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Route de Vinon-sur-Verdon - CS 90 046 - 13067 St Paul Lez Durance Cedex - France

PRIOR INDICATIVE NOTICE (PIN)
OPEN TENDER SUMMARY
10/24/07T/10029664/FMR
FOR

CONCIERGERIE SERVICES TO THE ITER ORGANIZATION

List of annexes:
- Annex [ — Expression of Interest
- Annex II —Technical Specifications ref. AKK3YH v.1.0

Abstract

The purpose of this summary is to provide prior notification of the I0’s intention to launch a competitive
Open Tender process in the coming weeks. This summary provides some basic information about the ITER
Organisation, the technical scope for this tender, and details of the tender process for the Concierge Services
to be provided on the ITER Site.
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1 Introduction

This Prior Indicative Notice (PIN) is the first step of an Open Tender Procurement Process leading to the
award and execution of a Service Contract.

2  Background

The ITER project is an international research and development project jointly funded by its seven Members
being, the European Union (represented by EURATOM), Japan, and the People ’s Republic of China, India,
the Republic of Korea, the Russian Federation and the USA. ITER is being constructed in Europe at St. Paul—
Lez-Durance in southern France, which is also the location of the headquarters (HQ) of the ITER Organization
(I0).

For a complete description of the ITER Project, covering both organizational and technical aspects of the
Project, visit www.iter.org.

3 Scope of Services

The scope of the Services covered by the tender is the provision of Concierge services to ITER Staff but not
limited to:
I-. Miscellaneous daily life services through external service providers, such as:
- Pick up and drop off dry cleaning, shoe repair, tailoring, etc;
- Vehicle services, like repair and cleaning;
- Pick up or drop off rental cars and/or carpooling organization;
- Translation services.
II-. Post services, like franking of letters and parcels and taking them to the post office.

III-. Assistance to (mostly non-French speaking) beneficiaries for:
- Administrative formalities, such as visa application;
- Booking (para)medical appointments;
- Booking transportation and travel arrangements;
- Booking events/activities;
- Research for baby sitters, housemaid , gardening, etc;
- Various communications (plumber, electricity or internet providers etc.).

IV-. The sale of ITER commuter bus tickets, provided by ITER’s commuter bus contractor.
V- The sale of ITER goodies (T-shirts, sweaters, mugs, ...), provided by the ITER Organization.
VI- Provision of a mini shop: selection of items will be requested by or agreed with the ITER Organization

VII- Organize monthly seasonal events or sales within the lobby of Building 72 (e.g. chocolate
sales for Easter, or a type of gift at Christmas), locally sourced and with competitive pricing.

For the full scope of services, please see attached Technical Specifications ref. AKK3YH v.1.0
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4 Procurement Process & Objective

The objective is to award a Service Contract through a competitive bidding process.
The Procurement Procedure selected for this tender is called the Open Tender procedure.
The Open Tender procedure is comprised of the following four main steps:
»  Step 1- Prior Information Notice (PIN)
The Prior Information Notice is the first stage of the Open Tender process. The IO formally invites
interested Suppliers to indicate their interest in the competitive process by returning to the

Procurement officer in charge the attached “Expression of Interest and PIN Acknowledgement” by
the date indicated under the procurement timetable.

Special attention:

Interested tenderers are kindly requested to register in the 10 Ariba e-procurement tool
called “IPROC”. You can find all links to proceed along with instruction going
to: https://www.iter.org/fr/proc/overview.

When registering in Ariba (IPROC). suppliers are kindly requested to nominate at least one
contact person. This contact person will be receiving the notification of publication of the
Request for Proposal and will then be able to forward the tender documents to colleagues if
deemed necessary.

» Step 2 - Invitation to Tender

After 10 working days of the publication of the PIN, the Request for Proposals (RFP) will be
published on our digital tool “Iproc”. This stage allows interested bidders who have indicated their
interest to the Procurement Officer in charge AND who have registered in [IPROC to receive the
notification that the RFP is published. They will then prepare and submit their proposals in
accordance with the tender instructions detailed in the RFP.

