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1. 
BACKGROUND INFORMATION

1.1. Beneficiaries
< Beneficiary xxx and Beneficiary yyy >

1.2. Contracting Authority

The European Union, represented by the Delegation of the European Union in <Beneficiary xxx> for and on behalf of the Beneficiaries
1.3. Relevant background

The Communication from the Commission “Western Balkans: Enhancing the European perspective”
 emphasises the crucial role of cross-border cooperation as an instrument to contribute towards reconciliation and restore good neighbourly relations in the Western Balkans at grassroots level. 

The new Instrument for Pre-accession Assistance (IPA II 2014-2020) envisages funding actions in the policy area of regional and territorial cooperation. This will materialise with assistance provided to three forms of cross-border cooperation: (1) between one or more EU Member States and one or more IPA II Beneficiaries, (2) between two or more IPA II Beneficiaries, and (3) between IPA II Beneficiaries and the countries under the European Neighbourhood Instrument. The form of assistance under which this action should be regarded is the second one. 
Following the preparation, assessment and approval of the cross-border cooperation programme document <Beneficiary xxx> - <Beneficiary yyy> adopted by the European Commission (EC) on < date>, four
 thematic priorities were agreed between Beneficiaries for the eligible area of the programme along their common border. One of these thematic priorities relates to technical assistance operations, for which a specific budget allocation is included. The amount of IPA II assistance that can be allocated to technical assistance per programme shall be limited to 10% of the total amount of the EU contribution to the cross-border programme. 
The provisions of article 72 of the Framework Agreement (FWA) that both <Beneficiary xxx> and <Beneficiary yyy> have signed with the EC for the implementation of IPA II in their respective territories stipulates that technical assistance operations may include inter alia:

(a) Preparation, management, monitoring, evaluation, information, communication, networking, complaint resolution, control and audit activities related to the implementation of the cross-border cooperation programme;

(b) Activities to reinforce the administrative capacity for implementing the cross-border cooperation programme; 

(c) Actions for the reduction of the administrative burden for beneficiaries, including electronic data exchange system, and actions to reinforce the capacity of, and exchange best practices between, authorities in the participating countries and of beneficiaries to administer and use IPA II assistance.
1.4. Current situation in the sector

Technical assistance of the kind described above has been provided since the start of implementation of the CBC programmes between Candidate and Potential Candidate Countries under both CARDS (2005-2006) and IPA I (2007-2013). Most Beneficiaries have therefore more than six years of experience with the management of this type of technical assistance as a priority axis in the CBC programmes of the financial cycle 2007-2013. They were covering the preparatory, management, monitoring, evaluation, information and control activities related to the implementation of the CBC programmes, together with activities to reinforce the administrative capacity for implementing the programme. 

For those CBC programmes between two Beneficiaries that have effectively been under way over the last six years, the management of technical assistance has ensured: 

· The establishment and functioning of Joint Technical Secretariats (JTS) with offices in the two Beneficiaries as an administrative body to assist the Operating Structures (OS) and the Joint Monitoring Committees (JMC) to discharge their duties under the CBC programmes. This administrative body has also played an instrumental role in assisting potential applicants in partner search and building capacity for project development, organising information days, partner search forums and workshops, and developing and updating a network of stakeholders. It has also monitored and advised grant beneficiaries in project implementation, supported the work of evaluation committees, provided inputs to annual and final implementation reports on their CBC programme, and planned and performed information campaigns and other activities aimed at raising public awareness on the CBC programme, including publications and a dedicated website. 
· The smooth contribution of the OSs and JMCs to the effective and qualitative management and implementation of the CBC programmes for the early phase of programme preparation, making possible a close cooperation between operating structures in tasks of mutual interest, facilitating the organisation of bilateral meetings and JMC meetings, collecting reliable information on the CBC programme’s implementation and nominating and supporting the work of evaluation committees (Joint Steering Committees), including the recruitment and management of external assessors. 
<One or two paragraphs>

Under the current operation, the direct beneficiaries of the TA include, but are not limited to, the EC, <name of the Contracting Authority of the programme if different from a DEU>, <names of the CBC Body in Beneficiary xxx and the Operating Structure in Beneficiary yyy> and the JMC of the programme so as to ensure a smooth and seamless implementation of the programme throughout all its phases. Moreover, the TA will provide support and expert advice to potential applicants with a view to develop good quality proposals a
nd 
establish sustainable cross-border partnerships as well as to grant beneficiaries during project implementation. The TA will also assist with ensuring the visibility and publicity of the programme and its outcomes as well as raising the awareness of potential applicants and the wider public of the opportunities provided and socio-economic changes achieved by the programme. Finally, it will provide technical expertise for external programme evaluations. 
The key provider of this assistance is the JTS with office in <location of the main office and antenna>. The JTS will prepare and execute an Annual Work Plan (AWP) in close cooperation with the OSs. The JTS will be in charge of the day-to-day management of the programme and will be responsible to administratively assist the EC, the OSs and the JMC in their functions.

