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Call for Tenders — Framework Contract: Assistant to the President
Post title: Framework contract — Assistant to the President
Location: EU (Brussels, Belgium)

Starting date: As soon as possible, for a duration of 2 years

ABOUT THE ORGANISATION

The Institute of European Democrats (IED) — ASBL is a non-profit association based in
Brussels, established in September 2007 as an independent research and policy institute. IED
provides innovative European political and cultural research and supports the European
Democratic Party (EDP), to which it is formally affiliated.

IED is funded by the European Parliament and regulated under Regulation (EU, Euratom) No
1141/2014, as well as Article I1.9 of the Funding Agreement between political parties,
foundations, and the European Parliament.

ABOUT THE CALL FOR TENDERS

IED seeks a long-term partnership with a qualified individual to provide comprehensive
support to the President. The framework contract will cover administrative, organisational, and
event-related tasks, ensuring the smooth functioning of the President’s office.

Scope of services includes, but is not limited to:

1. Administrative Support
o Daily management of correspondence, emails, and phone calls
o Preparation of reports, presentations, and briefing notes
o Maintenance of the President’s calendar and meeting schedule
o Travel arrangements, including bookings and itineraries
o Filing, document management, and general office administration
2. Event and Meeting Management
o Organising and coordinating meetings, conferences, and other events
o Liaising with internal and external stakeholders
o Preparation of agendas, minutes, and follow-ups
o Ensuring smooth logistical arrangements
3. Communication and Coordination
o Acting as a liaison between the President and staff, members, or external
partners
Drafting correspondence or messages as required
Monitoring deadlines and ensuring timely delivery of tasks
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4. Other Duties
o Supporting special projects as requested
o Performing ad hoc assignments to ensure the efficiency of the President’s office

The framework contract is intended to establish a strong and ongoing collaboration between
IED and the contractor.

PROCUREMENT PROCEDURE AND TRANSPARENCY RULES

This call for tenders is conducted in accordance with the principles of transparency,
proportionality, equal treatment, non-discrimination, and competition, as required by
European Parliament funding rules.

By submitting an offer, tenderers accept all terms and conditions of this tender. Offers
submitted after the deadline will not be considered.

All questions or requests for clarification must be submitted exclusively
to procurements@iedonline.eu. Questions of general relevance and their answers will be
communicated to all invited tenderers to ensure equal treatment.

SELECTION CRITERIA
Tenderers must meet the following minimum criteria:
1. Legal Capacity
e Proof of legal capacity to contract in Belgium or another EU Member State
2. Technical and Professional Capacity

e Proven experience in executive or administrative assistance (minimum 5 years,
preferably 10+)

o Demonstrated experience in organising events, meetings, and projects
o Proficiency in English and Italian; additional EU languages an asset
o Experience in the political, non-profit, or research sectors is an asset
3. Financial Capacity
o Confirmation of ability to provide services for the 2-year contract duration
e Maximum monthly fee: €3,000 (excluding VAT)

e Total maximum contract value for 2 years: €72,000 (excluding VAT)
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EVALUATION CRITERIA
Offers will be evaluated based on:
o Relevant professional experience
e Technical capacity and proposed approach to duties
e Availability and responsiveness
e Multilingual communication skills (English and Italian)
e Familiarity with European Parliament funding rules

e Price and overall economic advantage

AWARD CRITERIA AND SCORING METHOD

Only offers meeting all selection criteria will be evaluated. The contract will be awarded to
the most economically advantageous tender based on the following weighted criteria:

1. Quality (60%) — Max 60 points

Sub-criterion Points |Description
. Years of experience in executive or
Relevant professional . . .
. 25 administrative assistance and event
experience
management
Technical capacity & 20 Proposed approach to task management,
methodology planning, and organisation
Multilingual ~ communication Ability to communicate professionally in both
. . 10
(English & Italian) languages
Familiarity =~ with  European 5 Knowledge of EU political/non-profit funding
Parliament funding rules rules
2. Price (40%) — Max 40 points
Sub-criterion Points |Description

Up to €3,000/month (excluding VAT); lower
Monthly fee proposed 40 fees combined with strong experience are
favourably scored

Note: Abnormally low offers may be rejected if the price is not justified satisfactorily.
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TENDERING PROCESS

Interested candidates must submit:
e A detailed CV and cover letter
e Monthly fee proposal (maximum €3,000 excluding VAT)
e Confirmation of GDPR consent:

“I agree to the IED processing my data for the purpose of the Call for Tenders procedure.’

Deadline for submission: 23:59 CET, 22 December 2025
Email: procurements@iedonline.eu
Subject line: “Proposal IED Call for Tenders — Assistant to the President”

Tender review period: 23—30 December 2025

FRAMEWORK CONTRACT
The selected contractor will enter into a 2-year framework contract.
o Tasks: Requested via email or other written communication

e Volume of work: No fixed volume guaranteed; all services must be delivered within
agreed fees

o Financials: Maximum monthly fee €3,000 (excluding VAT), total contract value
€72,000 (excluding VAT)

This contract will ensure the efficient functioning of the President’s office while complying
with European Parliament funding and transparency rules.

CONTRACT NOTE

This tender will result in a 2-year framework contract. Services will be requested by the
contracting authority as needed, up to the maximum fee of €3,000/month (total €72,000
excluding VAT). No fixed volume of work is guaranteed.
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