Only companies registered in this tool will be invited to the tender.

» Step 3 — Tender Evaluation Process
Tenderers proposals will be evaluated by an impartial evaluation committee of the 10. Tenderers

must provide details demonstrating their technical compliance to perform the services in line with
the technical scope and in accordance with the particular criteria listed in the RFP.

» Step 4 — Contract Award

A Service contract will be awarded on the basis of Best Value For Money according to the evaluation criteria
and methodology described in the RFP.

Procurement Timetable

The tentative timetable is as follows:
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Milestone Date

Publication of the Prior Indicative Notice (PIN) 16 October 2024
Submission of expression of interest form 28 October 2024
Invitation to Tender (ITT) launched on iPROC 29 October 2024
Tender Submission 10 December 2024
Contract Award December 2025
Contract Signature January 2025

5 Quality Assurance Requirements
The Contractor shall have an ITER approved Quality Assurance (QA) Program or an ISO 9001 accredited
quality system.

6 Contract Duration and Execution

The ITER Organization shall award the Services Contract around December 2024. The contract duration shall
be for a firm period of 4 years and 2 options of 1 year each.

7 Experience

The working language of ITER is English, and a fluent professional level is required (spoken and written).

8 Candidature

Participation is open to all legal entities participating either individually or in a grouping/consortium. A legal
entity is an individual, company, or organization that has legal rights and obligations and is established
within an ITER Member State, being, the European Union (represented by EURATOM), Japan, and the
People’s Republic of China, India, the Republic of Korea, the Russian Federation and the USA.

Legal entities cannot participate individually or as a consortium partner in more than one application or
tender of the same contract. A consortium may be a permanent, legally established grouping, or a grouping
which has been constituted informally for a specific tender procedure. All members of a consortium (i.e. the
leader and all other members) are jointly and severally liable to the ITER Organization.

In order for a consortium to be acceptable, the individual legal entities included therein shall have nominated
a leader with authority to bind each member of the consortium, and this leader shall be authorised to incur
liabilities and receive instructions for and on behalf of each member of the consortium.

It is expected that the designated consortium leader will explain the composition of the consortium members
in its offer. Following this, the Candidate’s composition must not be modified without notifying the ITER
Organization of any changes. Evidence of any such authorisation shall be submitted to the 1O in due course
in the form of a power of attorney signed by legally authorised signatories of all the consortium members.

All consortium members shall be registered in IPROC.
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9 Sub-contracting Rules

Subcontracting is limited to 30 % of the contract value and up to level 2.

All sub-contractors who will be taken on by the Contractor shall be declared with the tender submission in
IPROC. Each sub-contractor will be required to complete and sign forms including technical and
administrative information which shall be submitted to the 10 by the tenderer as part of its tender.

All declared sub-contractors must be established within an ITER Member State in order to participate.

The 1O reserves the right to approve (or disapprove) any sub-contractor which was not notified in the tender
and request a copy of the sub-contracting agreement between the tenderer and its subcontractor(s). Rules on
sub-contracting are indicated in the RFP itself.



ANNEX |

EXPRESSION OF INTEREST & PIN ACKNOWLEDGEMENT

To be returned by e-mail to:Mukamanaaline.Nsengiyumva@iter.org copy: floriane.moynier@iter.org
and celine.dimento@iter.org

TENDER No. 10/24/0T/10029664/FMR

DESIGNATION of SERVICES: Service Contract for provision of conciergerie services to
the ITER Organization.