1.5. Related programmes and other donor activities

A number of donors have supported capacity building activities in relation to cross-border and other forms of territorial cooperation in the Western Balkans, including the OSCE, the UK Department for International Development, the Spanish Agency for Regional Cooperation, the Swiss Agency for Development and Cooperation, UNDP and UNOPS.
2. OBJECTIVE, PURPOSE & EXPECTED RESULTS

2.1. Overall objective

The overall objective of the contract is as follows:

To stimulate a more balanced, inclusive and sustainable socio-economic development in the eligible border area between <Beneficiary xxx> and <Beneficiary yyy>.
[OR 

Whatever is the overall objective at programme level]
2.2. Purpose

The purpose of this contract is two-fold:

1. To ensure the efficient, effective, transparent and timely implementation of the cross-border cooperation programme
2. To raise awareness of the programme amongst central, regional and local communities and, in general, the population in the eligible programme area.
[OR
Whatever is the specific objective of the priority ‘TA’ in your programme document]
2.3. Results to be achieved by the Contractor
The operation will have to attain three results, out of which the first two are associated with the first project purpose and the third one with the second project purpose: 
· Result 1.1.: The administrative support to the OSs and the JMC of the programme is enhanced. 
· Result 1.2.: The technical and administrative capacity for programme management and implementation is increased. 
· Result 2.1.: The visibility of the programme and its outcomes is guaranteed. 

[OR 

Whatever are the results of the priority “TA” in your programme document]
3. ASSUMPTIONS & RISKS

3.1. Assumptions underlying the project 

The following represents a list of assumptions according to the different levels of a logical framework matrix:

· Assumptions at the level of project purpose:

· The programme or joint
 management structures and the JTS do not lose their well-trained staff due to financial disincentives or other setbacks 
· The thematic priorities of the programme and their objectives clearly meet the needs of final beneficiaries

· The contribution of the JMC reinforces the impact of the programme at institutional level in the eligible area
· There will be no gap between the phasing-out of IPA I funds for TA and the phasing-in of IPA II funds for the same purpose

· <…>
· Assumptions at the level of project results:
· There are no other assistance programmes running in parallel and supporting the same kind of actions that the calls for proposals under this programme

· The partnership and cooperation spirit between the OSs is high and they have regular opportunities to discuss the bottlenecks in the programme implementation
· A ‘bilateral arrangement’ for the implementation of the programme is up and running smoothly

· There is no subject fatigue with CBC in media

· <…>
· Assumptions at the level of project activities: 
· The location of the offices of the JTS is agreed and accepted by all parties

· 


· The evaluation process of the calls for proposals are not longer than 6 
moths from closure of the call to the dispatch of the award letters

· Vacancies among the personnel of the management structures are swiftly and appropriately covered

· 

· Assessors have carried out their work professionally

· The standards in project operational and financial management by grant beneficiaries are increasingly better

· <…>
· Pre-condition:
· The adoption of the support measures for TA under CBC programmes (2014-2016) by the EC is timely done
3.2. Risks

The table below illustrates the risks implicit to the aforementioned assumptions being counterbalanced by a mitigation strategy:

	RISK
	MITIGATION STRATEGY

	Project purpose

	The programme management structures and the JTS lose their well-trained staff due to financial disincentives or other setbacks
	A good financial planning, competitive salaries, social responsive management and open communication channels between employees and their first level management should have positive effects in maintaining the staff competences at high level. 

	The thematic priorities of the programme and their objectives do not meet the needs of final beneficiaries
	Although the programme priorities have been identified after thorough analysis (SWOT and PESTLE), the regular revision of the CBC programmes should always put things on track. 

	The contribution of the JMC does not increase the impact of the programme at institutional level in the eligible area
	An appropriate selection of the members of the JMC by expertise and commitment as well as some measures to ensure their understanding of the CBC programmes should increase their contribution to the effective management of the programmes.

	There is an activity gap between the phasing-out of IPA I funds for TA and the phasing-in of IPA II funds
	The OSs and the Contracting Authority have managed to be ready well in advance for a smooth transition between programme cycles ensuring that the take-over of unfinished commitments under IPA I is carried out to a good end under IPA II financing.

