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[bookmark: _Toc365443077][bookmark: _Toc366079434][bookmark: _Toc376962696][bookmark: _Toc199954478]Article 1. Definitions
‘candidate’ means an economic operator that has sought an invitation;
‘contract’ means a public contract awarded by the EUI for the procurement of services/supply;
‘contractor’ means to the successful tenderer awarded with the contract;
‘economic operator’ can refer to a ‘work contractor’, ‘supplier’, or ‘service provider’ and means any natural or legal person or public entity or group of such persons and/or entities which offers the execution of works, the supply of products or the provision of services on the market;
‘EUI’ or ‘the Institute’ means the European University Institute, which is the contracting authority entrusting the services that are the subject of these tender specifications to the contractor;
‘joint tenders’ means a situation where a tender is submitted by a group (with or without legal form) of economic operators regardless of the link they have between them.  The group as a whole is considered a tenderer[footnoteRef:2]; [2:  References to tenderer or tenderers in this document shall be understood as covering both sole tenderers and groups of economic operators submitting a joint tender.] 

‘subcontracting’ means the situation where the contractor enters into legal commitments with other economic operators which will perform part of the contract on its behalf. The contractor retains full liability towards the EUI for performance of the contract as a whole;
‘tender’ / ‘offer’ defines the terms upon which the supplier is willing to be bound, which normally include price, date of delivery, payment terms and a description of the services/supplies/works;
‘tenderer’ means an economic operator that has submitted a tender;
‘tender specifications (TS)’ means any documents describing the needs and requirements of the EUI for the purposes of the relevant tender.
[bookmark: _Toc199954479]Article 2. Contracting authority
This procurement procedure is launched and managed by the EUI, that is the contracting authority for the purposes of this procurement procedure, through the Real Estate and Facilities Service.
[bookmark: _Toc241553843][bookmark: _Toc241555135][bookmark: _Toc376962697][bookmark: _Toc199954480]Article 3. Subject
	Subject of the contract
	The subject of this procurement procedure is the provision of Surveillance, Monitoring, Inspection, Portering and Shuttle Services for the European University Institute premises.

	Lots
	The tender procedure is divided into the following 2 lots:
· Lot 1: Surveillance, Monitoring and Inspection Services
· Lot 2: Portering, Reception and Shuttle Services.
Offers may be submitted for one or more lots. Each lot will be evaluated independently of the others. Partial offers for a single lot or offers made conditional upon the award of other lot(s) will not be accepted.

	Type of contract
	This tender procedure will result in the award of a Service Contract for each lot.
Tenderers need to take full account of the provisions of the draft contract as the latter will define and govern the contractual relationship(s) to be established between the EUI and the contractor(s).

	Duration of the contract
	The awarded service contract will have a duration of 5 years. Details of the initial duration and possible renewals are set out in Article I.2 of the draft contract.

	[bookmark: _Hlk101444105]Estimated value of the contract

	The estimated value, excluding VAT, of the service contracts to be awarded for the entire duration of five years is as follows:
· Lot 1: €2,350,000 (two million three hundred and fifty thousand/00); 
· Lot 2: €3,500,000 (three million five hundred thousand/00).

	[bookmark: _Toc241553849][bookmark: _Toc241555141][bookmark: _Toc376962699]Place of performance
	The services will be undertaken at the EUI’s premises.


[bookmark: _Toc199954481]Article 4. Conditions for participation to tender
If you are interested in this contract, you should submit a tender in one of the official languages of the European Union (with preference for the use of English) provided you comply with the conditions for participation to tenders as set out in Article 3.4 of President’s Decision n. 24/2025 of 6 May 2025 implementing title V concerning procurement of the EUI’s Financial Rules (Public Procurement Regulation), available for consultation at: https://www.eui.eu/en/public/about/procurement/tenders-regulatory-framework. 
[bookmark: _Toc199954482]Article 5. Joint Tenders
In case of joint tender, all members of the group assume joint and several liability towards the EUI for the performance of the contract as a whole. 
Group members must appoint a Group leader and a single point of contact authorised to act on their behalf in connection with the submission of the tender and all relevant questions, clarification requests, notifications, etc., that may be received during the evaluation, award and until the contract signature. 
The joint tender must clearly indicate the role and tasks of each member and of the Group leader who will act as the EUI's contact point for the contract's administrative or financial aspects and operational management.  The Group leader will have full authority to bind the group and each of its members during contract execution. If the joint tender is successful, the EUI shall sign the contract with the Group leader, authorized by the other members to sign the contract on their behalf via power of attorney.
Changes in the composition of the group during the procurement procedure (after the submission deadline and before contract signature) shall lead to rejection of the tender except in case of a merger or takeover of a member of the group (universal succession), provided that the new entity has access to procurement as specified in Article 4 and is not in an exclusion situation, as specified in Article 13.
In any case the selection criteria must be still fulfilled by the group and the terms of the originally submitted tender may not be altered substantially, i.e. all the tasks assigned to the former entity must be taken over by the new entity member of the group, the change must not make the tender non-compliant with the tender specifications, and the evaluation of award criteria of the originally submitted tender may not be modified.
[bookmark: _Toc199954483]Article 6. Subcontracting 
Subcontracting is not allowed for this procurement procedure
[bookmark: _Toc199954484][bookmark: _Toc365443085][bookmark: _Toc366079442]CHAPTER II – TECHNICAL SPECIFICATIONS
[bookmark: _Toc241553852][bookmark: _Toc241555144][bookmark: _Toc376962700][bookmark: _Toc199954485]Article 7. Premises of the European University Institute (Lot 1 and Lot 2)
[bookmark: _Hlk512611235]The list below shows the current premises and residences of the EUI where the services covered by both Lot 1 and Lot 2 of this tender will be carried out.

In addition, the contractor shall be required to ensure the provision of the service in any future premises that may be added to the EUI campus during the term of the contract.
Institutional sites
· Badia Fiesolana, 
	Via dei Roccettini, 9 - 50014 San Domenico di Fiesole (FI)
· Villa Sanfelice, 
Via dei Roccettini, 5 - 50014 San Domenico di Fiesole (FI)
· Villa Malafrasca 
Via Boccaccio, 151 - 50133 Firenze
· Convento di San Domenico 
Via delle Fontanelle, 19 - 50014 San Domenico di Fiesole (FI)
· Complesso di Villa la Fonte – Dependance – Limonaia - Serra 
Via delle Fontanelle, 10 - 50014 San Domenico di Fiesole (FI)
· Complesso di Villa Schifanoia – Casale – Villino - Cappella
Via Boccaccio, 115/121 - 50133 Firenze
· Villa Raimondi
Via Boccaccio, 111 - 50133 Firenze
· Villa il Poggiolo 
Piazza Edison, 11 - 50133 Firenze
· Villa Salviati – Ipogeo (Historical Archives of the EU headquarter) 
Via Bolognese, 156  – 50133 Firenze  
· Villa Salviati – Manica e Castello 
Via Bolognese, 156 – 50133 Firenze
·  Palazzo Buontalenti
Via Cavour 65 - 50129 Firenze
University residences
· Appartamenti PDM 
Via Faentina, 94/b - 50014 Pian del Mugnone (FI)
· Appartamenti PAB 
Via Faentina, 386 - 50133 Firenze (FI)

[bookmark: _Toc199954486][bookmark: _Toc163461026]Article 8. LOT 1 - Surveillance, monitoring, and inspection services:

[bookmark: _Toc199954487][bookmark: _Toc163461029]Article 8.1. Introduction
The requested service has 3 main objectives:
1. The safety of people, properties, environment and reputation;
1. The maintenance of inviolability levels of the EUI offices;
1. The management of emergencies;
These objectives are to be achieved through 6 main activities that focus on:
1. The surveillance of the Institute's appurtenances (including gates, perimeters of EUI offices and/or - during EUI events - external venues);
1. The control of present and future special systems (including card production systems for access control);
1. The activation of emergency procedures;
1. Front office with internal/external users;
1. The monitoring of incidents;
1. The detailed reporting of each ordinary and extraordinary event (according to the procedures established by the EUI office in charge).
These activities have the following parameters (non-exclusive and by way of exemplification) as KPIs (Key Performance Indicators):
· The number of malfunctions of the reported special systems;
· The number of access cards made;
· The reaction time to a critical report;
· The compliance with EUI emergency procedures (including notifications to the EUI office in charge);
· The number of near misses reported;
· The number of reports correctly notified to the EUI office in charge;
· The number of lost keys;
· The number of inspections correctly carried out (subject to sample checking).
The overall performance benchmark will be the percentage of user satisfaction based on the annual satisfaction questionnaire provided by the REFs service to the entire EUI community. The collected data will be forwarded to the contractor unprocessed in advance to ensure an objective review of the findings.
[bookmark: _Toc199954488]Article 8.2. Grading of personnel proposed to carry out services under LOT 1
The EUI requires that the personnel proposed for the performance of the surveillance services covered by LOT 1 of this procurement procedure be employed in accordance with the working and salary conditions established by the current National Collective Labour Agreement (CCNL for private security and surveillance services, including any subsequent amendments.