OFFICER IN CHARGE: Floriane Moynier/ Aline Nsengiyumva

L] WE ACKNOWLEDGE HAVING READ THE PIN NOTICE FOR THE ABOVE-
MENTIONED TENDER

L] WE INTEND TO SUBMIT A TENDER

Are you registered in iIPROC (only entities registered in iPROC will be invited to tender):
[] YES

[] NO, but we shall register before the tender launch

Signature:
COMPANY STAMP


mailto:Mukamanaaline.Nsengiyumva@iter.org
mailto:floriane.moynier@iter.org
mailto:floriane.moynier@iter.org
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AKK3YH

VERSION CREATED ON / VERSION / STATUS

04 Oct 2024/ 1.0 / Approved

EXTERNAL REFERENCE / VERSION

Technical Specifications (In-Cash Procurement)

Technical Specifications for Concierge Services
This documents details the technical specifications for the supply of Concierge Services
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1 Purpose
This document specifies the technical requirements related to the framework contract for the
Concierge services to be provided on the ITER Site.

The aim of offering this “conciergerie “service is to improve the ITER staff work-life balance
and help them and their spouses to save time by spending less effort managing their household
in France. The conciergerie service is also a resource to help newcomers while they adjust to
living in France and the language barrier.

2 Definitions and acronyms

The following acronyms and definitions are the main ones relevant to this document.

Abbreviations Descriptions

Beneficiary ITER staff, IPA, interim staff (and their spouses via
beneficiaries’ accounts)

Contractor Provider of the conciergerie services
IPA ITER Project Associate
Service provider Any third party providing services to the Beneficiaries through

the Contractor

3 Applicable documents

The Applicable documents contain additional requirements of the present Technical
Specifications and are listed below.

Document title ITER ref. Version
[1] Internal Regulations 27WDZW 3.1
[2] Housekeeping Instruction XJKR3R 1.3
[3] ITER Policy on Safety, Security and Environment 43UJN7 3.1
Protection Management
[4] ITER Site access Procedure S3893D 3.1
[5] Contractor safety management procedure Q2GBJF 1.4
[6] ITER Procurement Quality Requirements 22MFG4 5.1
[7] Public Holidays & Site Closure Dates - Year 2025 6TQRXM 1.0

These Technical Specifications takes precedence over the Applicable documents. In case of
conflicting information, the Contractor shall seek clarification from the ITER Organization.

It is the responsibility of the Contractor to identify and request for any document that would not
have been transmitted by the ITER Organization.

Upon notification of any revision of an Applicable document, the Contractor shall advise within
4 weeks of any impact on the execution of the contract. Without any response after this period,
no impact will be considered.
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4 Scope of Work

4.1 Work Description

The works consists of providing personal on-site and online services to ITER staff members and
their spouses. As a minimum, the following services shall be offered:

i.  Miscellaneous daily life services through external service providers, such as:
- Pick up and drop off dry cleaning, shoe repair, tailoring, etc;
- Vehicle services, like repair and cleaning;
- Pick up or drop off rental cars and/or carpooling organization;
- Translation services.
ii.  Post services, like franking of letters and parcels and taking them to the post office.
iii.  Assistance to (mostly non-French speaking) beneficiaries for:
- Administrative formalities, such as visa application;
- Booking (para)medical appointments;
- Booking transportation and travel arrangements;
- Booking events/activities;
- Research for baby sitters, housemaid , gardening, etc;
- Various communications (plumber, electricity or internet providers etc.).
iv.  The sale of ITER commuter bus tickets, provided by ITER’s commuter bus contractor.
v. The sale of ITER goodies (T-shirts, sweaters, mugs, ...), provided by the ITER
Organization.

vi.  Provision of a mini shop: selection of items will be requested by or agreed with the ITER
Organization (e.g. coffee capsules, post office envelops and boxes).

vii.  Organise monthly seasonal events or sales within the lobby of Building 72 (e.g. chocolate
sales for Easter, or a type of gift at Christmas), locally sourced and with competitive
pricing.

The proposed services shall be agreed with the ITER Organization in advance of the start of the

contract. Throughout the contract duration, additional services may be requested by the ITER

Organization or proposed by the Contractor, without impacting the service cost.

The income of the sale activities v above shall be deducted from the monthly invoice.
The income of the sale activities iv above shall be paid to the bus Contractor.

