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Terms of Reference 

For Contract PPCA/2015/03/Tokyo 

1 NATURE AND OBJECT OF THE CONTRACT 

1.1 Title of the Contract: 

Provision of services for the publication of articles for, and the web-hosting, management and the 

promotion of the Japanese language web-based digital magazine "EU MAG" 

1.2 Overview and context of the Contract 

The Delegation of the European Union to Japan is inviting offers for services to be provided in 

relation to the publication of articles for, and the web-hosting, management and the promotion of 

the Japanese language web-based digital magazine "EU MAG"– http://eumag.jp   

The digital magazine was launched in February 2012 and the number of online visitors has since then 

increased from a monthly average 6,200 in the first year to a monthly average of 12,300 over the last 

12 months; a further increase of the readership is expected in the coming years. Articles for the EU 

MAG are published in Japanese only and focus on the European Union and its relations with Japan. 

The magazine's target group is varied and includes decision makers and opinion leaders in the public, 

business and media sectors as well as Japan's future leadership in universities and business schools. 

The magazine furthermore targets EU specialists in academia and the more informed general public 

interested in international affairs. 

The Delegation aims at having two separate service contracts related to the EU MAG: one for the 

research and writing of the articles and one for the publication of the articles on the magazine 

website, the site maintenance and management. The present contract concerns the latter task which 

will be elaborated in more detail in this document. It is possible to bid for both contracts. 

The Delegation is currently reviewing the overall content and technical set-up of the digital magazine, 

the present contract is therefore a short-term bridging contract with a maximum time-span of 15 

months mainly focusing on service continuity. 

1.3 Objective of the Contract  

The objective of the present tender is to award a contract for provision of services regarding the 

publication of articles for, and the web-hosting, management and the promotion of the Japanese 

language web-based digital magazine "EU MAG". 

1.4 Duration of the Contract 

The contract with the current service provider ends in January 2015 and continuity of the EU MAG is 

required. The new contract will cover a period of maximum 15 months; it should be signed by both 

parties (contractor and the Delegation of the EU to Japan) by the end of 2014 with the service 

provision to start immediately, thus allowing smooth take-over of the site and publication of the first 

issue of the magazine under the new contract to come out in the course of February 2015. 

http://eumag.jp/
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1.5 Period of validity of the Tender 

The offer must remain valid for a period of 3 months following the final date for submitting tenders.  
During this period, tenderers must maintain all the conditions of their bids. 

1.6 Budget 

The budget available for the implementation of this contract, inclusive of all costs, shall not exceed 

€ 27,000. Tenderers should be aware that this is a maximum amount, that bids for a lower value 

will be accepted and that price is a factor in assessing bids. 

1.7 Quotation 

Prices must be quoted in Euro and amounts must be fixed and non-revisable throughout the entire 

period of the contract. Tenderers are required to submit their financial offer using the quotation 

form enclosed at Annex 1 

1.8 Payment 

Payment shall be made in Euro within 30 days from receipt of the invoices, pending satisfactory 

service provision by the contractor. Payments shall be made through overseas bank transfer and any 

costs charged for receipt of the payment shall be borne by the contractor.   

1.9 Contractual Conditions 

In drawing up his bid, the tenderer should bear in mind the provisions of the attached model service 

contract (Annex 4) as this will be the contract awarded to the successful tenderer. By submitting an 

offer, the tenderer accepts the conditions of this contract. 

Submission of a tender binds the Contractor during the entire performance of the contract. 

Once the European Union has accepted the tender, it shall become the property of the Union and 

the European Union shall treat it confidentially. 

The European Union shall not reimburse expenses incurred in preparing and submitting tenders. 

1.10 No obligation to Award the Contract 

The tendering procedure does not create any obligation for the European Union to award the 

contract. 

No compensation may be claimed by tenderers whose tender has not been accepted, including when 

the European Union decides not to award the contract. 

