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FRAMEWORK WORLDWIDE CONTRACTs

EXPERT’S GUIDE

EuropeAid/127054/C/SER/Multi:

FWC LOT 1: Rural development with Transtec as lead company (Transtec Consortium)

FWC LOT 6: Environment with Safege as lead company (Safege Consortium)

Contact person details:

	Mrs. Victoria Molina 

Tel.: ++49 - (0)6628 - 91 50 928

e-mail: victoria.molina@eco-consult.com
Skype: eco-victoria.molina

Mr. Michel Midré

Tel.: ++49 - (0)6628 - 91 50 910

e-mail: michel.midre@eco-consult.com
Skype: mmidre; Unyk: 078 NZX
	ECO Consult 
Sepp & Busacker Partnerschaft

Hersfelder Str. 17

D-36280 Oberaula

Germany

Fax: ++49 - (0)6628 - 8016

Internet: www.eco-consult.com 
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Requested documents table

	Item
	REQUESTED DOCUMENTS FOR PAYMENT OR REIMBURSEMENT



	Fees
	ORIGINAL SIGNED TIME SHEETS



	Per diem
	ORIGINAL SIGNED TIME SHEETS

hotel bills and evidence of payment (for experts resident in the assignment country)

	Reimbursable costs included in the offer
	ALL ORIGINAL SUPPORTING DOCUMENTATION



	International travel
	· ORIGINAL AIR TICKET STUB

· CORRESPONDING BOARDING PASSES

· ALL ORIGINAL SUPPORTING DOCUMENTS RELATED TO THE TRAVEL (E.G. VISA COST, CHANGES)

· ORIGINAL TRAVEL AGENCY INVOICE WHEN APPLICABLE

	Local transportation
	· ORIGINAL AIR TICKET STUB

· CORRESPONDING BOARDING PASSES

· ORIGINAL TRAVEL AGENCY INVOICE 

	Services

Support personnel (driver, interpreter / translator) workshop, etc.
	· ID /PASSPORT OF THE LOCAL SUPPORT PERSON

· SIGNED TIME SHEETS

· CONTRACT BETWEEN CONSORTIUM COMPANY (or consortium lead company) AND THE LOCAL SUPPORT PERSONNEL, 

· SUPPORT PERSONNEL INVOICES AND MONEY RECEIPTS: To be eligible, the amounts presented by the Framework contractor for reimbursement must be invoiced to the Framework contractor (consortium lead firm or any of the members) and not to a third firm or an expert contracted for the assignment


Glossary

Contracting authority: the European Community represented by the European Commission on behalf of the beneficiary countries and/or, for Specific contract, the decentralised authorities of the beneficiary country.

Framework contract (FWC): agreement concluded between our clients (the European Commission headquarter and delegations or other decentralized authorities) to establish the essential terms governing a series of specific contracts to conclude within a specific period for similar services. The Multiple Framework Contract Beneficiaries is a generic instrument covering the entire range of the Commission Services external assistance Programmes and sectors of intervention. The FWC has been divided into different “Lots” specialized in different sectors. The FWC has been set up in order to provide the Beneficiaries of EC external aid programmes with access to short-term technical assistance (less than 24 months). Its twin virtues are flexibility and speed (short notice): the FWC can be used to provide much-needed support to the Beneficiaries to address issues that were not foreseen in the national or regional programmes, to provide an immediate response in emergencies or to prepare the ground for initiatives planned under the multi-annual indicative programmes. A Mission may be identified; the Request for Services issued and the team of experts can commence work all in a matter of a few weeks. The FWC is therefore a strategic tool facilitating the delivery of timely, cost-effective and focused assistance at short-notice and at any stage of the Project Cycle. The work is ruled by the General and Special Conditions, the Global and Specific Terms of Reference (ToR) as well as the particular Request for Services and its Mission ToR.

Junior expert: at least 3 years experience in the sector(s) directly or indirectly related to the lot.

