


Service contracts
From a project idea to a project implementation 



Introduction
Where we are and what we know?

Starting points:

o Introduction of the trainer and participants

o Lessons learnt so far 

o Practical experiences

o Interests

Round discussion



Some basics
Definition

Service contracts are:

Contracts concluded between the Contracting Authority and the service provider (Contractor / 
Consultant) for the provision of services such as:

o technical assistance

o preparation of studies, designs and technical specs.

o provision of trainings

o supervisory services

o (...) 



Some basics
Applicable legal framework

Procurement and implementation of SERVICE contracts for IPA projects is defined in PRAG: 

Procurement And Grants for European Union 
external actions – A Practical Guide

Edition 2018

... and implementing rules, agreements, templates of procurement documents



Some basics
Types of contracts

According to PRAG, service contracts can be:

Fee based 

o Fixed fee rates for each day worked by experts 

o Services are time-sheeted and paid based on real performance

o Incidental (side) costs are reimbursed 

Example: Technical assistance and supervisory services 



Some basics
Types of contracts

OR

Global price (lump-sum) 

o Total price (per output) is fixed

o Total price is paid when the output is delivered 

o No time-sheeting of working days utilized

o No reimbursement of incidental costs   

Example: Designs and studies



Some basics
Types of contracts

OR

Mixed model 

o Total price (per output) is fixed for some parts

o Other services are paid based on the contracted fixed fee rates 

o Incidental costs are reimbursed (where applicable)

Example: Preparation of training materials + provision of training



Some basics
Award procedures

Basic principle of award:

Competitive tendering

o To ensure that operations comply with the awarding principles

o To obtain the quality of services at the best possible price (best value for money)

o Via wide publication and fair and thorough procedure

‘Horizontal’ principles to be applied in all procedures



Some basics
Award procedures

For services > 300.000 EUR:

International restricted tender procedure 

o Wide publication and application

o Short-listing of candidates

o Invitation of short-listed candidates

o Submission of detailed offers

o Evaluation of offers 

For services < 300.000 (but > 20 000) EUR

Framework contract procedure

o Evaluation performed by the EC

o Framework contracts signed with possible 
providers

o Invitation of framework contractors for 
specific assignment

o Submission of specific offers and ‘fast track’ 
evaluation by the CA 



Some basics
Award procedures

Currently applicable framework contract:

Framework contract 'Services for the implementation of external aid 2018' (FWC SIEA 2018):

Basic features:

o ‘Fast track’ procurement (mobilisation) of services while respecting award principles

o 6 lots with multiple framework contracts – 40 (sub-)sectors with app. 50 FWCRs

o ‘Simple’ procedure for procurements up to 300.000 EUR

o Maximum duration of implementation period extended to up to 3 years

o No restrictions on the maximum number of working days of each expert



Some basics
Award procedures

For services < 300.000 (but > 20 000) EUR 

Also 

Competitive negotiated procedure

o Invitation of selected companies 

o Submission of specific offers

o Evaluation as in the (second phase of) 
restricted procedure

Negotiated procedure 

could be used in cases:

o Of an extension of a contract with similar 
services entrusted to same provider 

o Where no qualitatively and/or financially 
worthwhile tender has been received and 
the tender is canceled

o After termination of the contract

o With certain exclusive rights of providers



Some basics
Other essential points

Principles to be applied horizontally in all 
procedures:

o Transparency

o Proportionality

o Equal treatment 

o Non-discrimination

All to achieve sound financial management



Elaboration of tender
The context

Project preparation / management environment often includes:

o Lack of knowledge on the content and the procedures

o Pressure to produce as much with limited resources

o Usual delays in across processes

o Challenges in communication with stakeholders

o Multiple levels of controls and decision making

How to deal with it?



Elaboration of tender
The context

Approaches to be taken:

o Familiarising with the context

o Thinking two steps ahead 

o Combining sectoral knowledge and knowledge about procedures

o Keeping focus on important – legality and regularity aspects

o Optimising scope of work and controls – investing less to achieve more



Elaboration of tender
The context

Avoiding of errors requires:

o Using systematic and logical approach in preparation of documents

o Avoiding unnecessary replication of same information across documents (less is more)

o Using analytical skills in quality control

o Allocation of proper resources at the beginning of the process (‘at the source’)    

o Undertaking capacity building measures

o Continuous exchange of information between all actors 



Elaboration of tender
Defining key criteria

Project = a set of targets

Targets = inputs (services, supplies, works)

Inputs = procurements 

Procurement = set of different requirements and criteria

Meaning:

o Everything we define is a criterion with implications

o Basic principles have to be respected and controls performed at every step 



Elaboration of tender
Defining key criteria

Most important requirements are contained in:

Contract Notice

o Specification of scope and field of the contract 

o Selection and award criteria 

Terms of Reference

o Definition of scope

o Requirements for key and other experts



Elaboration of tender
Defining scope

ActivitiesOutputsResults

Purpose Results

OutputsActivitiesResources

Requirements

Expenses =



Elaboration of tender
Defining scope

Specific work means concrete activities that the Contractor is expected to 
perform