The EUI also requires the application of the social clause for the re-employment of personnel currently engaged in providing the aforementioned service, in accordance with the procedures outlined by the Italian National Anti-corruption Authority (ANAC) and based on the service organization plan proposed by the awarded contract. 
[bookmark: _Toc199954489][bookmark: _Toc163461030]Article 8.3. Definition of the security project
The EUI requires the tenderer to submit a technical surveillance plan aimed at organizing at least the six main activities (Article 8, letters a-f) into an autonomous management system. This system must operate in close collaboration with, and under the supervision of, the EUI Health, Safety and Security Office. The plan must ensure the efficient management of the service, in line with the objectives described in the first paragraph of the above-mentioned Article 8.1.
The technical plan must explicitly include at least the following elements: 
I. The methodologies for the design and execution of the service (including any applicable international standards for physical security);
II. The verification and control system applied;
III. The number of personnel assigned exclusively to the EUI;
IV. The training and career development plans for the personnel assigned by the contractor,
V. The reporting methodology and response times for handling each request made by the EUI.
In order to identify the basic requirements of this tender, the key points on which the requested technical plan should be developed are outlined below.
Three types of profiles/activities are identified as minimum requirements for the proper performance of the requested service, including:
1. 24/7 surveillance service: uninterruptedly, aimed at protecting the security of the assets and the staff of the EUI;
1. 24/7 patrol service: continuous operation aimed at ensuring the safety of EUI assets and personnel;
1. Coordination service: responsible for the overall coordination of activities across various security posts, management of procedural and operational frameworks, liaison with the EUI, and proper implementation of service requests from the EUI;
1. Inspection Service: dedicated to the monitoring of EUI premises.
The application of the CCNL in force as of the date of publication of the tender notice is required. The technical proposal must clearly indicate the classification levels corresponding to the duties described and organize the service according to the responsibilities and functions outlined for each level. Furthermore, a suitable professional and economic development plan must be included.
[bookmark: _Toc199954490][bookmark: _Toc163461031]8.4. Description of minimum specifications of permanent Patrol Service
For the 24/7 uninterrupted organised defence unit service, the following locations and activities are currently envisaged:
· Main Control Room at Badia Fiesolana; 
· Defence unit location at Palazzo Buontalenti.
It will be right of the EUI, during the execution of the contract, to move the location of one or both spots, temporarily or permanently according to its operational needs.
The services required will be:
· for the Main control room:
· Monitoring and access control to EUI campus;
· Monitoring of the EUI campus video surveillance system;
· Monitoring of special systems (fire protection – anti-intruder - sensitive room temperatures);
· Management of telephone lines (to date there are 2 lines) and Control Room mailboxes, acquiring reports from internal, external and Police Forces agents and forwarding them to the EUI staff according to the procedures indicated by the EUI itself, while providing initial support to users.
· Key management/control: safekeeping and management in the Control Room of all keys that grant access to individual rooms, classrooms, offices, etc;
· Monitoring of internal road facilities including parking areas;
· “Lost and found" service: safekeeping and management lost items according to EUI procedures;
· Support and assistance point for users: in person and from the emergency number 2999 (24H - 365 days/year);
· First-level management of technical issues for users and systems (security related);
· Immediate alerts to EUI managers in the event of an emergency or imminent danger (according to the procedures forwarded by EUI) and in any case within 5 minutes of receiving the notification;
· Implementation of emergency procedures according to EUI operational documents (emergency plans);
· Drafting of end-of-shift report to be forwarded, at the end of the shift, to the EUI representatives during the shift performed;
· Drafting of duty reports: during special events (including accidents, etc.)
· Handover at shift change with verifiable evidence;
· Ordinary supervision.
· Services required for the surveillance spot at Buontalenti:
· Monitoring of special systems (fire protection – anti-intruder - sensitive room temperatures, CCTV);
· Surveillance and control of the building (24H - 365 days/year);
· Control and surveillance of the building site perimeter;
· First-level management of technical problems for users and systems (security related);
· Immediate alerts to EUI managers in the event of an emergency or imminent danger (according to the procedures forwarded by EUI) and in any case within 5 minutes of receiving the notification;
· Implementation of emergency procedures according to EUI operational documents (emergency plans);
· Drafting of end-of-shift report to be forwarded, at the end of the shift, to the EUI representatives during the shift performed;
· Drafting of duty report: during special events (including accidents, etc.);
· Handover with verifiable evidence;
· Ordinary supervision.
Each surveillance activity must be permanently connected to its own operations centre and must ensure proper use of existing and future technological control equipment.
The EUI reserves the right, during the term of the contract, to assign further tasks to the security guards, in addition to those listed above.
By way of information, a rough and non-binding estimate leads to a total of approximately 8,760 hours per year for the fixed defence unit service (for each of the two spots, equivalent to one guard surveilling 24/7 per spot). The working hours and, consequently, the number of hours of service mentioned above are to be considered approximated. The quantities refer, in fact, to a presumed need and cannot be considered binding as they depend on needs that vary over time in relation to the variation of factors that cannot exactly be forecasted. 
The EUI has the right to vary the timetables, increase or decrease the stations and the hours of the service described above, at its sole discretion, with a minimum notice of 4 hours, or less if it improves on what was offered by the company during the tender, notifying the Technical Manager of the Service by e-mail. The contractor shall be obliged to comply without any claim whatsoever, with the exception of the hourly remuneration for the hours actually worked (upwards). When events, conventions, seminars, etc. take place, the need may arise to extend the hours-of-service provision, even at times considered to be night and/or holidays.
[bookmark: _Toc199954491]Article 8.5. Minimum specific description of the Coordination Service
The co-ordination service, organised for the days when the EUI is open (estimated at 233 days per year) with a timetable of 08 – 17, will consist of the following activities: Specifically, the following minimum services are required:
1. First response to emergencies (to be carried out using service vehicles provided by the contractor);
2. Preparation of second-level incident report;
3. Maintenance of the ‘security “incidents” logbook;
4. Production of statistical reports based on events recorded in end-of-shift reports;
5. Management of identification badges (“EUI cards”) and remote controls, including updates to related application data tables;
6. Support the contracting authority in the implementation of physical security standards such as ASIS PAP221 (and subsequent versions) and relevant ISO standards concerning risk management, occupational safety, and environmental management systems;
7. Monitoring of internal traffic facilities (including parking areas);
8. Coordination interface with EUI security officers.
This service shall be assigned under a Coordinator and Backup model to ensure continuity. 
Planned simultaneous absences of both the primary coordinator and their backup are not permitted. In the event of unforeseen, company-independent circumstances leading to their concurrent absence, the awarded contractor must promptly inform the designated EUI service manager and arrange for a temporary replacement to cover only the ordinary activities (as outlined in items 1, 5, 7, and 8 of the aforementioned list).
No changes to the service delivery, as specified in the Tender Specifications, are permitted unless formally and expressly authorized in advance by the EUI. It shall be the responsibility and obligation of the contractor to adapt the service to any internal organizational requirements that may arise at the EUI, including changes in schedules, activities, or other unforeseen factors (e.g., relocation of services, opening/closing of access points, acquisition/disposal of premises, etc.).
By way of information, a rough and non-binding estimate leads to a total of approximately 2,097 hours per year for the coordination service. The working hours and, consequently, the number of hours of service mentioned above are to be considered approximated. The quantities refer, in fact, to a presumed need and cannot be considered binding as they depend on needs that vary over time in relation to the variation of factors that cannot exactly be forecasted. 
[bookmark: _Toc198637378][bookmark: _Toc199954492]Article 8.6. Minimum specific description of the Inspection Service
The service includes inspection activities during both daytime and nighttime hours, which must be planned for all EUI premises (see Table 1, with reference to the minimum number of required inspections).
Specifically, the following minimum services are required: 
· Perimeter integrity checks for all buildings;
· Detailed inspections of specific EUI premises;
· Mobile surveillance of sensitive areas;
· Implementation of emergency procedures as outlined in EUI operational documents (emergency plans will be provided to the contractor);
· Daily checks of access control systems and the functionality of emergency devices;
· Detailed reporting of all inspections carried out.
The time slots are defined as follows: 
· Daytime inspections: from 06:00 to 20:00;
· Nighttime inspections: from 20:00 to 06:00.
The service will have to include a full check of the building - in the form of an inspection - (entrances, transit routes, common areas) with a visual check for any technical problems (water leaks, active alarms, lock or fixture faults, etc.), detection of any suspicious or unauthorised persons inside the building. Depending on the type of office, the inspecting officer will be asked to ensure that certain rooms are properly locked.  
	Table 1

	
	LOCATION
	Address
	EUI Weekdays
	EUI Public Holidays

	1
	Badia Fiesolana
	Via dei Roccettini, 9  50014 San Domenico Fiesole (FI)
	No. 1 night-time inspection
	No. 1 night-time inspection

	2
	Badia Fiesolana Palestra
	Via dei Roccettini, 11  50014 San Domenico 
	No. 1 night-time inspection
	No. 1 night-time inspection

	3
	Villa Sanfelice
	Via dei Roccettini, 3 50014 San Domenico 
	No. 1 night-time inspection
	No. 1 night-time inspection

	4
	Villa Schifanoia e Cappella
	Via Boccaccio, 121  50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	5
	Casale
	Via Boccaccio, 121  50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	6
	Villino
	Via Boccaccio, 121  50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	7
	Villa Salviati HAEU archivi ipogei
	Via Bolognese, 156  50139 Firenze 
	No. 5 night-time inspections
	No. 5 night-time inspections
No. 2 night-time inspections

	8
	Villa Salviati Manica
	Via Bolognese, 156  50139 Firenze 
	No. 1 night-time inspection
	No. 1 night-time inspection

	9
	Villa Salviati Castello
	Via Bolognese, 156  50139 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	10
	Villa Il Poggiolo
	Piazza Edison, 11   50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	11
	Tipografia
	Piazza Edison, 11   50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	12
	Convento di San Domenico
	Via delle Fontanelle, 19  50014 San Domenico  (FI)
	No. 1 night-time inspection
	No. 1 night-time inspection

	13
	Villa la Fonte
	Via delle Fontanelle, 10  50014 San Domenico  (FI)
	No. 1 night-time inspection
	No. 1 night-time inspection

	14
	Villa Raimondi
	Via Boccaccio, 109 A  50133 – Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	15
	Villa Malafrasca
	Via Boccaccio, 151  50133 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection

