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Open Call for Tender EACEA/2017/01 
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1. GENERAL CONDITIONS 

Tenderers are invited to submit a simulation offer and detailed budgets for both of the 

exercises A) and B).  

The proposed approach for exercises A) and B) must reflect and concretely demonstrate the 

quality, creativity and cost-efficiency of the tender.  

Tenderers should bear in mind that the tasks requested to the new contractor when selected 

will be similar to the simulation. Tenderers shall demonstrate their knowledge of the context 

and understanding of the objectives, needs and tasks to be achieved. 

The simulated offer exercise must contain visual, textual and financial elements. Tenderers 

shall provide in particular details on the various steps to be undertaken, items/services 

indicated and justification on the choices, strategy and methodology retained. Tenderers are to 

give a precise timeframe to execute and complete the requested service.  

Creative Europe MEDIA visual identity can be found on: https://eacea.ec.europa.eu/about-

eacea/visual-identity_en 

The simulated offers for both exercises A) and B) must be structured as follows: 

I. OBJECTIVES, APPROACH AND METHODOLOGY 

 

This part will detail the global approach, set the objectives to be achieved and describe the 

choices and methods that must be adopted in order to achieve these objectives.  It will also 

detail the preparation work and formalities to be performed, as well as the strategies, 

initiatives and activities envisaged, the reasons/motivations for such choices and the methods 

to be adopted for event follow-up work. 

 

II. PROPOSED TECHNICAL MEANS AND SERVICES 

 

The simulated offer must reflect the reality of the strategy to be set up and propose complete 

and independent logistics. Tenderers shall indicate the technical resources put at their 

disposal, as well as the organisation and the implementation of any travel, accommodation 

and related formalities. Here the tenderer shall describe and justify the technical and logistical 

solutions proposed for the operation (infrastructures, equipment, supplies, etc.), as well as the 

choices as regards the design and arrangement of the stand/venue. Concerning exercise A the 

different services offered on the stand as well as technical documentation and, in particular, a 

visual layout of the stand (also and possibly in electronic form for example a USB key) must 

be provided. 
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III. PROPOSED HUMAN RESOURCES 

 

Tenderers shall indicate the general and specific management team (profiles). Here the 

tenderer shall give a breakdown of the team(s), indicating the profiles chosen and specifying 

the role and skills of each member. It shall also explain the role of external 

consultants/experts and/or subcontractors and any service providers and shall justify their use. 

 IV. SIMULATED BUDGETS 

 The budget has to be drafted according to the template described under Appendix 2 of the 

present Annex. Here the tenderer shall annotate the budgets proposed in relation to the price 

lists and shall justify its choices and price proposals. Tenderers shall indicate in both budgets 

the cost of each service, material and equipment, and shall present them in a structured way 

(see Appendix 2 of the present Annex). Costs which are specified in the budgets must be 

absolutely coherent with those indicated in the price lists of Annex 4 of the Tendering 

Specifications. 

If the budgets provided include items free of charge, these shall be confirmed for the entire 

maximum duration of the contract and clearly stated in the price lists (Annex 4) for each of 

the relevant items. 

V.  ROAD MAP 

 

A road map shall detail all the steps of the event, from its preparation to its implementation 

and follow-up. The human and technical resources required shall be clearly identified for each 

of these stages. 

 

VI. QUALITY CONTROL SYSTEM 

 

The quality control system applied concerning the quality of the deliverables, the language 

quality check, and continuity of the service in case of absence of a member of the team shall 

be outlined. 

EXERCISE A 
 

Design, preparation and organisation of a fully equipped MEDIA Umbrella stand at the 

International Animation Film Market (MIFA) in Annecy - France (June 2017).  

Tenderers are required to submit a full detailed offer including the tasks and formalities to be 

undertaken for the MIFA market, as well as the proposed technical solutions and relevant 

appropriate logistics. The simulation exercise will propose innovative solutions. It will list 

and explain the possible options. Tenderers shall justify their final choice amongst the 

possible options listed. 

The road map will highlight the specificities of the event, the relevant resources to be 

allocated and activities and approaches to be undertaken. The necessary human and technical 

resources shall be clearly identified for each of the steps, with indication of their origin (own 

resources, sub-contracting, rental etc.). 
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2.1. CONTEXT 

 

The presence of the Creative Europe MEDIA programme at major audiovisual events is 

implemented in the form of Umbrella Stands that allow European professionals access to the 

markets. The Creative Europe MEDIA programme has been present through an Umbrella 

stand at each of the International Audiovisual and Digital Content Markets (MIPTV) and 

International Audiovisual Content Market (MIPCOM) markets, as well as at the European 

Film Market Berlin (EFM) and at the Marché du Film Cannes over the last 8 years.  