Senior expert: at least 10 years experience in the sector(s) directly or indirectly related to the lot.

Specific contract/assignment: each short-term mission established by the Specific terms of reference and Request for services determining the services to be performed by the contractor (the consortium). Their budget is less than € 200.000.

Working days: The experts’ inputs are expressed in working days. The terms of reference of each specific contract/assignment specify the number of working days to be performed by each expert. The working days correspond to the real days of work for each expert and they are normally 5 per week. However, if requested and upon confirmation of the task manager for each mission weekend days can also be accepted as working days.

Statements: Each expert will be requested to sign a Statement of exclusivity and availability for each specific contract/assignment with the initial and final date of the mission. Each expert must be available, able and willing to work for all the period foreseen for his/her input during the implementation of the contract as indicated in the Terms of reference. The Statement will be valid for two weeks after the presentation of the offer to the EC. 

Before submitting the offer to the EC the experts will also be required to sign a statement of confidentiality.

Fees 

Fees depend on the qualifications of the experts following the classification in categories (junior, senior, administrative) defined in the Global Terms of Reference. The CV shall show all the years of experience of the expert even if not consistent with the assignment. A senior expert can be proposed for a junior position but not vice versa.

The fees include social security contributions, taxes, insurance, all administrative costs. The fees also include the office facilities, secretariat, communication costs etc. in home office and on mission abroad, as well as the equipment for the experts as required (individual laptop/computers, calculators etc.). 

No other additional cost of this nature can be invoiced. 

No additional remuneration can be paid for extra working hours. 

The day of travel is considered as a working day.

Fees and per diem will be paid per effective working days of service as per the time sheets that will be approved by the EC and presented at the end of the mission in original to the consortium. 

Time sheets: the consortium/the respective partners will provide the model of time sheets to the experts before departure. 

For the Team leader they should be signed by the EC Task manager of the mission, for the other experts by the team leader and by the Task manager.

Daily allowances (per diem)

· They are paid for each overnight stay on the mission, but no per diem will be paid if the night will be spent on the plane.

· For experts who are resident in the beneficiary country, submission of hotel bills and evidence of payment are compulsory to obtain the payment of the per diem.

· In Brussels, NO PER DIEM WILL BE PAID (for briefing and debriefing) if there is no overnight stay even for a one day briefing/debriefing.

· The per diem cover all subsistence costs of the experts including meals, housing and intra-city transportation costs (taxi, car rental and/or public transportation). They depend on the country where the services are carried out. They may not exceed the current published rates at the date of the request.

· The per diem include intra-city travels so they are not eligible once more under reimbursable. For Inter-city travels foreseen in the ToRs see under ‘Local transportation’ hereafter.

· The taxi from and to the airport is included in the per diem, while the cost for buses or train to and from the airport will be reimbursed upon presentation of the receipt.

· The per diem rates published are the maxima available for each country. The list is available on the EU web site and it is updated every year in July and December. 


The Reimbursable items non-included in the fees

ATTENTION: For the following expenses the submission of original supporting documentation is compulsory. In case of loss or not presentation, the corresponding value of tickets, invoices, receipts will not be claimed to the EC in the final invoice and therefore not paid to the expert/s.

To be eligible, the documents presented by the expert for reimbursement must bear the name of the Consortium lead company (or any of the members of the Consortium) and not the name of a third firm or the expert contracted for the assignment. This does not apply for the flight tickets when the price is indicated on the ticket stub.

Travel costs

The budget will include provisions for the inter-city journeys (both international and inside the country) of experts away from their usual place of residence. 

International and local air travels must be in economy class, train travels may be in 1st class, the use of taxi is included in the per diem. 

1. International air tickets (Y class = economy class):

International air tickets (Y class – economy class) will be provided (prepaid by the concerned Consortium member) or reimbursed to the expert. In case the expert/the consortium partner will buy the ticket, we will also need to receive the original of the travel agency invoice for billing the ticket to the EC.