	16
	EUI Flats - PAB
	Via Faentina, 384    50133 Firenze
	No. 3 night-time inspections
	No. 3 night-time inspections

	17
	EUI Flats - PDM
	Via Faentina, 94/B  50014 Firenze
	No. 3 night-time inspections
	No. 3 night-time inspections

	18
	Palazzo Buontalenti
	Via Cavour, 64        50121 Firenze
	No. 1 night-time inspection
	No. 1 night-time inspection


[bookmark: _Toc4143046][bookmark: _Toc163461032]The methodology for defining the sequence, timetable, logic, and immediate notification system for inspections must be included in the specific security plan for the requested service.
The EUI has the right to vary the time slots for carrying out the inspections, to request an increase or reduction in the frequency of the inspection, at its sole discretion with a minimum notice of 3 hours, or less if it improves on what was offered by the company in the tender, by notifying the Technical Manager of the Service by email. The contractor shall be bound to comply without any claim whatsoever. 
On the occasion of events, conventions, seminars, etc., it may be necessary to extend the hours-of-service provision, even during hours considered to be night and/or holidays shifts. The contractor shall be obliged to comply without any claim whatsoever, except for the hourly remuneration for the hours actually worked (upwards) calculated as specified in Article 8.2 of this document.
Variations in the manner in which the service is carried out with respect to the provisions of this document and the security project are not permitted to the contractor unless authorised in advance and formally in writing by the EUI, but it shall be the responsibility and obligation of the contractor to adapt the service to the specific internal organisational requirements of the Institute that may arise with regard to changes in the timetable, activities, and/or other not expressly provided for (e.g. transfer of services, opening/closing of accesses, etc.).
In addition to the inspections referred to in this article, the contractor shall guarantee 24 hours a day, 365 days a year, following the triggering of an alarm on the fire protection and security systems or the notification of the Institute's staff, the intervention in all the EUI's offices of a patrol within 15 minutes of the request/call. The contractor is required to provide the aforementioned service without requesting any form of compensation.
[bookmark: _Toc198637379][bookmark: _Toc199954493]Articolo 8.7. Servizi su richiesta 
In order to ensure an appropriate and proportionate response to critical emergencies and to provide additional support for unforeseen needs of the EUI, bidders are required to propose a dynamic surveillance service (mobile patrol unit) to assist the EUI in situations requiring heightened security and vigilance. This service may be requested by written communication to the contractor with a minimum notice of three (3) hours, except in urgent situations where written confirmation will follow after the fact.
This quotation does not constitute a binding commitment on the part of the EUI to request the service.
[bookmark: _Toc199954494]Article 8.8. Summarising table of technical and training skills of the staff assigned to the tasks described in Articles 8.3, 8.4 and 8.5  
[bookmark: _Hlk163633916]Whereas:
· all services must be provided by the staff qualified to be Sworn Security Guard (GPG) as per Ministerial Decree 269/2010, equipped with a uniform and badge and a unique identification number.
· For the services requested in Articles 8.4, 8.6 and 8.7, communication skills and a B1 or higher level of English language proficiency are required (evidence to be provided to the Contracting Authority when proposing to recruit a new staff during this tender).
· For the service referred to in Article 8.5, communication skills and an English language level of B2 or higher are required (evidence to be provided to the Contracting Authority when proposing to recruit a new staff during this tender).
Training – Mandatory Requirements: The following table summarizes the minimum professional requirements for each operator holding the title of “GPG” (licensed security guard) assigned to duty at the EUI, with the sole exception of GPG personnel deployed in auxiliary roles for public events and functions organized by the EUI, where language skills — though desirable — are not mandatory. These requirements must be met at the time of deployment (with the exception of the shadowing/training period), in accordance with the timeline specified in the table below.
	
	Badia Fiesolana
	Palazzo Buontalenti 

	Inspection Service (Dynamic Surveillance)
	Security
Coordination

	Certified linguistics skills
(at the time of induction at EU)
	Italian

English B1
	Italian

English B1
	Italian

English B1
	Italian

English B2 or above

	Fire prevention training
(within 30 days from the moment of induction at EUI)
	Medium risk
	Medium risk 
	Medium risk 
	Medium risk 

	First Aid Training (within 30 days from the moment of induction at EUI)
	B Level
	B Level
	B Level
	B Level

	BLSD Training 
(within 30 days from the moment of induction at EUI)
	Present
	Present
	Present
	Present

	Ministerial Decree 269/2010
(Including Leg. Decree 81/08 training) (at the time of induction at EUI)
	Present
	Present
	Present
	Present


[bookmark: _Toc163461034][bookmark: _Toc163461035]
[bookmark: _Toc199954495]Article 8.9. Embedding procedures, replacement of assigned staff
1. The incorporation of a new staff within the group in service at the EUI shall comply with the following procedure:
0. Written submission of staff assessment proposal by transmitting updated CV to the email address Safety_Security@eui.eu to the Health, Safety and Security (HSS Office) in charge;
0. The competent HSS Office will have two working days to respond in writing via email to the proposal and to agree on the start of the specific shadowing period, lasting no less than 40 hours. This period shall serve as onboarding, training, and evaluation of professional skills, at the sole discretion of the EUI;
0. At the end of the shadowing period, the HSS Office in charge shall authorise in writing the entry into service of the proposed staff to the presentation – which cannot be waived – of certification concerning the training mentioned in Table 2 (within the time limits indicated for entry into service).
1. The replacement of a staff within the group in service at this Institute shall comply with the following procedure:
The EUI reserves the right, at its sole discretion, to request the replacement of any contractor’s employees who, during the performance of the service, have given rise to complaints or have exhibited behavior inappropriate to the workplace environment.
The communication procedure involves an email from the EUI Health, Safety & Security Office to the Technical Director of the service and to the HR Director of the awarded company.
[bookmark: _Toc163461036][bookmark: _Hlk163634110]In cases where there is an imminent and objective risk to the safety of individuals, property, or the reputation of the EUI, this communication will be preceded by a phone call in order to minimize EUI’s exposure to risk.
Special execution provisions 
· During the execution phase, the European University Institute will share with the contractor’s Technical Manager for the security service all relevant information on risk levels, incident statistics, EUI health and safety policies, and any other data necessary to properly structure the assigned activities in alignment with the required objectives. Such information will be transmitted under a specific non-disclosure clause, applicable both internally and externally to the company, and classified as 'confidential' in line with the EUCI framework. It is understood that the methods of service delivery may under no circumstances contradict the principles outlined in the aforementioned EUI policies. 
· During the performance of the contract, the EUI shall notify the contractor of its decision (final and not subject to appeal, within the exclusive competence of the contracting authority) regarding whether the security personnel shall carry a firearm (concealed) or store it in a designated security locker. Such locker shall be supplied and installed by the contractor at the Main Control Room of the EUI located at the Badia Fiesolana, or alternatively, at the security post situated at Palazzo Buontalenti.[footnoteRef:3] [3:  As provided for in the EUI Security Policy, issued by the Office of the Secretary General – Real Estate and Facilities Service, document reference SEC-V1/R0 (May 2022).] 

[bookmark: _Toc199954496]Article 8.10. Provisions on Safety Matters
The contractor shall be under a binding obligation to fully comply with all applicable provisions of the current legislation governing the protection of health and safety in the workplace, for the purpose of ensuring a safe working environment. In this regard, the contractor shall be provided with the EUI Security Policy (Office of the Secretary General – Real Estate and Facilities Service, SEC-V1/R0, May 2022) and all related documentation necessary to ensure full compliance with applicable security and emergency procedures.
The provision of all necessary Personal Protective Equipment required to safely perform the contracted work shall remain the sole responsibility of the contractor.
The EUI shall require full implementation of the obligations set forth in Article 26 of Legislative Decree 81/08 (as amended), with respect to the assessment of risks arising from overlapping or interfering activities. To this end, the contractor shall provide, within 30 days from the signing of the contract, all documentation necessary to support the drafting of the DUVRI (Single Document for the Assessment of Interference Risks).
The EUI shall also ensure that an initial information session is conducted, in coordination with the contractor’s designated safety representatives, for all personnel assigned to duties at the EUI. This session shall ensure awareness of specific risks, preventive and protective measures, and emergency procedures.
[bookmark: _Toc199954497]Article 9. LOT 2 – Portering, reception, shuttle and driver service