	<…>
	<…>

	Project results

	There are other assistance programmes running in parallel and supporting the same kind of actions that the calls for proposals under this programme
	Through donor coordination and regular consultation with line Ministries, the OSs should be able to maximise the impact of different initiatives in the same thematic area.

	The partnership and cooperation spirit between the OSs is weak and they have very few opportunities to discuss the bottlenecks in the programme implementation
	The participation of the OSs in regional meetings and other events, their mutual respect and acknowledgement and the organisation of regular bilateral meetings to sort out misunderstandings will increase partnership and cooperation. 

	A ‘bilateral arrangement’ for the implementation of the programme is performing with serious difficulties
	Discussing and addressing without delay the bottlenecks in the implementation of the ‘bilateral arrangement’ should reduce the effect of implementation difficulties.

	There is a subject fatigue with CBC in media
	Innovative, well-planned information and dissemination campaigns targeting the correct social groups should foster media interest in the programmes. 

	<…>
	<…>

	Project activities

	The location of the offices of the JTS are contested by the parties
	The location of these offices is agreed, preferably within the eligible territory of the programme. If there is a change in location, the actors will ensure that the efficiency of the TA operations is not affected. 

	
	and professionalism the   



	The evaluation process of the calls for proposals is longer than 6 months 
from the closure of the call to the dispatch of the award letters
	Thanks to early detailed planning, the evaluation members will ensure their full availability and commitment to the procedure, the assessors will have been selected on time and the steps in the evaluation will have been reduced to a minimum. In addition, measures will be taken to shorten the budget clearing exercise to accelerate contracting. 

	Vacancies among the personnel of the management structures are slowly and wrongly covered
	Suitable professional profiles as well as speedy selection procedures with only a few in-depth interviews should counteract this risk.

	A management information system is irregularly applied, is not perceived as useful by stakeholders and performs with trouble
	A simple, user-friendly and useful monitoring system will be available for each programme in order to meet the EC requirements for yearly programme implementation reporting, as well as for monitoring of relevant projects and the implementation of the programme itself. Capacity building and information activities shall be carried out in order to underpin the acceptance and application of the system by stakeholders.



	Assessors have carried out their work loosely
	A rigorous selection procedure and a serious capacity building programme prior to their work should improve the performance of assessors.  

	The low standards in project operational and financial management by grant beneficiaries are a handicap for project success
	Capacity building campaigns before and after the selection procedure, as well as support and guidance from the JTS, should upgrade the performance standards of applicants and grant beneficiaries. 

	<…>
	<…>


4. SCOPE OF THE WORK

4.1. General

4.1.1. Project description

The project is designed to support the national authorities of <Beneficiary xxx> and <Beneficiary yyy> in the management of the cross-border programme <Beneficiary xxx> - <Beneficiary yyy> under the IPA II year allocations <2014-2016>. 

The project will provide the technical and financial means necessary for the administrative and operational functioning of the national and joint management structures [OSs, including the CFCU of <Beneficiary xxx>, the JMC and the JTS]. It will also cater for capacity building of the main stakeholders:

· The OSs, <names of the institutions in Beneficiary xxx and Beneficiary yyy>, which will be in charge of the coordination and management of the project activities;

· The JMC in charge of the overall supervision of the cross-border programme;

· The JTS and antenna located in <zzz and www>;

· The potential applicants;

· The grant beneficiaries.

The project is expected to commence at the time the financial allocations pertaining to IPA I 2012-2013 will be exhausted. Although the project will mainly support all phases of the implementation cycle of the annual financial allocations (2014-2016), from the preparation of the first calls for proposals to the monitoring of the awarded projects, as well as support to potential applicants and project partners, it will nonetheless have to cater for the technical assistance needs of the phasing-out period of the IPA I CBC programme <Beneficiary xxx> - <Beneficiary yyy>. The total duration is <36> months.  

4.1.2. Geographical area to be covered

<As appropriate in accordance with the CBC programme document. The inclusion of a map is recommended>
4.1.3. Target groups

See section 4.1.1. above. 
The final beneficiary is the population from the regions eligible under the cross-border programme.

4.2. Specific work
The tasks to be carried out under the contract can be structured in accordance with the three results mentioned in section 2.3 above: 
	RESULT 


	INDICATIVE LIST OF ACTIVITIES


	· Result 1.1.: The administrative support to the OSs and the JMC of the programme is enhanced.


