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1. INTRODUCTION
Instrument for Pre-Accession (IPA) is the financial instrument for all pre-accession activities in
eligible countries, including Turkey, funded by the European Commission (EC) for the period 20142020. Competitiveness and Innovation Sector Operational Programme (CISOP) is managed by
Ministry of Industry and Technology (MoIT) under IPA and all procurement activities under this
programme are implemented by procurement rules defined by the EC.
This guideline provides the principles and procedures for preparation of tender documents of EU
funded supply projects managed by MoIT and provides detailed explanation on the obligations of
the beneficiaries (ERAs) during the preparation stage of the supply projects. Supply projects cover
the purchase, leasing, rental or hire purchase (with or without option to buy) of products. The
guideline specifically focuses on the preparation of Technical Specifications (TS) and Market Survey
(MS) documents of the tender document preparation stage of the supply projects.
The procurement of the most economical and sustainable solution with the available budget and
realisation of an objective tendering phase along with the sound implementation of supply projects
is only possible though a well-defined and duly prepared documents before the tendering phase.
With this regard, it is paramount that ERAs prepare TS and MS documents objectively and in detail
according to most recent market conditions.
The procedures and standard documents to use for the preparation of TS and other annexes
concerning supply projects are set out in the EU “Procurements and Grants for European Union
External Actions” (PRAG). PRAG is updated regularly by EC and for the procurement procedures the
latest version of the PRAG must be used. PRAG and its annexes can be reached at the following
website: http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=C
Please also see the Glossary of the PRAG (Annex a1 of PRAG) for the definitions of the terms used
in this guideline.

2. PREPARATION S AT THE OIS STAGE
“Operation Identification Sheet” (OIS) is prepared by ERAs in the scope of Framework and Financial
Agreement signed between Turkey and the EC [Art. 18 – Rules on Procurement for Framework
Agreement; Article 2-Public Procurement for Financial Agreement]. With this regard, all service,
supply, works and grant agreements shall be awarded and implemented with the procedures and
standard documents laid down and published by the Commission for the implementation of external
actions.
During the OIS preparation stage a preliminary Market Survey (MS) is conducted to determine the
budget of the supply equipment list in line with the project targets. The finalised preliminary Market
Survey and supply equipment list with budget is submitted as an annex of the OIS document for
approval. After the approval of the OIS document, the MS is further developed and the technical
specification (TS) of the supply items is prepared and submitted in the tender dossier.
The equipment list of the approved OIS document is expected to comply with the MS that will be
submitted in tender dossier. Any equipment that is deemed necessary to be omitted from the OIS
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equipment list must be justified. Such modifications in the OIS equipment list is only possible with
the approval of OS and may cause a revision of the OIS and result in delays.
Therefore, preparation of a detailed, accurate and well justified MS at the OIS stage is crucial for a
fair tendering process and reliable implementation period of supply components.
At the OIS stage, following issues must be taken into consideration by ERAs in preparation of the
preliminary MSs, equipment list and budget estimations:


Choice of equipment must be in line with the goals of OIS:
The supply component must directly support the other components if any (such as services)
and achievement of the goals mentioned within the OIS.
The choice of equipment and quantities must be well-justified, realistic and consistent with the
operation. During the contract phase, after the provisional/final acceptance of these supplies,
verification visits are realised by OS and EC to observe whether the procured items are actively
used by ERA or not. To support the operational goals, most economical and efficient solutions
must be preferred.



Preliminary studies must be conducted:
These preliminary studies form the basis of Market Survey to be carried out at a later stage. If
such detailed studies are omitted or not realised properly at the beginning, the results obtained
from Market Survey, along with the price offers, will not be accurate or even overrun the
available supply budget in OIS, which may force ERAs to reduce some quantities or neglect some
items or cancellation of the tendering procedures.