[bookmark: _Toc4143049][bookmark: _Toc163461037][bookmark: _Hlk199248331][bookmark: _Toc199954498]Article 9.1. Grading of personnel proposed to carry out services under LOT 2
For the personnel employed in the services covered by LOT 2—previously performed by internal staff—the European University Institute intends to ensure a minimum net hourly wage of no less than € 12.
This provision applies exclusively to personnel assigned solely and exclusively to the services covered by LOT 2.
To verify the correct application of this provision, the EUI reserves the right to request, at any time during the execution of the contract, copies of the payslips of the personnel employed under this contract.
Should non-compliance with this provision occur, and the contractor fails to promptly rectify the discrepancy — by compensating any differences between the amount due and the amount paid upon request by the EUI — the Institute reserves the right to terminate the contract.
[bookmark: _Toc199954499]Article 9.2. Porter service
The porter service is required for reception desks located at certain EUI premises and for the library at the Badia Fiesolana site.
The main duties of the porter staff include: assisting EUI administrative and academic personnel, welcoming visitors, ensuring a presence at the entrance for access control and identification of individuals entering and exiting the premises, handling the delivery and collection of mail, monitoring the general maintenance condition of the buildings, managing keys, and ensuring compliance with environmental, health, and safety procedures. 
Among the personnel proposed for the performance of this service, the contractor shall appoint a coordinator who will serve as the primary contact for the EUI. Through its designated staff, the EUI will liaise with this coordinator regarding all matters related to the service, such as: staff replacements, communication and updates to the holiday schedule for service personnel, any modifications to the execution of the requested services, resolution of potential issues, and more.
[bookmark: _Toc4143050][bookmark: _Toc163461038][bookmark: _Toc199954500][bookmark: _Hlk199248436]Article 9.2.1. Specific responsibilities of the porter
Without prejudice to the Institute’s right to request, during the term of the contract and subject to mutual agreement between the parties, that the tasks originally assigned to its personnel be increased or reduced, the following is a non-exhaustive list of the duties to be performed by the personnel assigned to the concierge service.
Specifically, the personnel assigned to the concierge service at the various EUI reception areas shall be required to:
· Ensure a constant physical presence at the assigned reception desk in order to carry out access control and identification of users entering and exiting the premises;
· Welcome visitors and provide general information to international users, primarily in English;
· Collect requests and feedback from users and report them to the coordinator for communication to the EUI's responsible personnel;
· Book taxis for staff and guests on request;
· Redirect, when necessary, incoming calls to the reception desk to the appropriate internal extensions, providing initial information to the public;
· Provide support and serve as a point of reference for users at the assigned site, promptly identifying any needs or potential issues raised by users before they escalate;
· Monitor the building where the concierge service is performed, promptly identifying any maintenance, cleaning, or safety issues;
· Carry out a quick daily check of the general condition of the premises at the assigned location, verifying the quality of cleaning operations and the proper functioning of all active systems. Particular attention must be given to the monitoring of scheduled cleaning services;
· Carry out daily checks on the operation of the vending machines and promptly send a message to the designated email address in case of malfunctions and/or to request restocking.
· Report issues to the Technical Office of the REFS Service responsible for maintenance by submitting specific requests (“tickets”) via the digital help desk platform currently in use at the EUI—preferably before users do—and coordinate with the said technical office to schedule ordinary and extraordinary maintenance activities in a way that minimizes their impact on EUI operations;
· Collaborate with contractors responsible for maintenance, cleaning and moving services;
· Set up rooms based on the information available on the EUI’s event management digital platform, Events, and provide assistance for all activities necessary to ensure the smooth running of the event. Special attention must be given when multiple events are scheduled in the same room, ensuring everything proceeds correctly and without disruptions;
· If needed, and upon request from the EUI to the contractor, provide shuttle driving services during the contract period;
· Provide assistance during events and dinners, in accordance with the established work shifts;
· Maintain strict confidentiality regarding any information encountered during the course of duty;
· Demonstrate behavior appropriate to the role and wear the required EUI uniform at all times during working hours, whether performing regular or special services.
The personnel assigned to the concierge service shall also be required to carry out the following tasks:
· Monitor and supervise access points and common areas, including through video surveillance systems (if available);
· Ensure unobstructed access at entry points by verifying that only authorized vehicles are parked in front of EUI buildings;
· Promptly report to EUI management any removal of materials, large packages, or equipment by personnel not assigned to moving, maintenance, or cleaning services;
· At the end of working hours, inspect premises and common areas to ensure that all doors and windows are properly closed and, if necessary, switch off lights, audiovisual equipment, and air conditioning units;
· Ensure that rooms housing high-value equipment are securely locked when left unattended or not in use;
· Immediately report to EUI management any accidents, damage to EUI-owned materials or furnishings, or unusual and/or hazardous situations;
· Safeguard and manage all keys for individual rooms (e.g., classrooms, offices) at the reception desk, issuing them only to persons authorized by EUI management and recording each issuance in a designated digital and/or paper log. The staff will also be responsible for promptly requesting the return of keys from the individual to whom they were issued;
· Handle the delivery and collection of correspondence (letters, parcels, packages) within their assigned building, in accordance with EUI’s internal "policy" procedure. This includes cooperating with the mail and protocol service for the sorting and/or dispatching of informational materials;
· Participate in the emergency and first aid response team. Staff must hold the qualifications and training required by current regulations and intervene in emergencies in accordance with the emergency plans specific to each site;
· Perform handover procedures between incoming and outgoing staff. This task involves transferring all relevant information regarding the status of the service, ongoing activities, and any unusual situations within or outside the assigned premises.
During the execution of the contract, the EUI reserves the right to request, subject to the contractor’s agreement, the assignment of additional duties to the concierge personnel beyond those listed above, as well as changes to opening and closing hours. On the occasion of events such as conferences, seminars, and similar, it may be necessary to extend working hours, including during night shifts and/or public holidays; the contractor shall comply with such requests without raising any claims, except for the hourly payment corresponding to the actual hours worked, at the rate offered during the tender.
Given the nature of the required duties, the concierge staff must possess strong communication and interpersonal skills, a good command of the English language, the ability to work effectively as part of a team, solid organizational capabilities, and proficiency in using MS Office programs and email software to effectively manage requests that may arise during the service. The personnel must also hold a valid driver’s license recognized in Italy. For this service, the bidder is required to submit a proposed hourly service rate, which, when multiplied by the total number of scheduled hours, will result in an overall annual cost (see Annex II C2 – Financial Offer Form, LOT 2).
The porter assigned to the Library will primarily carry out the following activities:
· Control access to the Library in accordance with the current regulations, which will be provided to the contractor. Under no circumstances may individuals without an EUI identification card be granted access to the Library;
· [bookmark: _Toc4143051][bookmark: _Toc163461039]At the end of their shift, conduct an inspection to ensure no users remain inside the Library premises, close all windows, and switch off the lights on each floor;
· Periodically check the functioning of desk lamps, monitor the wear and tear of curtains, seating, and furniture in public areas, and report any irregularities by submitting a request through the digital help desk platform currently in use at the EUI.
[bookmark: _Toc199954501]Article 9.2.2. Implementation and working hours of the Porters Service
The portering service will be carried out on the days when the EUI is open, based on the official holiday calendar, which may differ from national public holidays. For reference, the official holiday calendar observed by the EUI for the year 2025/26 is attached to this Tender Specification (Annex II E). 
In addition to the annual closures listed by way of example in Annex II E, the Institute reserves the right to bring forward, with five working days’ written notice, the summer closure (for example, for the current year, the early closure will be from 28 July to 1 August) and the winter closure (for example, for the current year, from 15 to 19 December). In such cases, the services covered under Lot 2 may be suspended and/or reduced
The required service hours and the EUI campus locations where the concierge service is to be provided are detailed in the following table:
	Premisis
	Address
	Days
	Hours
	Number of external employees 
	Total hours per day

	Badia Fiesolana (Reception)
	Via dei Roccettini, 9 - 50014 San Domenico di Fiesole (FI)

	Mon. Fri.
	8:00 - 19:00
	1 a 8h
	8

	Badia Fiesolana
(Mail office)
	
	Mon. Fri
	9:00 - 13:00
	1 a 4h
	4

	Badia Fiesolana (Library)
	
	Mon. Fri
	18.30 - 23.00
	1 a 4.5h
	4.5

	Villa Salviati
	Via Bolognese, 156 – 50139 Firenze
	Mon. Fri
	8:00 - 19:00
	2 a 8h
	16

	Villa Schifanoia
	Via Boccaccio, 121 - 50133 Firenze
	Mon. Fri
	8:00 - 19:00
	2 a 8h
	16

	Villa La Fonte
	Via delle Fontanelle, 18 – 50014 – San Domenico di Fiesole (FI) 
	Mon. Fri
	8:00 - 19:00
	1 a 8h e
1 a 6h
	14

	Convento di San Domenico
	Via delle Fontanelle, 19 – 50014 – San Domenico di Fiesole (FI) 
	Mon. Fri
	8:30 – 13.00 14.00- 17.30
	1 a 8h
	8

	Palazzo Buontalenti
	Via Cavour, 65 – 50129 Firenze
	Mon. Fri
	8.00 - 19.00
	1 a 8h
	8

	Total hours per day
	78.5

	Total annual hours with an average of 230 working days Porters
	17.020

	Total annual hours with an average of 230 working days Library
	1.035

	Total annual hours
	18.055


Due to its specific characteristics and operational needs, the EUI may require, upon specific request and with a minimum notice of 4 hours — or less, if aligned with the improved terms offered during the tender process — the provision of additional concierge staff at its premises or in off-site locations, including on days and at times other than those indicated in Table 3 above. It shall be the contractor’s responsibility to ensure coverage of such services by deploying adequately trained personnel, preferably selecting staff already employed under the current contract.
The working hours and, consequently, the number of service hours indicated above are to be considered indicative and non-binding for the EUI, as they depend on needs that may vary over time in response to factors that cannot be predetermined.
[bookmark: _Toc4143052][bookmark: _Toc163461040]The EUI reserves the right, at its sole discretion and with a minimum notice of 8 hours to modify the working hours, increase or decrease the number of posts and service hours described above, by written communication via email to the Service Technical Manager. The contractor must comply with such changes without raising any claims, except for the hourly compensation for the services actually provided. No changes to the methods of service execution as specified in this Tender Specifications shall be allowed unless previously and formally authorized in writing by the EUI. It shall be the contractor’s responsibility and obligation to adapt the service, at no additional cost, to the specific internal organizational needs of the EUI that may arise, including changes to schedules, activities, or other circumstances not explicitly foreseen (e.g. relocation of services, opening/closure of premises, access points, etc.).
The personnel assigned to the reception/concierge service must be provided by the contractor with both summer and winter work uniforms.
The winter uniform shall include grey trousers, a light blue Oxford shirt, and a navy-blue V-neck sweater. The summer uniform shall consist of a navy-blue polo shirt and beige trousers.
[bookmark: _Toc199954502]Article 9.3. Shuttle service with driver and President’s driver
The EUI has a campus consisting of the locations listed in Article 7 above, which are situated within a radius of approximately 2 km from its main site at the Badia Fiesolana, where part of the teaching and/or administrative activities are carried out.
Given the location of the various sites, and in order to facilitate the movement of users between them as well as the delivery and collection of mail, a shuttle service is required to connect he aforementioned premises using vehicles capable of transporting 9 people (including the driver). The service is currently being carried out using three vehicles belonging to the Institute, namely: Ford Transit, Nissan Evalia e Toyota Proace. In addition, there is a Mercedes Vito registered with a diplomatic license plate, used for additional services or as a substitute vehicle.
[bookmark: _Hlk163640441]As of today, the EUI relies on 8 persons for the shuttle and President’s driver service, accounting for approximately 9,786 annual hours, as detailed in Table 4 below.
	Service
	Days
	Hours
	Number of external employees
	Total hours per day

	Shuttle A
	Mon./Fri
	8.10 – 18.40
	2 employees
	10.5

	Shuttle B
	Mon./Fri
	8.00 – 17.30
	2 employees 
	9.5

	Shuttle C
	Mon./Fri
	8.00 – 18.00
	2 employees
	10

	President’s Driver
	Mon./Fri
	8.00 – 19.00
	1 employee at 8h 
1 employee at 4h
	12