	· Support communication between OSs and the Contracting Authority and ensure operationalization of the main drivers of the programme (staff, operational and running costs of the JTS)
· Ensure the participation of the OSs in Western Balkans Regional Forums or EU meetings  
· Undertake all necessary steps and prepare the documents to ensure the continuity of technical assistance under further programme annual allocations
· Keep informed the project Steering Committee on project progress and assist this body in performing its function as supervisor of the project and guidance for the elimination of bottlenecks in project implementation 
· Assist the Contracting Authority with the preparation of application packages under the programme and during the evaluation of calls for proposals, including the deployment of assessors
· Logistical and secretarial support to the meetings of the JMC of the programme
· Underpin the work of the Joint Task Force in charge of revising the programme document
· Organise field visits to projects for the members of the JMC

· Ensure administrative and technical preconditions for the efficient implementation of the service contract under which TA activities will be implemented

· Assist the OSs responsible of the programme to put together annual implementation reports for both IPA I and IPA II appropriations and, if appropriate, the final implementation report of IPA I funds
· <Other>


	· Result 1.2.: The technical and administrative capacity for programme management and implementation is increased. 


	· Organise events, meetings, training sessions, study tours or exchange visits to learn from best practice of other territorial development initiatives 
· Prepare manuals and handbooks
· Assist and facilitate the establishment of partnerships and CBC project development 


· Support to grant beneficiaries in contract related matters, both on result oriented matters and compliance (legality and regularity) aspects

· Monitor the project portfolio and assist programme implementation, including the establishment of a monitoring system and related reporting, as well as the maintenance and upgrading of a database of projects
· Support to the external evaluators and other consultants carrying out analyses, surveys and/or background studies
· <Other>

	· Result 2.1.: The visibility of the programme and its outcomes is guaranteed.


	· Information and publicity, including the preparation, adoption and regular revision of a visibility and communication plan 

· Dissemination (public relations and awareness campaign, info-days, lessons learnt, best case studies, press articles and releases) 

· Promotional events and printed items 

· Development of communication tools 

· Maintenance, updating and upgrading of the programme website

· <Other>
The Contractor must comply with the latest Communication and Visibility Manual for EU External Action (see http://ec.europa.eu/europeaid/work/visibility/index_en.htm). The compliance with this shall be made an output of the contract and the Contractor shall include in their reporting what has been accomplished.


The Contractor shall ensure the capitalisation and sharing of knowledge related to the implementation of the project. It concerns observations of technical and pedagogical value, which are interesting for other professionals, and which do not infringe with the obligations of article 14 of the General Conditions of the Contract. For sharing such information, the Contractor shall use any regional meeting or web platform that may be available through an EU-funded multi-beneficiary project (for instance CBIB+ or its successors).
4.3. Project management

4.3.1. Responsible body

The Operations Section o
f the Delegation of the European Union in <Beneficiary xxx> 
4.3.2. Management structure

A Project Steering Committee will be established to ensure proper coordination of contract implementation. 

The Steering Committee will be made up of representatives of the Delegation of the European Union in <Beneficiary xxx> (chair), the Operating Structures of <Beneficiary xxx> and <Beneficiary yyy>, the Delegation of the European Union in <Beneficiary yyy> and the JTS (secretary). Representatives of the JMC of the programme may be invited to attend the meetings of the Steering Committee on a need basis.
The aim of the Project Steering Committee will be to discuss project progress and issues related to the implementation of this service contract. As such, its role will remain focused and should not duplicate with that of the various regional coordination initiatives.
The Project Steering Committee will have rules of procedures adopted at the first meeting of the body. These rules will elaborate on the purpose of the Committee, membership, decisions, chairpersonship, primary tasks, frequency and location of meetings, logistic support and language. 
The schedule of meetings will be related to the due dates for the delivery of drafts of the reports indicated in the section 7 below.
4.3.3. Facilities to be provided by the Contracting Authority and/or other parties

<N/A>
5. LOGISTICS AND TIMING

5.1. Location

As mentioned in 1.4 above, the key provider of this assistance is the JTS with office in <location of the main office and antenna>, where the operational base of the project is established. However, the territory covered by the action is that shown in section 4.1.2 above.  

5.2. Start date & period of implementation

The intended start date is <date> and the period of implementation of the contract will be < number > months from this date. Please see Articles 19.1 and 19.2 of the Special Conditions for the actual start date and period of implementation.

6. REQUIREMENTS

6.1. Staff

Please note that civil servants and other staff of the public administration of the Beneficiaries or of international/regional organisations based in the Beneficiaries cannot be recruited as experts, unless prior written approval has been obtained from the European Commission. These shall only be approved to work as experts if well justified. The justification shall include information on the added value the expert will bring as well as proof that the expert is seconded or on personal leave. 
6.1.1. Key experts

Key experts have a crucial role in implementing the contract. These terms of reference contain the required key experts’ profiles. The tenderer shall submit CVs and Statements of Exclusivity and Availability for the following key experts:
Key expert 1: Team Leader – Head of the JTS
Inputs

The Team Leader will be a position of at least <aaa> working days over the contract duration. A minimum of 75% of these working days should be spent in the eligible territory. 