The equipment that cannot be procured must not be added to the equipment list:
It is important to highlight that consumables and spare parts for the equipment cannot be
procured under the Operation and must be omitted from the equipment list to be prepared.
The following list of items can be considered as consumables/spare parts:
o Inks/cartridges for printers exceeding one full set for initial usage.
o Supplies/raw materials for operating the equipment for extended durations after
provisional acceptance. (For initial usage and testing purposes, a small batch of materials
may be requested)
o Licences more than 2 years for the perpetual licensed software
o Additional components or spare parts of the equipment outside the default
configuration which is needed for equipment to operate



The equipment must comply with the “Rule of Origin”:
All the supplies to be procured through contracting procedures within all EC external aid
contracts financed from the European Communities general budget must originate in a Member
State of the European Union or a country covered and/or authorised by the specific instrument
applicable to the Instrument for Pre-Accession Assistance (IPA) Programme. The list of eligible
countries can be found in Appendix 5.1 of this guide.
The country of origin is not necessarily the country from which the goods were shipped and
supplied. Two basic concepts are used to determine the origin of goods, namely the concept of
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“wholly obtained” products and the concept of products having undergone a "last substantial
transformation". In general, the criterion of last substantial transformation is expressed in three
ways:
o by a rule requiring a change of tariff (sub) heading in the HS nomenclature (i.e. the
Nomenclature governed by the Convention on the Harmonized Commodity Description
and Coding System);
o by a list of manufacturing or processing operations that do or do not confer on the goods
the origin of the country in which these operations were carried out;
o by a value-added rule, where the increase of value due to assembly operations and
incorporation of originating materials represents a specified level of the ex-works price
of the product
For example, a German brand automobile manufacturer has separate manufacturing lines in
Mexico for a specific model, whereas a Japanese brand has a manufacturing line in Turkey
where the final assembly of the vehicle is realised and receive its last substantial
transformation. Since the final manufactured location according to above criteria is considered
for determination of the origin, the Japanese model is eligible, whereas German model is
ineligible.
If in case of an inevitable inclusion of an ineligible product, the inclusion of the product must be
justified under a justification report and submitted for approval.
Ineligible items which can be easily procured by ERAs’ own budget or items which are included
under the operation solely for ERAs’ own usage rather than serving the needs of operation must
be excluded from the list of items to be procured.


The selected equipment must not address a single specific product:
According to PRAG 2.5.1 (version July, 2019), the widest possible opening-up to competition
must be ensured by OS. For fair and competitive tendering procedures there must be at least
three different brand/models selected by ERAs when realising MS so that there shall be no
barriers for tenderers to submit a bid for a specific LOT. Therefore, ERAs must effectively
identify the capabilities of comparable products within the market in order to avoid the
inclusion of single products.
If in case of an inevitable inclusion of a single product, the inclusion of the single product must
be justified under a justification report and submitted for approval.
If it is possible that such items can be purchased by ERAs own budget, then this option will be
evaluated first and a decision for approval of the justification is made accordingly.



Consistent price information must be collected for the determination of budget:
When determining the budget for the supply component within OIS, most accurate and marketoriented price information must be obtained with a “Preliminary Market Survey”, rather than
inconsistent estimations. The Market Survey and the equipment selected from a previously
realised supply project under a similar operation should not be used directly. All the
information must be verified and updated.
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Items must be grouped and formed into LOTs:
Although not realised during the OIS stage, equipment is generally grouped into LOTs before
the tendering stage. LOTs (packages/clusters) can be formed under the same tender to group
the related items into a package which can be considered as separate contracts and tendered
accordingly. The composition of items in a LOT must be similar. If there are multiple LOTs in a
tender, the tenderers may submit an offer for a single or multiple LOTs. Each LOT is considered
separately when evaluating the offers.
Therefore, ERAs shall take into consideration within their market survey the group of
equipment which can be provided by similar manufacturers. Such example will be to split
furniture and IT equipment into two separate LOTs rather than merging them under a single
LOT since the manufacturers and sectors for IT and furniture are different.