2. Structure of the offer and general information on how to submit the offer 
 
2.1. Documents to be submitted 
 



3 

 

1) Submission letter on headed notepaper, dated and signed by the tenderer 

2) Technical offer (including CVs and reference) 

3) Financial offer (use Quotation form in Annex 1) 

4) Tender Declaration form (use Annex 2) 

5) Financial Identification Form and the Legal Entity Form (use Annexes 3a and 3b), as necessary 

2.2. Points to be noted 
 

1) Offers shall be submitted as specified in the invitation to tender  

2) Offers can only be submitted in English or in one of the other official languages of the 

European Union.  

3) Tenderers shall carefully read and complete the tender declaration form (Annex 2 – 

Declaration of honour) 

4) The technical offer shall explain in sufficient detail but in a concise manner how the tenderer 

plans to implement the services, following the technical specifications under point 5.3 below.  

CVs (personal brief professional history) of key persons such as project manager, editor, 

designer and technical assistant should be added to the technical offer. The tenderer shall 

also add references of similar services which are still ongoing or were recently carried out. 

5) The financial offer shall be made on the attached price quotation form (Annex 1), must be 

expressed in EURO and should be inclusive of all fees and expenses (including the hosting of 

the web-domain) 

6) The financial offer should mention (bottom of the form) if the tenderer is registered as a 

designated service provider for tax exemption by the Ministry of Foreign Affairs of Japan  

7) When the whole service provision or part thereof would be sub-contracted it should be 

indicated in the technical offer, mentioning the part of the subcontracting in % of the entire 

service 

8) In order to comply with the financial rules of the European Union, tenderers are asked to 

complete the Financial Identification Form (BAF) and the Legal Entity Form (LEF) (Annex 3a 

and 3b) with all the necessary information. The financial identification form requires the 

stamp and the signature of your bank where the payment will be made; please check with 

your bank prior to the submission of your offer. In case you have submitted your forms to 

the Delegation of the European Union to Japan and served as a service provider in the past, 

please indicate so in your technical offer. In such case, and if there have been no changes to 

the information provided in the last 2 years, there is no need to re-submit the forms. Please 

note that both forms are active PDF files which, after completion must be printed and which 

cannot be saved 

9) None of the forms to be filled in by the tenderer can be altered in any way 

10) Submission of a tender implies that the tenderer: 
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 accepts all the terms and conditions governing the model service contract attached in 
Annex 4  

 waives its own terms and conditions 

11) Period of validity of the tender: 3 months from the deadline for the submission of tenders 

3. Award criteria and non-compliance of tenders 

3.1 Exclusion criteria 

Candidates or tenderers shall be excluded from participation in a procurement procedure if they do 
not comply with the specifications in the tender declaration form (Annex 2) 

3.2 Award criteria and award of the contract 

Services will be awarded according to the qualitative award criteria below.  

The evaluation of quality will be based solely on the information provided by the tenderers in the 
technical offer 

The contract will be awarded to the most economically advantageous offer satisfying all the service 
requirements described in this document. 

The award will be calculated as follows: 

Award criterion Weighting  

 Price of the tender 50% 

Tender quality 50% 

Applied formula 

Score for tender X =  
Lowest price      . 

Price in tender X 
x  Weighting for the price (50%) 

+ total quality score for X 

   Highest quality score 
x  Weighting for quality (50%) 

 

Quality criteria scoring 

Quality criterion  the evaluation shall be based on the following Score 

Understanding of the 
tender 

The presentation of the overall management and 
resourcing of the assignment  

 / 30 

Publication Detailed plan for the organisation of all activities 
related to the timely publication, arrangement and 
proof-reading of content. 

 / 30  

Web-hosting and 
content upload 

Detailed and logical plan for related activities. 
Presentation of tenderer's technical capacities, 
provision of continuity of service. 