4.1.1 Service desk on the site

To provide the above services, the Contractor shall man a physical desk on the site at least 4.5
hours per day, five days per week (except on Public Holidays and Site Closure Days [7][7]). The
service desk employee shall split his/her time between two different office buildings, both
equipped with a counter in the lobby. He/she shall dispose of a vehicle to drive from one building
to the other, as well as to the post office and to service providers.

The current opening hours of the two service desks are as follows:
e Building 72 (ITER Headquarters):
o Monday: from 8:30 AM to 1 PM
0 Tuesday to Friday: from 8:30 AM to 9:30 AM and from 11:30 AM to 3 PM

e Building 81 (located at ~1 km from Building 72):
0 Tuesday and Friday: from 10 AM to 11 AM

The actual opening hours shall be agreed in advance with the ITER Organization.

The Contractor shall provide its own computer and use the existing furniture installed and
belonging to the 10 in the lobby consisting of one desk, one cupboard, one glass case, one land-
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line phone. The Contractor can personalize these areas with their own furniture and equipment
with the agreement of the ITER Organization.

Payment at the service desk shall be possible with credit cards and cheques, for any amount.

4.1.2 Backoffice support

The contractor shall propose an internal web-based portal, available for the beneficiaries to place
their requests. It shall include as a minimum:

All offered services and their specific costs;
Secure payment method;

Information on the follow-up of requests;
Onsite contact details and opening times.

4.1.3 General requirements
The Contractor shall manage the global offerings at the best quality/cost, interfacing with the
appropriate service providers for each service.

The Contractor is expected to select providers with a sustainable development an environmental
protection plan. He shall ensure the services offered to beneficiaries are of good quality, at a
reasonable market price and sustainable over the time.

The cost of the services charged by the service providers through the Contractor is at the charge
of the Beneficiaries.

The pickup and delivery of goods must be carried out exclusively on the ITER site.

The Contractor shall ensure continuity of activity, monitor the quality of service, including the
lead-time, and manage claims.

Before the start of the services, the Contractor shall provide an Implementation Plan, detailing
the organisation for the execution of the contract, from signature date. It shall include:

e The proposed organisation and team for the ramp-up phase of the contract, including a
detailed schedule (in Gantt format) of activities, training and deliverables;

e A description of how the Tenderer intends to fulfil the requirements for each of the
activities covered by the contract in terms of organisation, equipment, manpower, skills
etc,;

e The tasks and activities that will be subcontracted, if any, and the organisation put in
place to ensure their compliance with the requirements in terms of response times,
procedures and deliverables.

The Contractor shall report periodically on the use of the services.
The Contractor shall propose an annual planning of events and sales.

4.2 Beneficiaries

The ITER project is a global collaboration between 35 countries of the seven ITER Member
States: the European Union (represented by EURATOM), Japan, the People’s Republic of China,
India, the Republic of Korea, the Russian Federation and the USA.

The current distribution of ITER Organization staff between the ITER Member States is shown
below.
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The following categories of personnel shall have access to the Concierge services:

e ITER Organization employed staff;
e ITER Organization interim staff ;
e |ITER Project Associates (IPA).
These categories account for approximately 1500 persons in total.

It is to be noted that the ITER Organization has a teleworking policy, allowing their employees
to work up to two days per week offsite. Currently, the ITER Organization employees work on
average three to four days per week onsite.

The spouses of the above-mentioned personnel shall also be able to place orders or request
support through the internal web portal.

Persons not belonging to these categories shall only have access to the services iv to vii listed
above.

The service desk employee shall verify the eligibility of the requestor before providing the
services i to iii, by checking their badge:

e ITER Organization employed staff: yellow badge indicating ITER ORGANIZATION;
e |ITER Organization interim staff: red badge indicating INTERIM,;
e |ITER Project Associates (IPA): red badge indicating IPA.