Environmental Factors must be taken into consideration:
The selection of the equipment for the supply projects must take into consideration the
environmentally safe solutions and availability of this approach is also evaluated prior to
approval of OIS documents. In general, all equipment to be procured must comply with the
state of the art concerning safe operation, energy saving and environmental safety, in line with
the generic policies or the practical measures in use within the EU.
Such examples are; selecting of vehicles with the most current EURO standards (i.e. EURO 6),
selecting equipment with most energy efficient solutions (i.e. A++ energy class for appliances),
selection of machinery having lower power consumptions (i.e. kW calculations with energy
efficiency of motors) and equipment producing least amount of waste.

3. PREPARATION OF MARKET SURVEY
3.1 General Information
The Market Survey study is carried out by ERAs before the tendering stage of a supply contract to
determine the brand/model of the appropriate equipment required for the operation along with
obtaining their technical details, country of origin and most importantly the unit price from vendors
and manufacturers.
The price and technical details obtained through the Market Survey may affect the type and quantity
of the equipment. However, preparation of the list of equipment to be procured entirely and solely
upon the feedbacks received from vendors or third parties is not a correct approach. ERAs should
appoint relevant experts for determination of the technical requirements and carry out a premarket analysis before obtaining price and other information regarding the items to be procured.
Market Survey should support the need analysis for the project so that realistic demands
considering the current market situation can be defined. While the technical specifications can be
modified, if necessary, with a corrigendum during tendering stage, the Market Survey is binding
and cannot be modified after the launch of a tender.
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The market survey must consider the following important points:
1. Unit prices must be given as EURO currency. Unit prices must exclude VAT or other
applicable taxes (such as special consumption tax for vehicles) since project is to be funded
by EC and that the Contractor of an awarded tender shall be entitled to use Tax Exemption
Certificate.
2. Determination of the minimum technical requirements according to the brand/models in
the market and exclusion of unnecessary features which may increase the cost of an item.
3. Determination of minimum three different brand/models of the equipment to be procured
which meets the requirements for fair competition. ERAs are expected to conduct market
research progressively and take advantage to the maximum extent practicable of
commercially available market research methods, to identify effectively the capabilities,
including the capabilities of prospective vendors and new entrants that are available in the
marketplace for meeting the requirements of ERAs Institution. Single manufacture solutions
are not accepted and barriers competition during the tendering stage.
4. Selecting the brand/models with eligible origin where applicable and obtaining country of
origin information for the selected brand/models.
5. Market survey must take also into consideration other services for the items to be procured.
Obtaining costs for delivery, installation, put into operation, user trainings and cost of
other auxiliary services and tools necessary for operating the equipment to be procured
must also be included under the unit price of each item.
6. Inclusion of warranty services for minimum of 1 or 2 years depending on the type of
equipment and as per rules and regulations of Turkey. Since the cost of warranty and aftersales services affect the unit price of the items and that in general only one year of warranty
is provided by foreign manufacturers, this issue must be taken into consideration by ERAs
for determining the unit prices accordingly.
For equipment which needs to be sold with minimum 2 years of warranty:
Supply projects have minimum 1 year of contractual warranty period starting from
provisional acceptance and upon expiry of this period with the final acceptance, additional
1 year of commercial warranty from the final acceptance is necessary (totalling minimum of
2 years of warranty after provisional acceptance)
7. Determination of whether special licences or privileges are required during the usage of the
items to be procured.
8. Determination of infrastructure needs and specific installation requirements which may
bring additional cost to the equipment to be procured. ERAs are responsible to meet the
infrastructural requirements of the equipment (civil works, mechanical, electrical) before
the deliveries and such costs must not be included in the unit prices.
If it is envisaged that any of the above requirements are not fulfilled, a justification report must be
prepared by ERAs to further clarify the issue. If the justification report is not accepted by OS and/or
EC, the subject item must be excluded from Market Survey and from the Operation.
Please refer to Appendix 5.2 of this guide for a sample justification report.
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3.2.