Return of original air ticket stubs and corresponding boarding passes and all supporting documentation related to the travel (e.g. Visa cost, changes, etc…) is compulsory. In case of loss or not presentation, the corresponding value of the ticket will be deducted from the expert fees. 

2. Local transportation

Internal/local flights and vehicle rental for working purposes might be foreseen in the Request for Services, in which case they will be reimbursed. 

Internal flights: 

If the experts buy the internal flights, in order to be reimbursed they will have to send to the consortium’s partner/Consortium lead company the original invoice of the travel agency or the air carrier. Boarding passes and original of the ticket should be also sent.

Return of original air ticket stubs and corresponding boarding passes and all supporting documentation related to the travel (e.g. travel agency or air carrier invoice, changes, etc…) is compulsory. In case of loss or not presentation, the corresponding value of the ticket will be deducted from the expert fees. 

Car rental with or without driver: 

If foreseen, a car can be rented for in-country travels. The car rental office should provide a formal invoice and receipt of payment with the name of the team leader and the title of the project (with mention of the consortium lead company or the company member of the consortium) and not of a third firm or an expert contracted for the assignment. For the fuel reimbursement all fuel receipts should be kept and presented for reimbursement. 

Use of taxi: taxi costs within the city are considered as part of the per diem; therefore they will not be reimbursed by the EC if used as means of local transportation. 

Taxi used in the country of the assignment are not easily reimbursed. In case no other means of transportation can be used in a country, the task manager written approval is needed, otherwise the financial services will not reimburse any undertaken cost. The receipts will specify the fares and routing.

Use of private car: The use of private cars is NOT possible.

Exceptions are possible, but they have to be agreed in advance with the task manager of the project. Written confirmation of his approval should be sent to the Consortium lead company that will add it in the final invoice to be presented to the EC.

In mission: the Task manager should give his approval concerning the use of a private car as soon as possible or at least before the use of the car. The task manager will have to approve the applicable rate per km inclusive of fuel expenses. The expert must present a formal invoice with all the necessary details of the car, km at departure, km at the end of the mission, details of travels and fuel receipts. As for the driver, please refer to the support personnel part.

In Europe the use of private cars to go/come back to/from the airport will not be reimbursed. The use of private cars for the mission will be reimbursed on the basis of the first class train ticket cost. Therefore, an original declaration from the train station has to be provided stating the price of the ticket for the travel done.

Support personnel (driver, interpreter, translator)

Services such as interpretation or translation services requested in the Specific Terms of Reference or authorized through the Specific contract

Driver:

ID /passport of the local consultant and signed time sheets requested. 

Contract between consortium lead company or a consortium company and the local support personnel, invoices and receipt of money. 

Translation and interpretation:

ID /passport of the local consultant and signed time sheets requested. 

Contract between consortium lead company or a consortium company and the local support personnel, invoices and receipt of money. 

Other items

Such as rental of (equipped) training facilities, documentation, wrap-up meeting organization etc. provided they are requested in the Specific Terms of Reference.

Administrative costs: As the fees cover already all administrative expenses (tender dossier, annex 1.2, pt. 4) - in the Headquarters, home office, on mission – costs such as offices rental, telecommunications may not be again covered under reimbursable.

Equipment –training facilities: The FWC may not be used for the supply of equipment with the exception of the equipment strictly necessary for the assignment (reports, legal texts, statistics etc.). Those must be handed over to the beneficiary before the assignment ends. Rental of training facilities (equipped) may also be covered under the item 'Special equipment'.

During the mission

The expert will stay in regular contact and bring to the lead company attention any change of local contact address and above all of any changes in the duration of the mission.

The expert will inform the lead company of any important problem arising during the mission, especially in relation with the Administration.

During the mission we would like to establish some communication rules between the experts, the consortium member and consortium lead company.