The Team Leader will be based in the project main office to be established in the region but will be expected to divide his/her time in the field between the Beneficiaries equitably. 

The Team Leader will be responsible for all matters relating to the management and implementation of the project, including the coordination of the activities of all the other experts. 

To maximise the impact from the pool of experts, the Team Leader will draw up and monitor work programmes for all other experts. He/she will work with the other experts to develop a technical assistance programme which will enable the Beneficiaries to: (a) enhance their programme and project management capabilities and, (b) wherever feasible, to put in place a pipeline of cross-border projects for future support through the IPA CBC programmes.
Qualifications and skills

· University degree, preferably a Master's degree, or alternatively at least <10> 
years of general professional experience

· Fluency in both written and spoken English and <the national language of Beneficiary xxx> and preferably also <the national language of Beneficiary yyy>
General professional experience

· At least <7> 
years of relevant professional experience in assistance programmes/projects funded by the EU or other donors
· At least <3> years of project management and coordination experience 

Specific professional experience

· At least <1> year of experience in the supervision, coordination and management of teams of experts
· Involvement in at least <two> EU-funded projects in the past <5> years related to cross-border cooperation in the Beneficiaries





Key experts 2 & 3: Project Officers
Inputs

Each Project Officer will be a position of at least <bbb> working days over the contract duration. A minimum of 75% of these working days should be spent in the eligible territory. 
The Project Officers will be based in the project offices to be established in the region but will be expected to divide their time in the field between the Beneficiaries equitably. 

Under the supervision of the Team Leader, the Project Officers will be responsible for all matters relating to the management and implementation of the project (technical assistance), including the coordination of specific activities. They will play a fundamental role on contract reporting, administration of resources, assistance in the launching of calls for proposals, on field project monitoring (particularly result oriented), collecting data for the programme reports and supporting activities related to publicity, visibility and information.
Qualifications and skills

· University degree, preferably a Master's degree, or alternatively at least <8> years 
of general professional experience

· Fluency in both written and spoken English and either <the national language of Beneficiary xxx> or <the national language of Beneficiary yyy>, but preferably both
General professional experience

· At least <5> 
years of general professional experience in assistance programmes funded by the EU or other donors
· At least <2> years of project management and/or supervision 

Specific professional experience

· 


· At least <2> years of experience related to project monitoring, preferably EU-funded grant contracts 

· Experience in compliance assessment or financial audits of EU-funded projects would be an advantage. 




Key expert 4: Project Officer 
specialised in Communication and Information
Inputs

The Communication and Information Officer will be a position of at least <bbb> working days over the contract duration. A minimum of 75% of these working days should be spent in the eligible territory. 
This Project Officer will be based in one of the project offices to be established in the region but will be expected to divide his or her time in the field between the Beneficiaries equitably. 

Under the supervision of the Team Leader, and assisted by the other Project Officers, he or she will be responsible for contributing to the management and implementation of the project (technical assistance), including the coordination of specific activities. He or she will play a fundamental role on contract reporting, administration of resources, assistance in the launching of calls for proposals, on field project monitoring (particularly result oriented), collecting data for the programme reports and designing and conducting activities related to publicity, visibility and information.
Qualifications and skills

· University degree, preferably a Master's degree, or alternatively at least <8> 
years of general professional experience

· Fluency in both written and spoken English and either <the national language of Beneficiary xxx> or <the national language of Beneficiary yyy>, but preferably both
General professional experience

· At least <5> 
years of general professional experience in assistance programmes/projects funded by the EU or other donors
· At least <2> years of project management and/or supervision 

· At least <2> years in information, dissemination and communication activities in the public or private sector
Specific professional experience

· 

· 
· Experience in compliance assessment or financial audits of EU-funded projects would be an advantage

· Experience on management and implementation of multiple communication and information tasks such as the organisation of events, management of websites, production of films, TV or radio shows, and preparation of flash news and newsletters
· Experience in the provision of training related to information and communication skills and techniques will be an asset
· Experience as a consultant for information and communication activities in international donor funded projects and particularly in EU-funded CBC programmes will be an advantage
. 

6.1.2. Non key experts

CVs for non-key experts
 should not be submitted in the tender but the tenderer will have to demonstrate [in their Organisation and Methodology] that they have access to experts with the required profiles. 
[The Contractor shall select and hire other experts as required according to the profiles identified in the Organisation & Methodology, including for capacity building or research issues.] They must indicate clearly which profile they have so it is clear which fee rate in the budget breakdown will apply. All experts must be independent and free from conflicts of interest in the responsibilities accorded to them.