Obtaining Country of Origin information for th e items

When determining the brand/models during the Market Survey studies, ERAs must put priority on
selecting the eligible products according to their country of origin. ERA is solely responsible to verify
the origin of all the items listed under the Market Survey.
In order to have an accurate Market Survey with correct pricing and carry out the procurement
according to PRAG rules, the determination of origin for the selected brand/models is very
important. Otherwise, obtaining wrong information for the origin may even lead to cancellation of
tender or award of tender. This may even result in termination of the contract during the
implementation phase since the Contractor cannot provide a proof for country of origin. In addition,
combining the technical requirements drafted for a specific brand/model with a derogation from
rule of origin affects the fair tendering rules and barriers the competition.
Therefore, the following points must be taken into consideration when selecting brand/models and
obtaining country of origin information:
1. Instead of vendors, the country of origin information for the brand/models must be obtained
directly from manufacturer of the item. For the same brand/model, the manufacturing
conditions and therefore the country of origin information may change depending on the
product code or serial number, which must be taken into consideration by ERA when
requesting information from the manufacturers.
2. It is advisable to verify the correctness of origin information for all items prior to tender
announcement and to realise Market Survey with the most updated information available.
3. Upon realisation of all possible studies for determination of the origin for an item, if there
are still ambiguities or uncertainties for future procurement of the item with eligible sources,
it is recommended to remove this item from the Market Survey rather than requesting
derogation as a solution.
3.2.1 Ineligible items and Derogations
In case of an ineligible origin of a supply, derogation from the rule of origin could only be granted
by EC under exceptional circumstances. In such cases, the inclusion of the product must be justified
under a justification report and submitted for approval to the OS and EUD. If it is proved through
the justification report with supporting documents that there are no products in the market, which
is manufactured, created, assembled or built in the eligible countries, a derogation from rule of
origin may be granted.
Meanwhile, it must be avoided the previous tenders that includes derogation as evidence since
products in the market may vary day by day.
If the needs are defined in a way that excludes certain identified potential products or producers on
the relevant market from the scope of the project, this exclusion should be clearly justified and
explained by ERAs in the justification report. The market should be kept as open as possible, and

8

CHAPTER-II
products normally sold for similar project or users, or producers/traders normally competing on
these markets should not be excluded for technical or other reasons.
If non eligible items are needed in order to procure equipment which is paramount for the success
of the operation and/or required for efficient operation of other equipment, then upon receiving
approval of Delegation of the European Union to Turkey and the Contracting Authority, a derogation
can be granted.
During Market Survey study, ERAs may also be requested by EC and OS to change the brand/model
of the non-eligible products if alternate solutions are present in the market. Therefore, the
preparation of the justification report is very important to express the need of non-eligible items
which are again must be procured under fair tendering rules.
Please refer to Appendix 5.2 of this guide for a sample justification report.
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3.3.

Market Survey Template

The Market Survey and its related supporting documents are evaluated in detail by OS and EC after approval of the Operational Identification Sheet and
before the launch of the appropriate tender . In principle, the total budget of the market survey result must be within the supply component budget of
the operation defined under OIS.

Market survey data is entered using the below Excel Template (Table.1). In order to verify the calculations of ERAs and to check the formula used for
these calculations, an excel template is preferred. The Market Survey must clearly display the quantities, brand/models, unit prices and calculations for
these prices along with exchange rate conversions where necessary. A sample excel template is provided below and the digital version is shared with
ERAs by the OS.
Table.1 Market Survey Template
LOT-X (a)*
Lot /
Item No.

Description of
the Item

Original
Quantity

Brand names with models

Unit Prices (€)

(b)
1.1
1.2
1.3
1.4
1.X..