4.3 Facilities and services provided by the ITER Organization

The ITER Organization shall:
e Organize the access on site to the Contractor’s staff;
e Give access to the Contractor’s staff common parking facilities on the site;
e Give access to the Contractor’s web portal for the beneficiaries through the ITER intranet;
e Provide furnished counters in the lobbies of Buildings 72 and 81,
e Provide for cleaning, waste collection, heating and maintenance of the conciergerie areas.

5 List of deliverables and due dates

The Contractor shall provide the ITER Organization with the documents and data required in the
application of this technical specification and any other requirement derived from the application
of the contract.

A minimum list of documents is listed below with associated due dates:

Ref.  Deliverable Spec. ref. Periodicty?! Due date?

! In addition to document updates, as and when necessary
2 T, = contract signature date
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Deliverable Spec. ref. Periodicty! Due date?
D01 | Implementation plan 4.1.3 NA 1 Month after Ty
D02 | Prevention plan 6.2 Annually 1 Month after T,

- The 10™ of the
D03 | Monthly activity report 7.1 Monthly following month
th

D04 Monthly Health & Safety 6.2 Monthly The 1p of the

report following month
D05 | Annual activity report 7.1 Annually 15-Feb 32;?”0\’\””9
D06 | Events planning 4.1.3 Annually 1 Month after Ty

6 Service conditions

6.1 Access to the Site
Access to the ITER Site is subject to entrance and exit control measures as defined in the ITER
Site Access Procedure [4].

Specific controls are applied to personnel entering the site. For security purpose, access might
be refused or withdrawn for any of the Contractor’s personnel.

6.2 Occupational health and safety
The Contractor shall respect the French Labour Code and apply the nine general safety principles
listed in article L4121-2 thereof.

The Contractor shall also comply with the Internal Regulations [1] and the Contractor safety
management procedure [5], as well as all proceedings arising therefrom (available upon request).

The Contractor shall ensure that the facilities allocated to him are kept clean and clear of rubbish
and shall apply the Housekeeping Instruction [2].

Before the start of the services, a prevention plan will be established jointly between the
Contractor and the ITER Organization, listing the safety risks and the risk mitigation measures.

The Contractor shall prepare monthly Health & Safety reports, respecting the ITER template.

6.3 Language

The working language of ITER is English. All the documentation and web interfaces must be
available in English. The Contractor’s personnel present on site or interacting with ITER staff
must have strong verbal and written communication skills in English and French.

6.4 Contractor’s personnel

The communication skills of the personnel present on site or interacting with ITER staff shall be
exemplary with internal customers and other service providers. The selected personnel shall be
customer-focused, identify opportunities that benefit the beneficiaries, and build and deliver
solutions that meet their expectations.

6.5 Confidentiality

The Contractor agrees to treat all areas related with performance of his task with strict
confidentiality. The Contractor shall be liable for its staff and for disclosure of the information
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and documents communicated to for fulfilment of the services to any other individuals than those
needing to have knowledge thereof. Any established breach of this principle of confidentiality
may result in immediate termination of the contract at the Contractor's expense.

7 Contract management requirements

7.1 Reporting
The Contractor shall submit a monthly activity report at the latest on the 15t day of the following
month, containing as a minimum the following information:

e statistics on the provided services and articles sold, per category;

e schedule of coming events;

o feedback received from users, if any.

After each Contract anniversary, the Contractor shall provide an annual report, summarising the
information of the monthly reports of the past year.

7.2 Meetings

After signature of the contract, a contract kick-off meeting is organised by the ITER Organization
in the ITER premises. At the meeting, the Contract shall present its implementation plan for the
services.

Quarterly follow-up meetings shall be held between the parties before the 151 day of the
following quarter, aiming to follow-up the performance of the Contractor and discuss any
technical or contractual issues that have arisen during the past month.

The Contractor shall present the content of the corresponding monthly reports.

7.3 Quality assurance

This contract is considered as a Quality Class 4.

The Contractor shall have an ITER approved Quality Assurance (QA) Program or an 1SO 9001
accredited quality system. The general requirements are detailed in ITER Procurement Quality
Requirements [6].
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