The selection procedures used by the Consultant to select these other experts shall be transparent, and shall be based on pre-defined criteria, including professional qualifications, language skills and work experience. The findings of the selection panel shall be recorded in a written report. The selected experts must be subject to approval by the Contracting Authority of the contract 
before the start of their implementation of tasks.

The exact profile of the expertise and allocation of non-key expert days is to be determined during the Inception Phase and proposed in the Inception Report. 

6.1.3. Support staff & backstopping

Backstopping and support staff costs must be included in the fee rates.  
6.2. Office accommodation

Office accommodation of a reasonable standard and of approximately 10 square metres 
f
or each expert working on the contract is to be provided by the Contracting Authority of contract. 
The costs of the office accommodation are to be covered by the provision for incidental expenditure. The cost per square metre must be in line with the prevailing local market rate for office accommodation of a reasonable standard.
The operational base of the project will be in <location of the JTS>, where the Team Leader must be located. 

The Contractor has an additional project office in <location of the antenna>. The establishment of the operational base and the additional project office should be done in close consultation with the OSs of <Beneficiary xxx>, <Beneficiary yyy> and the EU Delegations in both Beneficiaries.
6.3. Facilities to be provided by the Contractor
The Contractor must ensure that experts are adequately supported and equipped. In particular it must ensure that there is sufficient administrative, secretarial and interpreting provision to enable experts to concentrate on their primary responsibilities. It must also transfer funds as necessary to support their work under the contract and to ensure that its employees are paid regularly and in a timely fashion.
Any supplies, services, documentation, logistical support, etc. needed for the success of the contract should be provided by the Contractor within the fee rates of both its key and non-key experts or from sources other than the EU budget.]
If the Contractor is a consortium, the arrangements should allow for the maximum flexibility in project implementation. Arrangements offering each consortium member a fixed percentage of the work to be undertaken under the contract should be avoided.
6.4. Equipment

No equipment is to be purchased on behalf of the Contracting Authority / Beneficiaries as part of this service contract or transferred to the Contracting Authority / Beneficiaries at the end of this contract. Any equipment related to this contract that is to be acquired by the Beneficiaries must be purchased by means of a separate supply tender procedure.
All pieces of equipment, purchased under the grant contracts for technical assistance funded under the financial appropriations of IPA I (2007-2013), will be automatically transferred to those bodies (JTS of the CBC programme <Beneficiary xxx> - <Beneficiary yyy> and the OSs of <Beneficiary xxx> and <Beneficiary yyy>), which are currently enjoying their use. 
6.5. Incidental expenditure

The provision for incidental expenditure covers ancillary and exceptional eligible expenditure incurred under this contract. It cannot be used for costs that should be covered by the Contractor as part of its fee rates, as defined above. Its use is governed by the provisions in the General Conditions and the notes in Annex V to the Contract. It covers:

· Travel costs and per diems for missions, outside the normal place of posting, to be undertaken as part of this contract;
· Costs associated with the insurance, registration, maintenance and fuel necessary for one or more vehicles available to the project team; 

· Office accommodation, utilities and stationery;
· Costs of meetings, field visits and events (conferences, seminars and other regular and/or thematically or geographically focused, specialised workshops and training sessions, etc.), including travel, provision of subsistence allowances and accommodation for external experts and speakers, per diems for representatives of beneficiary organisations and JMC members, as well as any other logistical support (e.g. room hire, rent of video or audio equipment, etc.);

· Costs of outsourced translation and interpretation as well as of copying and printing of documentation accompanying the meetings and events as specified in section 4;

· Costs related to communications (e.g. website and MIS development and maintenance; creation of promotional materials; public awareness campaigns; etc.) and dissemination of results and outputs. 
The provision for incidental expenditure for this contract is € <amount>. This amount must be included unchanged in the Budget breakdown. 
Daily subsistence costs may be reimbursed for missions foreseen in these terms of reference or approved by the Contracting Authority of the contract, and carried out by the contractor’s authorised experts, outside the expert’s normal place of posting. 
The per diem is a flat-rate maximum sum covering daily subsistence costs. These include accommodation, meals, tips and local travel, including travel to and from the airport. Taxi fares are therefore covered by the per diem. Per diem are payable on the basis of the number of hours spent on the mission by the contractor's authorised experts for missions carried out outside the expert's normal place of posting. The per diem is payable if the duration of the mission is 12 hours or more.  The per diem may be paid in half or in full, with 12 hours = 50% of the per diem rate and 24 hours = 100% of the per diem rate.  Any subsistence allowances to be paid for missions undertaken as part of this contract must not exceed the per diem rates published on the website - http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
 -  at the start of each such mission. 