	Total hours per day
	42

	Total annual hours with an average of 233 working days.
	9.786


[bookmark: _Toc4143054][bookmark: _Toc163461042]
[bookmark: _Toc199954503]Article 9.3.1. Implementation of the Shuttle Service 
The transportation of people and internal mail between the various EUI sites must be carried out promptly and regularly on the days when the EUI is open, as specified in the Attached calendar (Annex II E).
The shuttle service is currently carried out using 3 shuttles (A, B and C) from Monday to Friday, according to the schedule shown in Table 4. Given the nature of the service and its operating hours, it is advisable that the driving duties be performed by 6 drivers working in shift throughout the day. Annex F contains the complete timetable with the scheduled stops and times for each shuttle.
As with the concierge service, the working hours and, consequently, the number of service hours mentioned above are to be considered indicative. These figures refer to an estimated requirement, as they depend on needs that may vary over time in response to factors that cannot be predetermined. 
The EUI reserves the right, at its sole discretion, to modify the schedules, increase or decrease the routes and service hours described above, by written communication via email to the contractor’s appointed contract manager. The EUI also reserves the right to modify, in whole or in part, the departure and/or arrival locations, as well as the number and location of intermediate stops.
The contractor shall be required to comply without raising any claims, except for the hourly compensation corresponding to the actual hours worked. On the occasion of events such as conferences, seminars, or similar, it may be necessary to extend the service hours, including during night-time and/or public holidays. No changes to the methods of service execution, as outlined in this Tender Specifications, shall be permitted unless formally and expressly authorized in advance by the EUI. However, it shall be the contractor’s duty and obligation to adapt the service to the EUI’s specific internal organizational needs that may arise, including changes to schedules, activities, or other aspects not expressly foreseen.
During the execution of the service, in the event of delays exceeding 15 minutes due to unforeseen reasons of various kinds (breakdowns, malfunctions, accidents, etc.), the operator shall promptly inform the Institute’s management of the reasons that have caused the delay. The Institute reserves the right to evaluate the reasons presented and should they not be deemed valid will apply the penalties described in Article 17 below. 
For each service performed, the driver must keep a record of the passengers transported on each trip by filling out the logbook available on each shuttle.
The EUI also reserves the right to cancel entire service days with a minimum notice of 24 hours, in which case no compensation shall be due for the cancelled day. Additionally, the EUI reserves the right to request additional passenger transport services with a minimum notice of 4 hours, or less if aligned with improved terms proposed by the contractor during the tender process. These services shall be compensated based on the hourly rate proposed by the contractor. If the EUI cancels one or more individual shuttle runs within the same day, the contractor shall still receive the full daily compensation as originally agreed.
In the case of particularly adverse weather conditions or significant sociopolitical events (e.g., demonstrations, unannounced strikes, roadblocks, etc.), the EUI may instruct the driver to modify the route or cancel one or more runs. In the absence of such instructions, the contractor shall nonetheless be obligated to carry out the service.
The personnel assigned to the shuttle service must be provided by the contractor with a summer work uniform consistent with the one required for the reception/concierge service.
[bookmark: _Toc199954504]Article 9.3.2. Management of the vehicles used for the service 
[bookmark: _Toc4143055][bookmark: _Toc163461043]From the start of the service, the passenger transport service shall be carried out using vehicles provided by the EUI.
All vehicle-related costs and management activities (including maintenance, administrative compliance, insurance, bodywork repairs, accident management, administrative fines, etc.) shall be borne by the EUI. In the event of a breakdown and/or accident, the contractor must immediately inform the Service Manager, who will initiate the repair procedure.
During the day, between runs, the vehicle shall remain parked at one of the designated EUI premises. At the end of the service, the vehicle must be returned to the location from which it was collected, where it will remain until the next day.
The assigned driver is responsible for the vehicle from the moment of collection until the vehicle is returned at the end of the service.
Please note that, should any damage be caused to EUI vehicles and/or EUI property by personnel employed by the contractor due to misconduct or lack of skill, the EUI will activate its insurance coverage but will recover from the contractor any damages not covered by the insurance and/or any deductibles stipulated in the policy, including the cost of a replacement vehicle rental. In the event that the EUI receives traffic fines incurred by the vehicles while in service, such fines shall be charged to the contractor.
[bookmark: _Toc199954505]Article 9.3.3. Fuel and washing
Each vehicle is equipped with a fuel log, which must be submitted monthly to the Service Manager accompanied by receipts issued by the authorized fuel station where the vehicle was refuelled. For vehicles used in the shuttle service, regular cleaning – both exterior and interior – is scheduled on a monthly basis and carried out by an authorized car wash. Normally, vehicles are picked up and returned by the car wash staff; however, if this is not possible, the shuttle service personnel employed by the contractor may be requested to deliver and/or collect the vehicle.
[bookmark: _Toc4143056][bookmark: _Toc163461044][bookmark: _Toc199954506]Article 9.3.4. Person authorized to use the service
[bookmark: _Toc4143057][bookmark: _Toc163461045]All EUI members in possession of an EUI identification card (“EUI card”) may use the shuttle service, subject to identification through the aforementioned card.
[bookmark: _Toc199954507]Article 9.3.5. Requirements and obligations of staff engaged in carrying out the Shuttle Service 
[bookmark: _Toc163461046]The staff who carry out the shuttle service must:
a. be identifiable by an appropriate ID card.
b. follow rules of conduct based on courtesy and good manners and wear the service uniform provided by the Contractor as specified in the preceding Article 9.3.1.
c. Maintain strict confidentiality regarding any information acquired during the performance of their duties;
d. Ensure safe and comfortable driving;
e. Fill out the passenger log for each shuttle route;
f. Load and securely fasten passengers' luggage, if present;
g. Transport internal correspondence and/or small packages, delivering or collecting them at the reception desks of the various EUI premises; the contractor shall be held liable for any loss and/or damage to materials transported until they are handed over to the concierge staff;
h. Demonstrate to abstain from the use of alcoholic, narcotic, or psychotropic substances.
i. Maintain strict confidentiality regarding any information acquired during the performance of their duties;
It is forbidden for the driver of the vehicle on duty to:
a. Stopping the vehicle and interrupting the service, except in cases of proved force majeure or danger;
b. Allowing unauthorized persons to board the vehicle;
c. Smoking or consuming food during the ride;
d. Using a mobile phone without a hands-free device;
e. Harassing passengers and/or requesting compensation from them;
f. Removing and/or concealing the vehicle’s identifying markings;
g. Obstructing the work of cleaning staff or gardeners operating on EUI premises;
h. Displaying behavior that is inappropriate or unprofessional in relation to the service provided
i. Transporting animals;
j. Allowing unauthorized individuals – even if licensed – to drive the vehicle.
At the sole discretion of the Institute, should the staff employed for the service behave in a way that is contrary to the obligations and requirements referred to above, the Company undertakes to quickly replace the operator within a maximum of 5 days from the request. 
[bookmark: _Toc199954508][bookmark: _Toc4143059][bookmark: _Toc163461047]Article 9.3.6. Driver service for the President
For this type of service, two individuals shall be assigned to cover the working hours from 08:00 to 19:00. The personnel assigned to this service must, in addition to possessing strong organizational and communication skills, maintain the highest level of confidentiality regarding all information and data encountered in the course of their duties.
The service involves managing the President’s transportation needs, fulfilling vehicle service requests submitted by the relevant EUI department, as well as assisting the concierge staff at the Badia Fiesolana premises with daily tasks.
The drivers assigned to this service shall also be responsible for monitoring and updating the vehicle fleet’s calendar of deadlines (e.g., vehicle taxes, inspections, ZTL permits, etc.) under the supervision of the EUI area manager.
During the execution of specific EUI activities or events, personnel assigned to this service may be required to work overtime, including on public holidays, if necessary.
Drivers assigned to services for the President shall wear a grey suit (or grey women's suit) with a light blue Oxford shirt.
[bookmark: _Toc199954509]Article 9.3.7. Personnel and Training – Mandatory Requirements
For the execution of the activities included in Lot 2 of this contract, it is specified that:
· The organization of work, coordination, and supervision of the personnel employed (including the management of holidays, leave, absences, and the replacement of absent staff) shall be the responsibility of the contractor;
· The contractor shall carry out the activities covered by this Special Tender Specifications Document using its own human resources.
The personnel assigned to the execution of the service – under penalty of exclusion – must be trained in emergency procedures in accordance with Legislative Decree 81/08 and subsequent amendments, and must hold valid certificates of attendance for the ‘Level 1 Fire Safety Officer’ course as per Ministerial Decree of 02/09/2021 (Ministry of the Interior) and the 'Company First Aid – Level B' course as per course as per Ministerial Decree 388/2003 (Ministry of Health).
As stated in Article 10.1 above, the personnel employed exclusively by the contractor for the execution of the services under Lot 2 shall receive a minimum net hourly wage of no less than €12.
Attached below is the list of personnel currently employed in the contract along with their contract details:



	OPERATOR
	% PART- TIME
	CONTRACT END DATE
	CCNL
	JOB ROLE
	WORKING HOURS
	HIRING    DATE
	SECTOR SENIORITY ALLOWANCE
	LEVEL

	Operator 1
	100,00%
	 
	Multiservices
	Porter – Shuttle Operetor 
	40 hours weekly
	01/05/2017
	Si
	3

	Operator 2
	100,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	40 hours weekly
	01/05/2017
	Si
	4

	Operator 3
	60,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	24 hours weekly
	01/05/2017
	Si
	3

	Operator 4
	100,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	40 hours weekly
	01/05/2017
	Si
	3

	Operator 5
	75,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	30 hours weekly
	08/05/2018
	Si
	3

	Operator 6
	100,00%
	 
	Multiservices
	Porter
	40 hours weekly
	07/01/2019
	Si
	3

	Operator 7
	100,00%
	 
	Multiservices
	Porter
	40 hours weekly
	01/02/2020
	Si
	3

	Operator 8
	62,50%
	 
	Multiservices
	Porter – Shuttle Operetor
	25 hours weekly
	08/06/2020
	Si
	3

	Operator 9
	100,00%
	 
	Multiservices
	Porter
	40 hours weekly
	24/08/2020
	Si
	3

	Operator 10
	50,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	20 hours weekly
	07/09/2020
	No
	3

	Operator 11
	50,00%
	31/12/2024
	Multiservices
	Porter – Shuttle Operetor
	20 hours weekly
	17/06/2024
	No
	3

	Operator 12
	100,00%
	 
	Multiservices
	Porter
	40 hours weekly
	12/10/2020
	No
	3

	Operator 13
	50,00%
	 
	Multiservices
	Porter
	20 hours weekly
	30/08/2021
	No
	3

	Operator 14
	60,00%
	 
	Multiservices
	Porter
	24 hours weekly
	01/06/2022
	No
	3

	Operator 15
	50,00%
	 
	Multiservices
	Porter – Shuttle Operetor
	20 hours weekly
	18/05/2023
	No
	3

	Operator 16
	100,00%
	31/12/2024
	Multiservices
	Porter – Shuttle Operetor
	40 hours weekly
	04/03/2024
	No
	3

	Operator 17
	100,00%
	31/12/2024
	Multiservices
	Porter
	40 hours weekly
	04/03/2024
	No
	3