 / 20  

Promotion Approach and initiatives for online and off-line 
promotion of the EU MAG 

 / 20  

 Total number of points  / 100 
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To be taken into account for possible award of a contract, offers must at least reach a 50% score for 

each of the quality criteria and at least 60% of the total number of points. 

4. Other Information  

The contract shall enter into force as soon as both parties have dated and signed both copies of the 

service contract  

4.1 Invoicing 

There will be no advance payment. Subject to verification and acceptance of invoices, payment will 

be made in Euro within 30 days of the date of registration of the invoice by the Delegation; the 

payment period may be halted in case that the invoice is contested. The Delegation will make the 

payment by overseas remittance and the handling charge must be covered by the service provider.  

4.2 Annexes: 

1 Price quotation Form  

2 Tenderer's declaration form 

3 Financial Identification Form and the Legal Entity Form 

4 Model Contract  

 

5. Tender Specifications 

5.1 Background information 

For information only: Two contracts will be awarded for the EU MAG: one for the production 

of content and one for the publication of content of the magazine, and for the web-hosting, 

management and promotion of the magazine (subject of this tender). Both contractors will 

closely cooperate and for a good understanding of the present tender it is important to 

understand the specifications for the other contract, which covers drafting articles about the 

EU and its policies, including extensive research of sources (mainly in English). The articles are 

written in a reader-friendly style in the Japanese language with a view to enhance readers' 

understanding of and affinity to the EU.   The contractor providing the magazine content will 

also suggest suitable visual elements such as tables, graphics, charts, illustrations or images to 

be inserted in the article. This information shall be forwarded to the contractor in charge of 

the editing and upload of the content on the EU MAG website, who should assess these 

suggestions and will have final responsibility for ensuing that appropriate visual content is 

included as necessary to enhance the article. 
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5.2. Structure and specific features of the EU MAG  

The EU MAG contains the following recurrent sections: 

Section   Explanation Provided by  

Welcome Brief introduction of the issue Delegation 

Feature Story 

http://eumag.jp/feature/ 

 

In-depth article on EU issues.  An interview with 

an authoritative person may be included 

Consists In principle of two parts of approximately 

3,000 JP characters each 

Contractor 

Issues in Brief  

Behind the News 

http://eumag.jp/behind/ 

 

The Issues in Brief section explains EU policy; 

Behind the News provides background of "hot" 

topics. 

Approximately 3,000 JP characters 

These sections alternate issue by issue 

Contractor 

In the Spotlight 

http://eumag.jp/spotlight/ 

 

Articles on "softer" topics, such as European 

culture, Europeans living in Japan and European 

businesses in Japan  

Approximately 3,000 JP characters 

Contractor 

Q&A 

http://eumag.jp/question/ 

 

Explains complicated or frequently 

misunderstood EU-related matters  

Approximately 3,000 JP characters 

Contractor 

Upcoming Events  

http://eumag.jp/events/  

List of upcoming events Delegation 

EU News  

http://eumag.jp/news/  

List of press releases or news articles  Delegation 

 

The EU MAG (http://eumag.jp) is published monthly 10 times a year with a weekly content 

update, except for the summer and year-end/new year periods.  The EU MAG contains a mix of 

articles on the EU's policies, its activities and its institutions, on EU-Japan relations, and on its 

peoples and cultures.   

The EU MAG has different sections under which a wide variety of topics is covered.  