The Contracting Authority of the contract reserves the right to reject payment of per diem for time spent travelling if the most direct route and the most economical fare criteria have not been applied.
Prior approval by the Contracting Authority of the contract for the use of the incidental expenditure is not needed [with the exception of < specify the item >]. 

6.6. Lump sums

No lump sums are foreseen in this contract.
6.7. Expenditure verification

The provision for expenditure verification covers the fees of the auditor charged with verifying the expenditure of this contract in order to proceed with the payment of any pre-financing instalments and/or interim payments.

The provision for expenditure verification for this contract is € < amount >. This amount must be included unchanged in the Budget breakdown. 
This provision cannot be decreased but can be increased during execution of the contract.
7. REPORTS

7.1. Reporting requirements

Please see Article 26 of the General Conditions. Interim reports must be prepared every six months during the period of implementation of the tasks. They must be provided along with the corresponding invoice, the financial report and an expenditure verification report defined in Article 28 of the General Conditions. There must be a final report, a final invoice and the financial report accompanied by an expenditure verification report at the end of the period of implementation of the tasks. The draft final report must be submitted at least one month before the end of the period of implementation of the tasks. 

Each report must consist of a narrative section and a financial section. The financial section must contain details of the time inputs of the experts, incidental expenditure and expenditure verification. 

To summarise, [in addition to any documents, reports and outputs specified under the duties and responsibilities of each key expert above,] the Contractor shall provide the following reports:
	Type of report
	Content
	Time of submission

	Inception Report
	Analysis of existing situation and work plan for the project
	No later than 3 months after the start of the implementation

	Monthly reports
	Short description (two pages maximum) of achievements in the previous month and activity plan for the following month
	No later than one month after the month of reference 

	Six-month Progress Report
	Short description of progress (technical and financial) including problems encountered; planned activities for the ensuing 6 months accompanied by an invoice and the expenditure verification report.
	No later than 1 month after the end of each 6-monthly implementation period

	Draft Final Technical Report
	Short description of achievements including problems encountered and recommendations
	No later than 1 month before 
the end of the implementation period 


	Final Report
	Short description of achievements including problems encountered and recommendations; a final invoice and the financial report accompanied by the expenditure verification report.
	Within 1 month of receiving comments on the draft final report from the Project Manager identified in the contract.


7.2. Submission & approval of reports

Two copies of the reports referred to above must be submitted to the Project Manager identified in the contract. The reports must be written in English. The Project Manager is responsible for approving the reports.

The Final Report must also be provided in CD ROM/DVD together with all documents (reports, presentations, newsletters, etc.) produced during the contract period.
8. MONITORING AND EVALUATION

8.1. Definition of indicators

In accordance with the CBC programme document for <Beneficiary xxx> - <Beneficiary yyy>, the Contractor will have to report on the progress made to achieve the following indicators per result: 

	Result
	Indicator
	Baseline
	Target Value 2022

	· Result 1.1.: The administrative support to the OSs and the JMC of the programme is enhanced.
	Average share (percentage) of beneficiaries satisfied with the programme implementation support

	Zero
	<XXX>

	· Result 1.2.: The technical and administrative capacity for programme management and implementation is increased. 
	Average increase (percentage or absolute number) in the number of proposals received within each consecutive call for specific themes
	<Data from the last call for proposals under the 2007-2013 cycle extrapolated to the thematic priorities of the IPA II 2014-2020>
	<XXX>

	
	Average increase (percentage or absolute number) in the number of concept notes that would qualify for further assessment irrespective of the amount of funds available in the call
	<Data from the last call for proposals under the 2007-2013 cycle implemented under restricted mode>
	<XXX>

	· Result 2.1.: The visibility of the programme and its outcomes is guaranteed.


	People participating in promotional events
	<Accumulated number of participants in events funded under the 2007-2013 cycle>
	<XXX>

	· 
	Visits to the programme website
	<Accumulated number of visits to the website prior to the publication of the first call for proposals under the financial perspective 2014-2020>
	<XXX>


8.2. Special requirements

When outlining their organisation and methodology, tenderers must describe the concrete tasks that they envisage for carrying out the activities and delivering the outputs described in section 4.
* * *

� 	COM(2008) 127 “Western Balkans: Enhancing the European Perspective” dated 5 March 2008


� Depending on the mode of management of the programme, either direct or indirect, the CAs should leave ‘programme management structures’ or ‘joint management structures’ (that is the NAO and the OS of the Beneficiary XXX). 