Given the nature of the required duties, porter staff must possess strong communication and interpersonal skills suitable for interacting with users at various levels, a good command of both Italian and English at B2 lever or higher (according to the Common European Framework of Reference for Languages – CEFR), the ability to work effectively as part of a team, solid organizational skills, and proficiency in MS Office applications and email software (Outlook) in order to efficiently manage incoming service requests. The personnel proposed by the bidder must also hold a valid category B driving license recognised in Italy.
At least five days prior to the start of contract execution, the contractor is required to provide the EUI with a list of the personnel to be employed for the service, specifying for each individual whether they will be assigned on an exclusive basis.
If additional personnel are introduced beyond those of the outgoing provider, the contractor must submit a copy of the criminal record extract for each new staff member. The same documentation must be submitted whenever there are changes in the workforce, whether for staff replacement or new assignments, within three days of such changes.
The personnel assigned to the service must be employed by and under the exclusive responsibility of the contractor, who shall be directly liable for the conduct of its employees, for any failure to comply with the provisions of this Tender Specifications, and for any damage caused to the EUI or third parties attributable to its personnel.
The EUI emphasizes the requirement that all personnel employed by the contractor be properly informed, trained, and instructed, particularly on the following topics:
· Prevention of risks associated with the working environment;
· Procedures for executing the services under LOT 2 of this contract;
· Emergency response and fire prevention and control.
The contractor’s employees shall be required to maintain the highest standards of courtesy and professionalism in their interactions with users and must act with diligence at all times to ensure the correct and effective execution of the services assigned to them. Accordingly, they must comply with the following rules: 
· Be equipped with any necessary personal protective equipment (PPE) in accordance with the Decree of the Ministry of Health dated 28/09/1990 and Legislative Decree 81/2008 and subsequent amendments;
· Wear appropriate clothing/uniforms kept in a clean and presentable condition;
· Display an identification badge showing the operator’s first and last name, the name of the employing company, and the type of service being performed;
· Carry a valid personal identification document at all times;
· Perform assigned tasks in accordance with the established organizational procedures;
· Refrain from taking orders from anyone other than their designated Supervisor while performing their duties.
[bookmark: _Toc4143058][bookmark: _Toc163461048]The contractor's personnel are required to maintain professional confidentiality regarding any facts or circumstances they become aware of while performing their duties, in accordance with applicable laws and the internal regulations of the EUI, available at: http://www.eui.eu/About/DataProtection 
It is prohibited to use telephones, photocopiers, computers and equipment in general installed at the buildings object of the contract for personal use. While carrying out their duties and while present on EUI premises, contractor personnel are not permitted to smoke and must limit the use of mobile phones strictly to work-related needs.
[bookmark: _Toc199954510]Article 9.4. Technical Coordinator
In relation to the services described in Articles 7, 8 and 9 of these Special Tender Specifications, as already described in each individual article, the European University Institute reserves the right to ask the contractor for additional services which must be provided under the same contractual conditions.
In principle, the additional services that most frequently became necessary in the past were:
· An armed surveillance service, day or night, at one or more premises of the EUI;
· An unarmed surveillance service, day or night, at one or more premises of the Institute (also temporarily);
· A security service with unarmed personnel for parties organized by the EUI’s community of researchers;
· A porterage service at one or more premises of the EUI (also temporarily);
· Additional patrols, day and night, at one or more premises of the Institute (also temporarily);
· Additional shuttle services for one or more premises of the EUI.
The notice with which the Institute will notify the contractor of any additional requirements will be at least 4 hours. 
[bookmark: _Toc199954511]Article 10. Strikes and/or Service Interruptions (Lot 1 and Lot 2)
In the event of general sector strikes, the contractor shall notify the EUI in writing, at least three (3) days in advance, of the actual date of the scheduled strike. In any case, including situations of force majeure, the contractor is required to make every reasonable effort to ensure continuity in the provision of the service. Should the service, under such circumstances, prove inadequate to meet the needs of the EUI, the latter reserves the right to arrange for the execution of the service in any manner it deems appropriate.
Should the contractor suspend the service, the EUI may proceed with the termination of the contract.
[bookmark: _Toc199954512]Article 11. Safety Provisions (Lot 1 and Lot 2)
The contractor is under binding obligation to strictly comply with all applicable legislation in force concerning the protection of health and safety in the workplace, in order to endure a safe working environment.
All activities related to the performance of the services covered by this CSA must be carried out in an orderly manner and with all necessary precautions, so as to prevent any injury or harm to the workers or third parties, and to avoid any damage to flooring, furnishings, doors and frames, walls, paintwork, and similar elements.
The provision of all necessary Personal Protective Equipment (PPE) required to safely carry out the contracted activities shall be the sole responsibility of the contractor.
The EUI shall require full compliance with the provisions set out in Article 26 of Legislative Decree 81/08 (as amended) regarding the assessment of risks arising from interference between activities. To this end, the contractor shall, within 30 days from the signing of the contract, provide all documentation necessary to support the drafting of the DUVRI (Single Document for the Assessment of Interference Risks).
The EUI shall also ensure the provision of an initial information session, in coordination with the contractor’s designated safety personnel, to all staff assigned to duties at the EUI, in order to ensure awareness of specific risks, preventive and protective measures, and emergency procedures.
[bookmark: _Toc199954513]Article 12. Site Inspection (Lot 1 and Lot 2)
Under penalty of exclusion from the procurement procedure, interested economic operators shall be required to undertake a mandatory site inspection of the EUI premises relevant to the services set forth in these Special Tender Specifications, to be conducted by their legal representative or by a duly authorised proxy acting on their behalf.
In accordance with the principles of fairness, equal treatment, and transparency, the aforementioned site inspection may only be carried out on 10/07/2025, at the appointed time of 10.00 (Italian time), at the Badia Fiesolana, Via dei Roccettini, 9 – 50014 San Domenico (FI). For the reasons stated above, no further visits shall be permitted after this date and time. Any changes to the scheduled date, should they become necessary, will be promptly published on the EUI website at the following address: https://www.eui.eu/en/public/about/procurement/tenders-portal
To this end, interested economic operators are invited to send the "Site Inspection Request" form (Annex II D), duly completed and signed by the legal representative, together with a copy of their valid identity document—or, where applicable, a proxy delegation in favour of a third party—to the Real Estate and Facilities Service (REFS) at the following email address: inforefs@eui.eu, no later than 12.30 (Italian time) on 09/07/2025.
The hard copy of the "Site Inspection Request" form (Annex II D) must be handed over by the legal representative or authorised delegate to the designated EUI official who will accompany them on the day of the site inspection.
[bookmark: _Toc49760789][bookmark: _Toc199954514][bookmark: _Toc365443104][bookmark: _Toc366079462]CHAPTER III – EVALUATION AND AWARD CRITERIA
The evaluation of the tenders that comply with the submission conditions will consist of the following elements:
· Check if the tenderer has access to procurement (see Article 4);
· Verification of administrative compliance (if the tender is drawn up in one of the official EU languages and signed by duly authorised legal representative(-s) of the tenderer);
· Verification of non-exclusion of tenderers on the basis of the exclusion criteria;
· Selection of tenderers on the basis of selection criteria;
· Verification of compliance with the minimum requirements defined in the tender specifications;
· Evaluation of tenders on the basis of the award criteria.
The EUI will evaluate the abovementioned elements in the order that it considers to be the most appropriate. If the evaluation of one or more elements demonstrates that there are grounds for rejection, the tender will be rejected and will not be subjected to further full evaluation. The unsuccessful tenderers will be informed of the ground for rejection without being given feedback on the non-assessed content of their tenders. Only tenderer(s) for whom the verification of all elements did not reveal grounds for rejection can be awarded the contract.
The evaluation will be based on the information and evidence contained in the tenders and, if applicable, on additional information and evidence provided at the request of the EUI during the procedure. If any of the declarations or information provided proves to be false, the EUI may impose administrative sanctions (exclusion or financial penalties) on the entity providing the false declarations/information.
For the purposes of the evaluation related to exclusion and selection criteria the EUI may also refer to publicly available information, in particular evidence that it can access on a national database free of charge.
[bookmark: _Toc199954515]Article 13. Exclusion criteria
The tenderer must not be in one of the exclusion situations listed below:
a. is bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations;
b. has been convicted of an offence concerning their grave professional conduct by a final judgment of a competent judicial authority or administrative decision or decisions of international organisations;
c. is not in compliance with the obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of Italy being the country of establishment of the EUI or those of the country where the contract is to be performed. This breach needs to have been established by a judgment or administrative decision having final and binding effect in accordance with the legal provisions of the country in which the economic operator is established or of those of Italy being the country of establishment of the EUI;
d. has been the subject of a final judgment for fraud, corruption, involvement in a criminal organisation, money laundering, terrorist‐related offences, child labour or other forms of trafficking in human beings or any other illegal activity, where such illegal activity is detrimental to the EUI's financial interests;
e. has been in serious breach of a contract financed by the EUI or have been the subject of an offense of serious irregularity established by a final judgment of a competent judicial authority or administrative decision;
f. is subject to an administrative penalty for being guilty of grave professional misconduct, or of having made substantial errors or committed irregularities or fraud or have been declared to be in breach of their obligations under contracts covered by the EUI’s budget (Article 41 of the EUI’s Public Procurement Regulation (President’s Decision No. 24/2025 of 6 May 2025). 
In addition to the above, contracts cannot be awarded to a tenderer who, during the procurement procedure, is proven to be:
g. subject to a conflict of interest in connection with the contract which cannot be effectively remedied by other less intrusive measures;
h. guilty of misrepresentation in supplying the information required by the EUI as a condition of participation in the contract procedure or fail to supply this information.
Evidence requested: 
The tenderer must certify that it is not in one of the exclusion situations by providing in the tender a signed and dated Declaration on Honour available in Annex II A. In case of a consortium/joint tender or in case of subcontracting, such declaration on honour should be included in the offer for each member of the joint tender/consortium and for each identified subcontractor. 
In addition, the successful tenderer shall provide, within 15 days following notification of award and preceding the signature of the contract, the following documentary proofs to confirm the declaration referred to above:
· for points (a), (b), (d) and (e): a recent extract from the judicial record of the legal representative of the economic operator that submitted the tender or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of origin or provenance showing that those requirements are satisfied;
· for the situation described in point (c) 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 paragraph 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.
The EUI reserves the right to verify the information and to request further supporting evidence prior to the signature of the contract. 
In the event that the successful tenderer does not promptly execute the fulfilment of the above, fails to present all documentation requested or does not provide proof of possession of all requirements declared in the tender, as well as if any checks reveal failure of compliance with the declarations submitted during the tendering period, the EUI reserves the right to declare a compliance failure and to award the procedure to the following tenderer in the list or to launch a new procurement procedure.
[bookmark: _Toc376962709][bookmark: _Toc199954516]Article 14. Selection criteria
· General requirements (LOT 1 and LOT 2):
The tenderer must have the following minimum requirements to perform the contract:
a) being compliant with obligations relating to the payment of social security contributions for workers, according to the current legislation, and application of employment conditions envisaged in the sector's national collective labour agreement;
b) being compliant with the current labour laws and regulations;
c) being compliant with the current health and safety laws and regulations;
d) being compliant with the current environmental laws and regulations;
· General requirements on economic and financial capacity (LOT 1 and LOT 2):
e) being in a stable financial position (financial viability)  possession of 1 (one) bank reference issued by major banks or authorised dated after the invitation to the present invitation letter, in which it is shown that the economic operator has always met its commitments with regularity and punctuality and to be in possession of the economic and financial capacity to perform the services forming the subject of the tender;
f) having a professional risk indemnity insurance;
· LOT 1 – Requirements for Economic and Financial Capacity:
g) having generated a minimum annual turnover in the last 3 (three) financial years for which accounts have been closed (2022-2023-2024) of at least € 900,000.00 (nine hundred thousand/00);
· LOT 2 – Requirements for Economic and Financial Capacity:
h) having generated a minimum annual turnover in the last 3 (three) financial years for which accounts have been closed (2022-2023-2024) of at least €1,000,000.00 (one million/00);
· General technical and professional requirements (LOT 1 and LOT2):