Specific features of the EU MAG 

a) The EU MAG content is visible at a glance from the main page of the EU MAG website, 

enabling readers to access content and start reading with a single click.  

b) The title, lead text and visual image of the most recent article  appears on the top page; 

the three most recent articles and news items  appear automatically on a prominent place 

on the side bar in almost all other pages of the Delegation's official website 

http://www.euinjapan.jp/ .  This is done automatically by the system created by the 

http://eumag.jp/feature/
http://eumag.jp/behind/
http://eumag.jp/spotlight/
http://eumag.jp/question/
http://eumag.jp/events/
http://eumag.jp/news/
http://eumag.jp/
http://www.euinjapan.jp/
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contractor of the Delegation's official website. The new contractor should be able to take 

this over as is  

c) Back numbers of the former print "europe" magazine are archived and links to related 
articles in those archives should be added when an article covering the same topic 
appears in a new issue of the EU MAG  

d) The magazine should be readable both by issue and by section. 

e) Articles should be searchable through easy search function by keywords, dates and topics.   

f) Articles should link to the Delegation's official website and to other EU-related websites 
wherever possible; links to the Delegation's website should appear in a highly visible place 
on every page  

g) The site shall incorporate pdf documents or other printer-friendly formats for every article 

h) Social Networking Services' (Twitter, Facebook, etc) sharing functions should be provided 

i) A weekly e-mail alert function will inform the readership whenever new content is 
available. 

j) The magazine shall be available in a format that is well readable on the most frequently 
used mobile phones and tablet devices in Japan.  

k) Embedding video clips should be foreseen 

5.3 Tasks to be carried out 

Taking account of the structure and specific features of the EU MAG the contractor shall be 

responsible for the entire cycle of the following tasks: 

5.3.1 Publication  

a) Proof-reading and formatting of articles: Articles shall be professionally proofread and edited by 

the contractor according to the EU MAG style (refer to the EU MAG site http://eumag.jp) and 

under the EU Delegation's guidance.  

b) Audio-visual content - search and purchase:  The contractor producing content will suggest 

visual material. Where desirable to make the content more attractive for publication, 

supplementary photos should be searched and purchased as required. The main non-

commercial source would be the audio-visual library of the European Union on the Europa 

Server (http://ec.europa.eu/avservices). Other visuals (tables, graphs, charts, illustrations) may 

need to be added when deemed necessary by the contractor. 

c) Choice of titles and subtitles of articles:  Provision of photo captions and English titles of articles 

should also be included. 

d) Attractive page layout and design: every screen of the EU MAG should be visually attractive. 

Tenderers are encouraged to refer to the current EU MAG site.  

http://eumag.jp/
http://ec.europa.eu/avservices
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e) Formatting and finalisation of articles to conform with the current structure of the EU MAG: 

Tasks include creating a title banner for each new article and adding its summary and eye-

catcher for the top page and the list pages.  

f) Editorial assistance: Provision of editorial assistance in uploading information, photo insertion, 

title insertion, etc.  in connection with items for sections other than Feature Story, Issues in Brief, 

Behind the News, In the Spotlight and Q&A is to be envisaged. 

g) Monthly production and dispatch of a print-ready A-4 size digest (see http://eumag.jp/eumag-

pdflist/ for reference) consisting of a table of contents and a brief explanation of the main 

articles: this A-4 size digest will be used i.a. by the Delegation, public libraries, EU information 

centres and EU Associations.  The digest should be downloadable from the top page of the 

website. 

5.3.2 Web-hosting, content upload and management 

a) The contractor shall take over the existing EU MAG site from the previous contractor and will 

ensure web-hosting, including the use of the existing domain-name. The domain-name is the 

property of the Delegation.  

The contractor should guarantee the following minimum technical server specifications: 

 Dual-core CPU or better 

 Memory capacity of 4 GB or higher 

 Hard disk of 100 GB in RAID 1 configuration (= mirroring) or higher 

 Network speed 100 Mbps best effort or faster 
 

For reference, as of October 2014 the current EU MAG used web space is 414.47 MB (18,152 
files and 681 folders) and the database is 159.5 MiB  