� Please do not overlook that this list of activities encompasses TA obligations for the phasing-out of the CBC programme funded under IPA I appropriations. 


� For instance, assessors for calls for proposals. 


� Requires a regular, simple survey using a standard questionnaire with closed type of questions.





�To be adjusted accordingly as few programming borders have three priorities (SRB-MNE)


�Please note that for CBC programmes where Kosovo is a Beneficiary, one or two paragraphs will have to be devoted to the TA the OS has enjoyed under the IPA I National Programme. 


�Please draft one or two paragraphs detailing the situation with the last grant contract for technical assistance of the programme under IPA I funds, stressing its achievements and the phasing-out strategy. 


�Depending of a mandate of a JTS team this part could/should be modified. 


If a JTS team will have mandate to directly be involved in project proposals writing (develop good quality proposals), that this part of the sentence may remain without further elaboration.


If a JTS team will have limited mandate as it was within the IPA 2007-2013, that this part of the sentence should be more elaborated with including more precise tasks regarding to mandate, such could be “thorough organizing Info Days/Workshops prior to launching call for proposals”


�Given the fact that the JTS will not play any role under IPA II in the evaluation of calls for proposals and therefore no conflict of interest can stem from this type of assistance, we propose to keep this sentence as it is. 


�This document cannot circumvent the fact that the definition of the overall objective of the programme and the specific objectives for the priority ‘technical assistance’ are not the same across programme documents. This is why for each programme you will have to alter the overall objective and the purpose(-s) of the contract accordingly. 


�Every reference to the transition from IPA I funds for TA to the same type of funds under IPA II is based on the liberal, affirmative interpretation of the provisions of art. 72.3 of the FWA, which reads ‘These actions [of technical assistance] may concern preceding and subsequent programming periods’.


�We suggest to delete this sentence-


�We would prefer to keep this assumption in place. The DEUs, as contracting authorities for TA, will finally decide on this. 


�We believe that 6 months is very short period of time, thus propose to extend this period to at least 9 months from closure of a call to the dispatch of the award letters.


According to our previous experience, 9 months is more realistic than 6 months. 


�We would prefer to keep this assumption in place since it stems from an obligation stipulated in articles 76.3(i) and 79.6(f) of the FWA. 


�Please see comment 11


�Please see our foregoing comment no. 9.


�9 months instead of 6 months.


�We suggest to delete this part. MIS should be a subject for further discussion.


�Please see our comment no. 11 above. 


�Having in mind composition of JMCs within the IPA 2007-2013, and intention to keep that a JMC members are highly positioned staff delegated from different ministries/governmental units, since they are too occupied with regular duties, we think there is no need to introduce this practice/activity within the indicative list.


�Please see comment 3.


�Please see also comment 5 above. 


�As far as we are informed, the name of Operations Section is changed into Cooperation Section.





�This seems high requierment. W suggest 7 years 


�This seems high requierment. We suggest 5 years


�This criteria is already a part of the criteria under general professional experience therefore it should be deleted.


�We suggest to keep this selection criterion as it is the only one dealing with CBC directly. 


�We suggest to delete this sentence. It will already be taken into account when evaluating candidates


�We propose to keep this sentence in order to establish a transparent ranking list. 


�This seems high requierment. We suggest to decrease number of years.Instead of 8 years we suggest 5 years.


�This seems high requierment. We suggest 3 yearsof general professional experience 


�We suggest to delete this senence. It will be already taken into account when evaluating candidates.


�Please note that if the criterion is not spelled out in the ToR cannot be used in the selection of candidates. 


�We suggest to delete this sentence. It will already be taken into account when evaluating candidates


�Please see comment no. 25 above. 


�Please note that the profile of this expert was drafted with the idea that he or she is not only capable to deal with communication and information but also to act as a project officer as key experts 2 and 3. We therefore suggest to keep the definition of the profile as originally proposed. 


�5 years 


�3 years 


�Too demanding for this profile.


�We suggest to delete this sentence. It will already be taken into account when evaluating candidates


�Too demanding for this profile of key expert.


�We suggest to write EUD instead of Contracting Authority of contract.


�We think it is not necessity to be precise with dimensions of offices.


�Please note that this is a standard requirement in service contracts. 


�Having in mind usual deadline for submission of a final report (3 months after the end of implementation period), instead of 1 month before, more appropriate and realistic would be “No later than one month after the end of the implementation period”.


�It is standard practice in services that the technical part of the final report is delivered as a draft one month before the end of the period of implementation. 


�Please note that the Project Manager is always somebody representing the Contracting Authority of the service contract. 


�Please consider adding in the table below other indicators that you may find appropriate to measure the achievement of the three results. 
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