For the purposes of the simulation exercise the Agency (EACEA), responsible for the 

operational management of the EACEA MEDIA Programme intends to organise a MEDIA 

Umbrella stand at the International Animation Film Market (MIFA). MIFA aims to be the 

animation industry’s foremost event. More info can be found on: 

http://www.annecy.org/about/presentation  

The overall objective of a MEDIA Umbrella stand at the different events is to: 

- provide platforms to enhance the visibility of the Creative Europe MEDIA Sub-Programme 

and the Digital Single Market and facilitate the contacts between the Programme's 

representatives and the audiovisual sector; 

- encourage business-to-business exchange by facilitating, for European professionals, the 

access to major audiovisual markets and increase their capacity to operate transnationally and 

internationally.  

As an indication on average, 250 European professionals, representing between 100 and 150 

independent audiovisual companies, are participating each year under the MEDIA Umbrella 

at MIPTV/MIPCOM trade fairs, European Film Market in Berlin (February) and Marché du 

film in Cannes (May). 

The targeted European professionals are mostly small-medium independent European 

companies, offering audiovisual programmes with strong European content. These European 

professionals do not necessarily have experience of such competitive markets and the 

participation at such events may represent too high an investment, especially for new 

companies and those originating from low production capacity countries. 

Under such circumstances, it is expected to offer to the selected participants not only a fully 

equipped location for their meetings but also a complete range of services, training and 

assistance in order for them to fully take advantage of the market. The selected professionals 

("the participants") will in particular benefit from a discounted accreditation fee that the 

contractor will negotiate and obtain from the event organiser. Overall, the contractor shall 

have a pro-active role towards the participants of the Umbrella stand.  

2.2 REQUESTED SERVICES 

 

The objective of the simulation exercise is to provide the Agency with a hypothetical 

approach for the setting up and management of an Umbrella stand and of its participants at the 

animation professional market MIFA 2017. The number of participants is 100.  

The contractor will be responsible for the following services and procurement: 

► SETTING UP THE MEDIA UMBRELLA STAND 

http://www.annecy.org/about/presentation
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● Procurement of exhibition space  

On behalf of the Agency, the contractor will be responsible for negotiating and procuring – at 

the most economically advantageous conditions - the exhibition space from the event 

organiser.  

Note: For the simulation exercise, tenderers should not quote any price for exhibition space. 

However, tenderers should explain their approach for this task.  

For the simulation exercise a plan detailing the surface area is attached under Appendix 

1. 

The total surface area of the space is 180m² (6mx30m). The height of the constructed stands 

cannot be over 3m. 

► DESIGN, CONSTRUCTION, ASSEMBLY AND EQUIPMENT OF THE STAND 

The contractor shall provide the Agency with a designed stand, fully equipped and providing 

the various services and assistance described under the present simulation exercise. 

● General requirements 

Tenderers shall propose a stand at the MIFA market to the Agency with innovative and 

economical advantageous solutions and relevant designs. 

It is understood that the proposed design is a simulation and will not necessarily be used. 

The choice of structure and materials to be used is up to the tenderers. However, tenderers 

should consider, for economical reasons, to have the possibility to re-use some of the 

elements quoted for the simulation exercise for other stands at other events.  

In particular, tenderers shall decide whether the stand can be fully, partially or not at all 

recyclable for any next edition(s) and explain their choice. 

The Agency would like to stress that it does not have any pre-requisites regarding the 

aesthetics of the stand.  

Tenderers shall be made aware that, for administrative reasons, the Agency cannot own any 

element or equipment of the stand. 

Moreover, it is expected that, due to depreciation, the costs for the set up and management of 

the stands will be decreasing over the contract period. Tenderers have to indicate where the 

relevant cost cuts can be achieved (with ratios) and provide appropriate justifications. 

Costs for the design, equipment and construction of the stand must be allocated in full to the 

exercise. Nevertheless, the applicant must explain and clearly indicate how and to what extent 

these costs can be decreased and/or no longer charged for the following years of operation. 

While the various elements listed herein are necessary and must be included and quoted in the 

exercise, the Agency welcomes any suggestion for additional elements that might be 

considered as advantageous and best suited for the purpose and objectives of the service.  

In the context of the present simulation exercise, the Agency specifically expects suggestions 

and solutions as to:  
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- increase the visibility of the Creative Europe MEDIA Programme and 

implement promotional actions and networking activities; 

- increase the visibility of the participants and their catalogue of European 

audiovisual works; 

- provide advice and guidance services to the participants to access the 

animation market. 