1. As soon as the experts arrive in the country, they should send an e-mail to the consortium lead company and/or Consortium member confirming where they are staying and how the briefing went. 

2. In the middle of the mission, an intermediary message on how the mission is going, pointing out possible problems with the other experts, or the EC or other stakeholders, if the money available is sufficient, etc…

3. Before leaving the country, a message concerning the debriefing and the aide memoire/draft final report left to the EC.

4. Back in Europe message on how the mission went with the planning for the submission Final report on the basis of the ToR.

5. At any time, immediate information to the consortium lead company directly and/or through the Consortium member if any significant problem arises especially in the relation with the EC or other Experts.

Amendments of the contract

If the Team Leader of the mission considers that some modifications of the contract are needed he must contact the consortium lead company, directly and/or through the Consortium member at the earliest convenience proposing the required changes: for example: 

· expected results of the assignment 

· kind and number of tasks to be done by each expert

· number of days of work of the experts

· international flights and per diems 

· reimbursable costs, etc…

The Consortium lead company will then evaluate the case and prepare a motivated request of an amendment for the EC. The EC must confirm in writing the approval of the changes and send an administrative order or addendum to the contract before any new expenditure could be made.

Any amendments of the contract must be set out in writing by the consortium lead company and be accepted by the EC. In financial terms it has to be concluded on the same terms as the original contract with the EC.

Return from the mission

Upon return, each expert will contact the Consortium member (or the lead company) to:

· Confirm the return of the mission

· Make a brief comment on the course and the principal results of the mission

· Confirm the planning for submission of the report

Each member is bound to send to the lead company as soon as possible:

· The time sheets of the mission. For the Team leader they should be signed by the task manager, for the other experts by the team leader and by the Task manager 
(In the column “Comments” should be indicated the place of work).

· the original vouchers (stubs of plane tickets, boarding passes, …) and the invoice of the travel agency in case the expert has bought the ticket himself.

· all receipts of incurred expenses 

by registered mail.

We wish to stress that should these vouchers not be sent back to the consortium member, the corresponding amount will be deducted from the payment of the fees and per diem to the experts. 

Reports

The ToRs normally specify the kind and number of reports to be submitted, including the aide memoire, draft reports, inception and/or interim report. As for the final report of the mission the expert should send the first draft version to the EC and the consortium lead company in copy. The ToR will establish the number of days available to the EC to give comments on the report. Once the consortium lead company receives the comments, they will be sent to the expert in order to be included in the final version of the report.

The cover page will be provided by the consortium member.

Delays: the ToRs normally establish the deadline for which the report should be presented. 

All documents produced (correspondence, workplans, outlines and global reports) for the contracting authority or for third parties will mention exclusively the name of the consortium. Internal documents and correspondence between the consortium members will carry the letterhead of the sender. Specific mission reports will be produced under the name of, and with as main logo the consortium member(s) executing the mission, with also a mention of the complete name of the consortium on the front page of the report.

Confidentiality

The experts shall maintain professional secrecy, for the duration of the contract and after completion thereof. In this connection, except with the prior written consent of the European Commission, the experts shall not at any time communicate to any person or entity any confidential information disclosed to them or discovered by them, or make public any information as to the recommendations formulated in the course of or as a result of the services. Furthermore, they shall not make any use prejudicial to the Contracting Authority, of information supplied to them and of the results of studies, tests and research carried out in the course and for the purpose of performing the contract.

Insurances

The Expert is responsible to cover all his required insurances, e.g. personal belongings, personal and professional liability, medical insurance, repatriation insurance, pension, and any other premiums legally applicable to the individual. 

Intellectual property rights

All reports and data such as maps, diagrams, drawings, specifications, plans, statistics, calculations, databases, software and supporting records or materials acquired, compiled or prepared by the experts in the performance of the contract with the present Consortium shall be the absolute property of the Contracting Authority (European Commission). The consortium lead company shall, upon completion of the contract, deliver all such documents and data to the European Commission. 
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