The current EU MAG website is using a customised version of Wordpress 3.2 

b) Monthly publication of an issue by the middle of the month with the understanding that content 

should be edited and uploaded in instalments during the month with a frequency of not less 

than once a week 

c) Monthly update of key figures (unemployment, Euro-Yen exchange rate, Industrial Production) 

in the EU Facts corner (refer to the EU MAG site) 

d) CMS maintenance: note that the existing customised CMS of the EU MAG shall be maintained by 

the contractor 

e)  Timely and constant adjustments of any part of the website when judged necessary by the 

contractor or the Delegation 

f) Incorporating print-ready generic format for each article (preferably PDF) 

http://eumag.jp/eumag-pdflist/
http://eumag.jp/eumag-pdflist/
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g) Insertion of links to past articles or relevant EU-related websites wherever appropriate in the 

article 

h) Conversion of articles for mobile phone and tablet users (taking into account the most 

frequently used providers in Japan) 

i) Embedding video clips when needed/asked for by the Delegation 

j) Ensuring the smooth running of the website and making every reasonable effort to avoid and 

prevent downtime as much as possible.  Setting-up a system whereby the recovery time could 

be minimised in an exceptional case of a server failure. Any failure is to be reported to the 

Delegation (preferably by e-mail) without delay.  Liaising closely with the contractor of the 

Delegation's official website (http://www.euinjapan.jp ) wherever necessary regarding server 

issues. 

5.3.3 Promotion & performance monitoring 

Promotion and performance monitoring are closely related. Promotional activities shall take account 

of input from the performance monitoring. Promotion shall therefore not just be static but shall be 

dynamic. The contractor shall propose to the Delegation which actions are needed to further 

enhance the impact of the EU MAG on its existing public and to widen the reach of the magazine 

a) Announcement via the Delegation's Social Media (portal on http://www.euinjapan.jp /) to keep 

readers updated whenever a new article is uploaded.   

b) E-mail alert:  Readers can subscribe to an email alert to get a weekly notification about newly 

uploaded content. An easy-to-fill subscription form should gather readers' profile (age, 

occupation, living area, etc.)  

c) Submission to the EU Delegation of monthly statistics, such as the number of unique visitors, 

page views, hits and downloads 

d) Performance monitoring and improvement: The contractor, together with the Delegation, 

monitors the EU MAG performance on the basis of the monthly statistics and proposes where 

necessary how to improve the EU MAG performance and to steer the promotion of the 

magazine 

5.3.4 Overall management 

a) The contractor shall ensure effective and efficient management of the project using both 

Japanese (excellent proficiency) and English languages.  As necessary, the contractor shall be 

available for meetings with the Delegation at short notice. 

b) Work schedules shall be planned in close consultation with the EU Delegation taking into 

consideration the Delegation's forward planning and work priorities.  The contractor shall be 

responsible for a work schedule management so as to ensure timely updates of the EU MAG site. 

http://www.euinjapan.jp/
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c) At the end of the contract the contractor shall provide necessary assistance for transferring the 

whole contents of the EU MAG server to a new one indicated by the Delegation.   

5.4 Presentation of the Technical Offer 

The technical offer shall explain how the tenderer plans to implement the services, following the 

technical specifications under point 5.3 of this document. Tenderers shall describe in detail how they 

will: 

a) Organise the overall management of all individual tasks (e.g. allocation of staff to specific parts 

of the assignment, mention staff's language proficiency, technical capacities …). The tenderers 

shall attach CVs (personal brief professional history) of key persons such as project manager, 

editor, designer and technical assistant should be added to the technical offer 

b) Organise the activities related to the publication and all associated activities 

c) Ensure the web-hosting, content upload and management. Particular attention should go to the 

technical requirements (ref. 5.3.2) and the tenderer's capacities to deal with them 

d) Organise the promotion of the EU MAG, both online and off-line. Suggestions for specific actions 

are welcome in this respect 

e) The tenderer shall also add references (documented in print or with web-links) of similar 

services which are still ongoing or were recently carried out by them 

Ideally the technical offer shall allow the contracting authority (the Delegation) to correctly evaluate 

it and to judge whether the tenderer has understood the assignment. 
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