natural persons, such as the company directors 
or any person with powers of representation, decision making or control in relation to the 
Tenderer. 
For the situation described in point (d) above, recent certificates or letters issued by the 
competent authorities of the State concerned are required. These documents must provide 
evidence covering all taxes and social security contributions for which the Tenderer is liable, 
including for example, VAT, income tax (natural persons only), company tax (legal persons 
only) and social security contributions. 
For any of the situations (a), (b), (d) or (e), where any document described in the two 
paragraphs above is not 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. 

 
By signing this form, the undersigned acknowledges that they have been acquainted with the 
administrative and financial penalties described under Article 134b in conjunction with Article 
133a of the Commission Regulation (EC, Euratom) No 2342/2002 of 23/12/2002 laying down 
detailed rules for the implementation of Council Regulation (EC, Euratom) No 1605/2002 on the 
Financial Regulation applicable to the general budget of the European Communities, which may 
be applied by analogy by Cedefop if any of the declarations or information provided prove to be 
false. 
 
 
 
Full name                                             Date                                                                Signature 
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ANNEX D 

LEGAL ENTITY FORM 

 

 

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

http://ec.europa.eu/budget/execution/legal_entities_en.htm 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://ec.europa.eu/budget/execution/legal_entities_en.htm�
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ANNEX E 

FINANCIAL IDENTIFICATION FORM 

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

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

 

PLEASE NOTE: 

Please indicate the BIC (Bank Identification Code) in the REMARKS box of the 
downloaded form.  

 
 

 

 

 

 

 

 

 

 

 

http://ec.europa.eu/comm/budget/execution/ftiers_en.htm�
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ANNEX F 

CHECK LIST OF MANDATORY DOCUMENTS 
 

The checklist must be used to ensure that you have provided all the documentation for this tender 
and in the correct way. This checklist should be included as part of your offer. 

Please Tick  the boxes provided  

 
Mandatory documents to be 
included as part of the tender 

Reference 
paragraph 

Included If the document is not included, please 
provide an explanation for the reason 

Envelope ‘A’ must contain 
one original and one copy of:  Yes No  

- this checklist 
 
- duly signed cover letter 

 
 

 
 

 
 

 

 

- exclusion criteria declaration 
(If applicable, including those of 
consortia and subcontractors) 

Annex C, 
4.1 & 4.2   

 

- selection criteria documents 
(If applicable, including those of 
consortia and subcontractors) 

4.1 & 4.2   
 

- legal entity form Annex D, 
3.3    

- name and position of the 
individual(s) entitled to sign 
contract 

3.3   
 

- financial identification form Annex E, 
6.1    

Envelope ‘B’ must contain     

one original and three copies of:      

- the technical proposal 5.2    

Envelope ‘C’ must contain     

one original and three copies of:     

- the financial proposal 5.4    

  
You should also ensure that: 

 your offer is formulated in one of the official languages of the European Union. 

 both the technical and financial proposals of the offer are signed by you or your duly authorised 
agent. 

 your offer is perfectly legible in order to rule out any ambiguity. 

 your offer is submitted in accordance with the envelope system as detailed in the invitation to 
tender point 3. 

 the outer envelope bears the information mentioned in the invitation to tender point 3. 
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ANNEX G 

CEDEFOP STYLE MANUAL 

 

 