i) to be duly authorised to perform the service covered by the procurement contract in accordance with national legislation, as evidenced by registration in a specific register of companies or other professional register (e.g., professional association, etc.), or by appropriate certification, membership in a specific organisation, or possession of a VAT number.
j) Possession of the following quality certification or equivalent: UNI EN ISO 9001:2015; ISO 14001:2015; ISO 45001:2018; SA 8000:2014;
· LOT 1 – Technical and Professional Capacity Requirements:
k) have performed, over the past three (3) years (2022–2023–2024), services similar to those covered by Lot 1, namely security and surveillance services, for a total amount of not less than €500,000.00 (five hundred thousand/00) per year. For each service performed, the following details must be clearly specified: type of service, amount, duration, and, if possible, the recipient;
l) registration in the “whitelist” of the Prefecture of Florence.
m) a declaration certifying that the average annual workforce available to the company for the services covered by Lot 1 is not less than 40 units.
· LOT 2 – Technical and Professional Capacity Requirements:
n) to have performed over the past three (3) years (2022–2023–2024), services similar to those covered by Lot 2, namely reception and driver services, for a total amount of not less than €600,000.00 (six hundred thousand/00) per year. For each service performed, the following details must be clearly specified: type of service, amount, duration, and, if possible, the recipient;
o) a declaration certifying that the average annual workforce available to the company for the services covered by Lot 2 is not less than 20 units.
	· Evidence to be submitted with the tender as part of Envelope n.1 – Administrative Documents (please, for more details on the submission process, see point 3 of the letter of invitation to tender):
· LOT 1 and LOT 2:
· a signed and dated Declaration on Honour available in Annex II A;
· 1 (one) bank reference;
· a copy of the professional risk indemnity insurance;
· a copy of the following quality certifications or their equivalents: UNI EN ISO 9001:2015; ISO 14001:2015; ISO 45001:2018; SA 8000:2014;
· evidence of the tenderer’s registration in a register of companies or in a professional register (e.g., professional association, etc.), along with the VAT number;
· LOT 1 - Security, Surveillance and Inspection Services 
· evidence of having generated, over the last three financial years (2022–2023–2024), for which the financial statements have been closed, an annual turnover of at least €900,000.00 (nine hundred thousand/00);
· evidence of having carried out, over the last three (3) years (2022–2023–2024), services similar to those covered by Lot 1, for a total amount of not less than €500,000.00 (five hundred thousand/00) per year. For each service performed, the following details must be clearly indicated: type of service, amount, duration, and, if possible, the client;
· a copy of the registration in the "whitelist" of the Prefecture of Florence;
· a declaration certifying that the average annual workforce available to the company for the services covered by Lot 1 is not less than 40 units.
· LOT 2 – Portering, Shuttle and Driving Services 
· evidence of having generated, over the last three financial years (2022–2023–2024), for which the financial statements have been closed, an annual turnover of at least €1,000,000.00 (one million/00);
· evidence of having performed, during the last three (3) years (2022–2023–2024), services similar to those covered by Lot 2, namely reception and driver services, for a total amount of not less than €600,000.00 (six hundred thousand/00) per year. For each service performed, the following details must be clearly specified: type of service, amount, duration, and, if possible, the client;
· a declaration certifying that the average annual workforce available to the company for the services covered by Lot 2 is not less than 210 units.



In the case of a Temporary Grouping of Undertakings (RTI) and/or consortium, for both Lots, the requirements from letter (a) to letter (f) and from letter (i) to letter (j) must be met by each individual company forming the grouping and/or consortium.
Additionally, for Lot 1, requirement (l) must also be met by each company within the grouping and/or consortium, whereas requirements (g), (k), and (m) will be assessed considering the RTI and/or consortium as a single entity.
For Lot 2, requirements (h), (n), and (o) will likewise be assessed by treating the RTI and/or consortium as a single entity. Therefore, the requirements (g), (k), and (m) for Lot 1 and (h), (n), and (o) for Lot 2 may be fulfilled either by a single company or collectively by the individual members of the consortium or temporary grouping.
The EUI reserves the right to perform sample checks in order to verify the accuracy of the statements submitted by tenderers.
Tenderers that are not compliant with the applicable minimum requirements shall be rejected.
[bookmark: _Toc376962710][bookmark: _Toc199954517]Article 15. Award criteria
Only the tenders submitted by tenderers meeting the requirements of the exclusion and selection criteria will be evaluated in terms of quality and price. The contract shall be awarded according to the “most economically advantageous tender” criterion following the assessment of the best quality/price ratio made ​​by the competent evaluation committee which will assign a score to each tender to a maximum of 100 points, based on the following parameters:
	MAXIMUM SCORE

	Technical and quality evaluation 
	60/100

	Financial evaluation (price)
	40/100


The total score of the tender shall be the sum of the technical and financial score obtained.
The tenderer obtaining the highest overall score shall be awarded with the contract.
A – Lot 1 - Allocation of points for technical and quality evaluation criteria
To each criterion will be assigned a certain weight, with the maximum amount being equal to 60 points, which, multiplied by the coefficient of quality assigned at the discretion of the evaluation committee (between 0 and 1, as shown in Table II), will determine the score assigned to each tender, as indicated in the following Table I.
The tenderer shall submit technical offer using the form Annex II B1 – Lot 1.
	[bookmark: _Hlk191470366]TABLE I A (LOT 1)

	DESCRIPTION
	MAXIMUM SCORE

	
A1
	Proposal for service provision
	45

	
	A1.1
	Service Organization
	9
	

	
	
	A1.1.1
	Suitability and adequacy of the organisational structure and operational organisation chart proposed for the management of the service
	5
	
	

	
	
	A1.1.2
	Methods of interaction and coordination between the various areas/functions/professional figures involved
	1
	
	

	[bookmark: _Hlk199864729]
	
	A1.1.3
	Experience of the candidate proposed for managing the service. Indicate the type of contracts managed in similar and analogous roles for at least one continuous year. This experience must be reported in the CV of the person proposed for this role, which must be included in the offer.
	3

	
	

	
	A1.2
	Safety project
	14
	

	
	
	A.1.2.1
	Organisational, methodological and operational tools aimed at achieving the three objectives set out in point 8.1 of the CSA.
	6
	
	

	
	
	A.1.2.2
	Implementation Methods for the 6 Main Activities Indicated in Section 8.1 of the CSA
	5
	
	

	
	
	A.1.2.3
	Example of organisation of activities and interaction between the profiles indicated (Sections 8.4, 8.5, 8.6 of the CSA), the management of the awarded company (service coordinator), and the competent EUI office (on behalf of the contracting authority)
	3
	
	

	
	A1.3
	Proposed Personnel
	9
	

	
	
	A1.3.1
	Proposed Personnel for Fixed Station Service (CVs)
	3
	
	

	
	
	A1.3.2
	Proposed Personnel for Inspection Service (CVs)
	3
	
	

	
	
	A1.3.3
	Proposed Personnel for Coordination Service (CVs)
	3
	
	

	
	A1.4
	Management of Proposed Personnel
	8
	

	
	
	A1.4.1
	Solutions to Be Adopted with Particular Reference to the Methods and Timing for Replacing Staff Absent Due to Holidays or Illness, in Order to Ensure Continuity in Service Delivery, Especially During the Summer Months
	2
	
	

	
	
	A1.4.2
	Indicate the training plan envisaged for the personnel assigned to the service, divided between managerial staff and operational staff, specifying the specific content of the courses, the academic and professional profile of the trainers in terms of qualifications and years of experience in the relevant training topics, as well as the frequency and scheduling of the courses. Particular importance will be given to training proposals tailored to the specific nature of the service.
	3
	
	

	
	
	A1.4.3
	Indicate the career progression plan, benefits, loyalty incentives, and any performance-related bonuses intended for the group of personnel assigned to the contracting authority.
	3
	
	

	
	A1.5
	Management of emergencies and large-scale sensitive events
	5
	

	
	
	A1.5.1
	[bookmark: _Hlk199865757]Ipotesi di piano di gestione sicurezza per eventi istituzionali con presenza di personalità politiche e istituzionali di alto profilo
	2
	
	

	
	
	A1.5.2
	[bookmark: _Hlk199865787]Ipotesi di piano di contingenza per eventi naturali, dolosi impattanti su una o più sedi dell’IUE
	2
	
	

	
	
	A1.5.3
	[bookmark: _Hlk199865806]Business continuity plan aziendale atto a garantire l’espletamento dei servizi oggetto dell’appalto, nonché struttura di disaster recovery di cui l’azienda dispone
	1
	
	

	A2
	Methods for self-monitoring service quality
	3

	
	
	self-monitoring procedures that the Bidder intends to adopt to ensure that the activities carried out comply with the contractual requirements, the procedures for communicating the checks carried out, the identification of relevant KPIs and the frequency of their verification
	

	
A3
	Service improvements offered
	10

	
	A3.1
	Dynamic surveillance
	7
	

	
	
	Dynamic daytime monitoring service of all the contracting authority's premises using mobile resources
	
	

	
	A3.2
	Technological improvements
	3
	

	
	
	Services or technologies (including and preferably AI-based) aimed at managing emergency response, managing the operational flow of fixed facilities, and identifying security breaches.
	