● Specific requirements 

-  common space with tables and chairs/seats for accommodating 100 participants at peak 

time;  

- a space dedicated (yet not necessarily closed) for the Creative Europe MEDIA staff and the 

contractor’s key staff;  

- a reception/welcome area;  

- a free private bar with daily hospitality (fresh fruits, coffee/tea/water, soft drinks, happy hour 

and occasional reception/cocktail as it may be requested by the Agency);  

- a back office/storage room, and any other facilities/equipment recommended (screens); 

- Internet access, and any other facilities for the hosting, networking and training of 

participants. 

 

► MANAGEMENT OF THE STAND AND THE PARTICIPANTS: 

The Agency will provide to the contractor precise criteria for the selection of the participants: 

namely audiovisual professionals established in Europe and offering European content in the 

field of animation. However tenderers should explain their approach for this task taking into 

account that the list of companies represented by the participants should be representative of 

the market in Europe in terms of diversity of work and geographic origins.  

● General requirements 

The contractor is responsible for:  

- Pre-selection of eligible candidates: information campaign to target audience (in 

collaboration with the Creative Europe MEDIA desks), pre-selection and listing of all 

eligible candidates who will then be selected by the Agency; the participants to be 

selected should come from various MEDIA countries (see 

http://eacea.ec.europa.eu/creative-europe/library/eligibility-organisations-non-eu-

countries_en); 

- Recommendation of mechanisms to ensure European diversity in work and 

participants; 

- Negotiation of preferential and free accreditations; 

- Registration and accreditation of the selected participants to the market, including 

guide-listing of participants, invoicing and collecting fees due; 

- Management of the stand and participants during the event: hostess(es) for the 

welcome desk, PR activities (including press liaison with local and international trade 

magazines and press, as well as assistance in the setting up of promotional activities at 

http://eacea.ec.europa.eu/creative-europe/library/eligibility-organisations-non-eu-countries_en
http://eacea.ec.europa.eu/creative-europe/library/eligibility-organisations-non-eu-countries_en
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the stand at the request of participants), management of the bar, on site technical and 

IT maintenance etc; 

- Hosting of the stand: daily happy hours, daily hospitality at the free private bar for 

participants (hot and soft drinks, snacks, fruits, sweets etc…). 

 

 Specific requirements 

Information and assistance prior to and during the event, to enable, in particular inexperienced 

participants, to take full advantage of the opportunities offered during the market.  

► PROMOTIONAL AND ADVERTISING ACTIVITIES: 

The contractor is responsible for the promotion of the stand and its participants. Promotional 

activities and tools could be included but not be necessarily limited to the following:  

 General requirements 

- Design, production and distribution of promotional tools (posters, banners, brochure, leaflet 

and/or any other printed material, and including any other promotional material, gadgets etc to 

be suggested), presenting and promoting the stand, its participants, their works and the 

MEDIA programme; 

- The tenderer should advise the Agency on the number of copies to be produced and the best 

strategy to distribute them according to the animation market conditions; 

- Design and host a dedicated website presenting the stand and its participants, as well as the 

activities proposed. The website should be accessible to all without restrictions. It shall help 

to disseminate valuable industry information collected through the various activities 

implemented on the stand; 

 Specific requirements 

Welcome cocktail on the stand for 100 invitees. 

Note: Tenderers are invited to suggest additional promotional/advertising tools and 

activities if the budget allows for it. 
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3. EXERCISE B 

Preparation, organisation and management of an event in view of the launch of the 

successor programme of Creative Europe MEDIA.  

3.1. CONTEXT 

 

The Creative Europe Programme covers the period 2014-2020. A new programme is expected 

to be legally adopted in 2019. 

3.2 REQUESTED SERVICES 

 

For the purposes of the simulation exercise the Agency (EACEA), responsible for the 

operational management of the Creative Europe MEDIA Programme intends to organise a 

dedicated event for the launch of the new programme at the end of 2020 to present new 

guidelines and policy orientations. Speakers will be representatives of the programme, based 

in Brussels. 

Brief description of the service 

Type of event: information day for stakeholders 

Indicative date: mid-December 2019 

Number of expected participants: approximately 500  

Duration: one-day event starting at 9 am and ending at 7 pm with a closing cocktail 

Location: Brussels 

Programme: Creative Europe – MEDIA 

Set-up: Plenary room with chairs only. Classic AV package (screen, beamer, laptop, sound 

system, 2 fixed microphones and 2 wireless microphones). 