Activities should be:

o Clear and measurable

o Listed in chronological order 

o (if needed) divided into components / groups / phases

o Defined as minimum to be provided



Elaboration of tender
Defining scope

For easier planning and monitoring, list of activities should also include:

o List of outputs to be produced 

o Timeframe for implementation of particular activity / delivery of 
particular output

o (if applicable) Links to other activities within this or to be perfomed as 
part of other project / activity 

Result - clear basis for estimating necessary resources

- predictable environment for project 



Elaboration of tender
Defining scope

How to define activities?

o Description of status of implementation / development for activities that are a continuation

o Location(s) (or information on how and when location will be chosen), especially for 
dislocated activities   

o Minimum topics to be taught, number of participants, location, language and duration of 
trainings

o Indicative quantities must be presented if provision of additional facilities is required

o Minimum required form, format, language, number of copies and design requirements for 
studies / brochures 



Elaboration of tender
Defining key criteria

Requirements are about means / resources for implementation of activities:

o Key experts

o Non-key experts

o Supporting staff, services and facilities

o Incidental expenditure

= most important element of selection of Contractor

= important element for proper implementation 



Elaboration of tender
Key experts

A need to define:

o Number and roles of key experts

o Contribution in working days

o Profiles - minimum / preferred expertise
(FWC – in line with set global criteria)

* Global price without KEs – n.a. 

* FWC – compliance with global criteria

Hint

During preparation of the documents, 
reverse logic to be applied:

o Identifying profiles

o Identifying workload and requirements

o Deciding on the final team composition

(re-assessment against the available budget)



Elaboration of tender
Key experts

Any requirement should be:

o Clear

o Unambiguous

o Measurable (quantified) 

o Objectively verifiable based on Annex IV 
(expertise vs. knovledge)

Examples of ‘not to use’ expressions 

o Similar experience 

o Like in the field 

o Approximately 3 years of experience

o Good knowledge of

o Sufficient relevant expertise

o Or equivalent’ (if not specified)



Elaboration of tender
Key experts

How to write it?

o Not to be cumulative (more requirements in one requirement)

o Not to be too easy (everyone can comply) and too hard to fulfill (too 
restrictive) 

o To be proportionate to the scope of the contract

o Not to be discriminatory 

o Selection criteria cannot be re-used to define the key-experts' profiles



Elaboration of tender
Key experts

Issues to discuss / debate:

o Formal education and/or alternative requirements

o Under-graduate vs. post-graduate experience

o Language requirements

o Possesion of certificates / compliance with exact standards

o Geographical coverage of expertise



Elaboration of tender
Key experts

Final tips:

In defining profiles, not everything should be required at the phase of tendering

‘Ideal expert’ = selection of ‘average experts’ 

= unsuccessful procedure

Approaches to be applied by analogy to non-key experts



Elaboration of tender
Incidental expenditure

Items to foresee as reimbursable costs should:

o Logically steam from the activities

o Be presented as type and quantity of items of costs

o Not include items of cost to be provided by the Contractor, Beneficiary 
Institution (...)

o Not include financial estimates of particular items

Only maximum total amount allowed should be specified 



Elaboration of tender
Incidental expenditure

Examples of reimbursable costs: 

o Rent of premises (including audio and video equipment)

o Catering

o Printing of training materials 

o Visibility activities

o Costs of travel and daily allowances (per diems)

(…)



Elaboration of tender
Provisional budget

Purpose of Provisional Budget (PB):

To confirm that the all the costs (expenses) related to mobilization of resources 
(means) necessary for the implementation of project (activities) fit into maximum 
budget as per Action Description

Activities → resources / means → expenses = maximum budget 



Elaboration of tender
Provisional budget

Maximum budget of the contract cannot be higher than the maximum budget from 
the AD but can be lower

Therefore, PB should always be:

o Realistic (not artificially created to necessarily confirm previously planned 
allocation of the AD)

o A confirmation (just before the procurement) that the project can be 
implemented within planned budget 

o In line with sound financial management = best value for money principle



Elaboration of tender
Mixed model / global price contracts

Mixed model / global price contract is just about different way of calculation of PART / 
ALL of the means and related costs on the way to the same result 

o Why to choose such approach?

o What implications this has on preparation of documents?

Let’s think together:

Discussing examples and possible approaches



Elaboration of tender
Mixed model / global price contracts

In preparing documents:

o Global price – optional approaches to KEs

o Even more focus is put on defining outputs – quality matters more already now

o Timing and method of approval of outputs is more detailed 

o Resources (means) are not or are less specified

Mixed model / global price should not be used because this is easier to prepare 
(‘packing everything in one lump sum and that is it’ approach)



EU PROJECT PREPARATION FACILITY PROJECT

All documents, information, materials and pictures from this 
EU PPF training are available for download in the download section of our site

www.ppf.rs

http://www.ppf.rs/


Questions and assistance

Thank you for your attention!

www.ppf.rs

Juraj Ivanković

Trainer, EU PPF / PPF6/EuropeAid/135637/IH/SER/RS

+381 11 40 40 721

info@ppf.rs

http://www.ppf.rs/