	

	

A4
	Possession of certifications in addition to those required by Article 14. Selection Criteria of this CSA
	2

	
	A4.1
	ISO/IEC 31010:2019 or equivalent
	1
	

	
	A4.2
	UNI/PdR 125:2022 or equivalent
	1
	


The minimum score for technical and quality criteria is 35/60. Tenders who fail to achieve this minimum score for the technical offer shall not proceed to the point of assessment for the financial offer.
In the case of award, the entire technical offer shall complete the tender specifications and shall form part of the contract.
It should be noted that the coefficients of quality will be attributed on the basis as set out in Table II - A:
	[bookmark: _Hlk50727144]TABLE II - A

	EVALUATION
	JUDGMENT
	COEFFICIENT

	GREAT
	Well-structured technical offer that develops the requested project in a clear, precise, and in-depth manner, adding additional value in respect to the expectations of the EUI.
	1.00

	GOOD
	Suitable technical offer that develops the topic with no particular insights.
	0.80

	ADEQUATE
	Well-organized offer in line with the contracting authority's expectations.
	0.60

	SUFFICIENT
	Acceptable technical offer but poorly structured with limited application to the provisions of the tender specifications.
	0.40

	LOW
	Mediocre project that is not sufficiently developed. 
	0.20

	INSUFFICIENT
	Insufficient project technical offer that is generic and inadequate.
	0.00


B – Lot 2 - Awarding of points for technical and quality criteria
Each criterion will be assigned a score, with a maximum total of 60 points. These scores, multiplied by the quality coefficient assigned at the discretion of the evaluation committee (ranging from 0 to 1, as indicated in Table II), will determine the score awarded to each individual bid, as shown in Table I - B below.
The tenderer shall submit their technical offer using Annex II B2 – Lot 2.
	TABLE I B (LOT 2)

	DESCRIPTION
	MAXIMUM SCORE

	
B1
	Service Execution Proposal
	40

	
	B1.1
	Organisational structure model and sizing proposed for service management
	20
	

	
	B1.2
	Personnel proposed for service management
	5
	

	
	B1.3
	Self-monitoring methodologies
	5
	

	
	B1.3
	Management of staff absences and emergencies
	10 
	

	
B2
	Relevant Experience
	5

	
B3
	Possession of additional certifications beyond those required under Article 14 of this CSA
	10

	
	B3.1
	ISO/IEC 27001:2022 or equivalent
	2
	

	
	B3.2
	UNI/PdR 125:2022 or equivalent 
	2
	

	
	B3.3
	ISO 50001:2018 or equivalen
	2
	

	
	B3.4
	ISO 37001:2016 or equivalent
	2
	

	
	B3.5
	ISO 14001:2015 or equivalent
	2
	

	B4
	Offered Service Improvements
	5


The minimum score for technical and quality criteria is 35/60. Tenders who fail to achieve this minimum score for the technical offer shall not proceed to the point of assessment for the financial offer.
In the case of award, the entire technical offer shall complete the tender specifications and shall form part of the contract.
It should be noted that the coefficients of quality will be attributed on the basis as set out in Table II - B:
	TABLE II - B

	EVALUATION
	JUDGMENT
	COEFFICIENT

	GREAT
	Well-structured technical offer that develops the requested project in a clear, precise, and in-depth manner, adding additional value in respect to the expectations of the EUI.
	1.00

	GOOD
	Suitable technical offer that develops the topic with no particular insights.
	0.80

	ADEQUATE
	Well-organized offer in line with the contracting authority's expectations.
	0.60

	SUFFICIENT
	Acceptable technical offer but poorly structured with limited application to the provisions of the tender specifications.
	0.40

	LOW
	Mediocre project that is not sufficiently developed. 
	0.20

	INSUFFICIENT
	Insufficient project technical offer that is generic and inadequate.
	0.00


C – LOT 1 – Allocation of points for financial evaluation criteria
The maximum available score of 40 points for the price (C) will be awarded to the offer proposing the most advantageous price, based on the following breakdown of the aforementioned score:
· C.1: Cost of a single fixed post – Max. 10 points
	      Best price offered
C.1 = 10 x --------------------
      Price offered


· C.2: Cost of a single fixed post – Max. 10 points
	      Best price offered
C.2 = 10 x --------------------
     Price offered


· C.3: Cost of a single fixed post – Max. 10 points
	      Best price offered
C.3 = 10 x --------------------
     Price offered


· C.4: Cost of a single fixed post – Max. 10 points
	      Best price offered
C.4 = 10 x --------------------
      Price offered


The other offers will be awarded scores (rounded to the second decimal place, if necessary) in proportion to the ratio between the best price offered and the price submitted by each tenderer.
C = C.1 + C.2 + C.3 + C.4 
The price considered for evaluation will be the total price of the tender, covering all the requirements set out in these tender specifications. 
The tenderer shall submit a financial offer using the form Annex II C1 – LOT 1.
D – LOT 1 – Allocation of points for financial evaluation criteria
The maximum available score of 40 points for the price (D) will be awarded to the offer proposing the most advantageous price, based on the following breakdown of the aforementioned score:
· [bookmark: _Hlk183707929]D.1: Ordinary reception and driver services – Max. 30 points
	  Best price offered
D.1 = 30 x --------------------
  Price offered


· • D.2: Additional labour – Max. 10 points
	  Best price offered
D.2 = 10 x --------------------
  Price offered


The other offers will be awarded scores (rounded to the second decimal place, if necessary) in proportion to the ratio between the best price offered and the price submitted by each tenderer.
D = D.1 + D.2 
The price considered for evaluation will be the total price of the tender, covering all the requirements set out in these tender specifications. 
The tenderer shall submit a financial offer using the form Annex II C2 – LOT 2
[bookmark: _Toc446839905][bookmark: _Toc448211038][bookmark: _Toc457210948][bookmark: _Toc478873781][bookmark: _Toc505412019][bookmark: _Toc365443111][bookmark: _Toc366079469][bookmark: _Toc241553900][bookmark: _Toc241555192][bookmark: _Toc376962720][bookmark: _Toc199954518][bookmark: _Toc365443135][bookmark: _Toc366079493][bookmark: _Toc241553901][bookmark: _Toc241555193]CHAPTER IV - FINAL PROVISIONS
[bookmark: _Toc199954519][bookmark: _Toc241553907][bookmark: _Toc241555199][bookmark: _Toc376962728]Article 16. Sanctions and penalties mechanism
Without prejudice to the various sanctions provided for by applicable legislation, the EUI, in order to safeguard the provisions of this Special Tender Specifications, reserves the right to apply, in addition to any extraordinary expenses it may have incurred to ensure the regularity and functionality of its operations, a system of penalties as described below:
[bookmark: _Toc199954520]Article 16.1 LOT 1 – Penalty and Sanction Mechanism
Should delays or service disruptions occur, the Contract Representative designated by the EUI shall apply a penalty of €500.00 in the following cases:
a) for each unjustified abandonment (even if temporary) of the Control Room or the reception desk where the service is provided; or for each failure to respond within the time limits established in the emergency procedures, as agreed between the contractor and the contracting authority, following a request or alarm notification triggered by the security systems installed at the University premises (e.g., CCTV, intrusion detection, fire alarms, etc.);
b) for each failure to submit to the EUI’s Contract Representative, within 12 hours of the incident, the report required in the event of anomalies or incidents relating to the service or security of EUI’s premises;
c) for each missed inspection round, where required and agreed with the EUI’s Contract Representative or their delegate, even in the absence of electronic monitoring systems;
d) for each failure to replace on-duty staff within two hours of a request by the contracting authority.
Failure to meet the deadlines for delivery, testing, and commissioning of any security systems offered as part of value-added elements in the tender, including the related legally compliant certification of conformity, will result in the application of a daily penalty of €500.00, for up to 30 (thirty) consecutive calendar days. After this period, the EUI reserves the right to terminate the contract.
[bookmark: _Toc199954521]Article 16.2 LOT 2 – Penalty and Sanction Mechanism
The Contract Representative for Reception and Driver Services (LOT 2) shall apply a penalty of €500.00 in each of the following cases:
e) for every unjustified abandonment (even temporary) of duty;
f) for any delay of more than thirty (30) minutes in reporting to the agreed service post; delays exceeding one (1) hour will be considered as an absence and will result in an additional penalty of €500.00;
g) in the event that personnel are assigned who do not meet the minimum requirements specified in this Tender Specifications;
h) for any failure to replace personnel deemed unfit to perform the service, within two (2) hours of the request sent via email by the Contract Representative designated by the EUI;
i) for any misconduct by service personnel, as determined at the sole discretion of the EUI’s Contract Representative, such as: failure to follow operational instructions, inappropriate or disrespectful behaviour towards EUI staff or third parties, absence or incompleteness of uniform or required equipment;
j) for each failure to replace personnel deemed unsuitable or unwelcome by the EUI;
k) for each unjustified missed shuttle service trip;
l) in the event that more passengers are transported on the shuttle service vehicles than the number permitted by the vehicle’s certification.
The imposition of penalties shall be preceded by a formal written notice of violation, sent via email by the EUI Contract Representative. The contractor shall have the right to submit counterarguments within five (5) working days of receipt of such notice.
The EUI reserves the right to terminate the contract if three (3) penalties are applied within a single calendar year. In such case, the service may be performed at the expense of the defaulting contractor.
The total amount of penalties will be deducted from payments due to the contractor under the relevant contract.
[bookmark: _Toc199954522]Article 17. Requirements for the signature of the contract (Lot 1 and Lot 2)
The successful tenderer, within the date to be communicated by the EUI, must submit the following documents before the signature of the contract:
1. A complete copy of the criminal record certificate of the legal representative of the awarded contractor;
2. Single Insurance Contribution Payment Certificate (DURC – Documento Unico di Regolarità Contributiva);
3. A performance guarantee for an amount of 10% of the annual value of the contract;
4. The confidentiality agreement concerning the protection of personal data as governed by the provisions of the EUI Data Protection Policy, which will be provided by the EUI to the awarded contractor in due course.
Please note that should the successful tenderer fail to submit the documents outlined above in due time or, upon testing, is found not to be in compliance with the declarations submitted in the tender, the EUI reserves the right to award the contract to the following tenderer in the ranking or to launch a new call for tender.
[bookmark: _Toc199954523]Article 18. Contract management (Lot 1 and Lot 20
For the EUI, the reference person(s) for the contract management is/are the following:
· the Director of Real Estate and Facilities Service.
· The representatives of the Real Estate and Facilities Service appointed by the Director for the management of the contract.
[bookmark: _Toc241553909][bookmark: _Toc241555201][bookmark: _Toc376962730][bookmark: _Toc199954524]Article 19. List of tender documents (Lot 1 and Lot 2)
The tender documents of the present procurement procedure are composed of the draft contract, the invitation letter, these tender specifications - TS (Annex I) and the contractor’s tender (Annex II), including the following annexes:
· Annex II A – Declaration on honour; 
· Annex II B1 – Lot 1 – Technical offer;
· Annex II B2 – Lot 2 – Technical offer;
· Annex II C1 – Lot 1 – Financial offer;
· Annex II C2 – Lot 2 – Financial offer; 
· Annex II D – Site Inspection Request;
· Annex II E – EUI 2025/26 Holiday Calendar;
· [bookmark: _Hlk199944930]Annex II F – Shuttle Service Timetable.
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