Simultaneous translation in EN, FR and DE to be provided 

Catering: 2 coffee breaks, on-site lunch buffet and closing cocktail 

In the context of the present simulation exercise, the offer should include suggestions as to the 

choice of the space, the technical equipment and hosting/promotion management as well as 

the implementation of promotional actions and solutions on how to increase the visibility of 

the new Programme and all actions/services/equipment to ensure appropriate attendance. 

Specifications 

The contractor is  responsible for the following tasks: 

► Venue rental and facilities 

Tenderers will be responsible for identifying and renting the appropriate venue at the most 

economically advantageous conditions.  

Note: For the simulation exercise, tenderers should quote the price for room rental and explain 

their approach for this task.  
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► Dressing of the rooms, full equipment and technicians 

Including stage and screens, floral decoration, wifi coverage 

► Interpretation facilities (en, de, fr) including booths equipment and on site technician 

► Participants' list management, registration procedure, assistance 

► Design, printing and mailing of the invitation flyer (max 600) 

► Arrangements for 2 moderators (from EU): travel, accommodation and transfers 

► Catering: coffee breaks (coffee, tea, juice, water, biscuits and fruit), on-site lunch buffet 

(only soft drinks) and closing cocktail for up 500 persons (alcoholic drinks and finger food) 

► Welcome desks with scan facilities and staff at the entrance to distribute name badges and 

hostesses to guide participants 

► Security 

► Promotional and advertising activities: the tenderer is responsible for the 

communication, promotion of the event including social media campaign. Promotional 

material and design, printing and mailing of the programme. Tenderers are invited to suggest 

promotional/advertising tools and activities if the budget allows for it. 

4. TIMETABLE 

 

Tenderers should ensure that the work stated in their simulated offer for exercise A) can be 

done in a maximum of 4-6 months, regardless of the period of the year and the starting date of 

preparation. 

Tenderers should ensure that the work stated in their simulation for exercise B) can be done in 

a maximum of 2 months, regardless of the period of the year and the starting date of 

preparation. 

5. BUDGET 

 

The budget should include all services, logistics, equipment and furniture, transportation and 

accommodation/subsistence costs, as well as overheads, fees and salaries (including any 

relevant social/security taxes). For Exercise A the rental of the exhibition and advertising 

space from the event organiser is not to be encompassed in the budget, yet the tenderer can 

propose in its offer relevant options, solutions and prices for this purpose. 

The detailed budget will be drafted according to the template provided in Appendix 2 of this 

annex. 

Tenderers have to choose in the proposed budgets one of the options (where applicable) 

indicated in the price lists, which they will consider as the best suited to the needs, objectives 

and nature of the contract and shall justify this choice. 
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Tenderers shall take into account for the next editions the potential depreciation in the 

services and materials used and shall explain it. They will also give a projection on the 

depreciation over the potential subsequent 3 years. 

See Appendix 2 Budget model. 

6. EVALUATION OF THE EXERCISE 

 

The simulations will be evaluated according to point 4.3 of the Tendering Specifications.  

Only the budgets submitted for the simulation exercise A) and B) will be taken into account 

for the financial evaluation of the tender (point 4.3. of the Tendering Specifications). 

The simulated offers submitted for exercises A) and B) must follow the structure mentioned 

under 1. GENERAL CONDITIONS (above on page 2) and will be taken into account for the 

technical evaluation of the tender (point 4.3. of the Tendering Specifications). 
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Appendix 1 PLAN MEDIA UMBRELLA STAND AT MIFA (ANNECY)
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Appendix 2 BUDGET MODEL 

The budget shall be set out according to the following template. Headings and items may be added as necessary.  The columns cannot be altered. 

The amounts shown in the simulated budget must be consistent with those indicated in the tables in List of costs Annex 4. 
 

  
* For each item, specify the reference unit: day, half-day, room, night’s lodging, person, m², km, etc. 

BUDGET BREAKDOWN Quantity Unit * Unit cost Amount 

I. Contract Management (to be specified, item by item) 0 € 

Human Resource 1      0 € 

Human Resource 2      0 € 

To be continued…      0 € 

II. Stand/Venue Costs (to be specified item by item) 0 € 

Concept/Design      0 € 

Building    0 € 

Equipment      0 € 

Furniture    0 € 

Technicians    0 € 

To be continued…      0 € 

III. Communication/Promotion and Public Relations (to be specified item by item)   0 € 

……      0 € 

To be continued …      0 € 

IV. Services (to be specified item by item)   0 € 

Translation      0 € 

Service providers      0 € 

To be continued …      0 € 

V. Transportation and accommodation/subsistence expenses (to be specified item by item) 0 € 

Transportation expenses      0 € 

Accommodation/Subsistence expenses      0 € 

GRAND TOTAL (excl. Tax/VAT) 0 € 