(c)

(d)

(e)

(f)

Average
Unit Price
(€)
(g)

TOTAL
AVERAGE
COST (€)
(h)

Country of Origin

Comments

Delivery
Period

(i)

(j)

(k)

TOTAL BUDGET FOR LOT-X (l)
(m)
* Each of the columns indicated by letters in parentheses are described in detail within the following section of this guide.
EXCHANGE RATES USED AS OF … (n)
EUR/TL

1 TRY = … EUR
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(a) LOT name and numbering: The title of the Market Survey sheet is the LOT’s name which will also
be used for other templates in the tender dossier and the contract. Therefore, the title of the LOT
must be selected according to the appropriate description considering the composition of the
equipment within. For example, a LOT consisting of computers, servers and printers can be named
as “IT Equipment”. If there are more than one LOT in the tender, the numbering of the LOTs shall
be sequential.
(b-c) Naming the equipment to be procured: Considering the naming and numbering the list of
equipment within the same LOT;
(b) column shall indicate the sequential numbering of the items under the same LOT which will be
used in tender dossier templates and the contract. For example, if the first item of “LOT-1 IT
Equipment” is designated as Desktop Computers, then the appropriate numbering would be “1.1”
and indicated under column (b). The column (c) shall be used for naming of the item according to
its type. According to the example, the item 1.1 shall be named as “Desktop Computer” and
indicated under column (c) and interpreted as follows:

1.1 Desktop Computer
Lot No. Item No.
(b)

Item Name
(c)

For composition of LOTs and determination of the list of equipment to be procured, the
“Preparation of the Equipment List” section of this guide can be referred for detailed description.
(d) Determination of the quantities: The required number of quantities for the item to be procured
is indicated under column (d). In order to make correct calculations when making multiplications
with quantities and price, it is recommended to use formulas in the excel sheet.
(e) Brand/model information: The exact brand/models of the selected equipment for the related
item are indicated under column (e). At least two brand/models with equivalent counterparts must
be found in the Market Survey but having three brand/models is recommended. The exact
brand/model description is required rather than broad definitions. For example, the indication “A
Model Inverter Air Conditioner” is wrong and must be corrected with the appropriate model number
such as “A Model XXXX Inverter Air Conditioner” where XXXX is the model number used by
manufacturer, since there may be lots of models under an inverter air conditioner for the same
manufacturer.
(f) Unit Price: For each of the brand/models indicated under column (e), the unit prices must be
calculated and inserted in column (f) respectively. All of the costs related with delivery,
installation-put-into operation and other auxiliary costs related with fully functioning of each
brand/model must also be included under the related unit prices. Following points must be taken
into consideration when calculating unit prices:



Unit prices must be given as EURO currency. Please refer to calculation of exchange rates
section of this guide.
Unit prices must exclude VAT or other applicable taxes (such as special consumption tax for
vehicles).
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The unit prices must be calculated based on DDP (Delivery Duty Paid) Incoterms 2010. DDP
places the maximum obligations on the Contractor. No risk or responsibility is transferred to
ERAs until delivery of the goods to its final location. Contractor is responsible for clearing the
goods through customs, including both paying the duties and taxes, and obtaining the
necessary authorizations and registrations from the authorities in that country. So, obtaining
proforma invoices by ERAs during market survey as DDP delivery is preferred. If other
delivery terms such as FOB, CIF…etc. are mentioned under the proforma invoice, all the
remaining costs needed for delivery of the item (including transportation insurance) to the
final delivery location must be added to the unit prices.
If the item is commercially available for a sale through internet or other sources where the
price information is listed for public view, the unit price information can be obtained.
However, other costs mentioned in the above clauses must also be calculated separately and
included within the unit price to be included in column (f). If the cost includes any tax, it
must be deducted from the unit price. For bulk quantities, proforma invoice from the
vendor/manufacturer is a must.
If training or special installation requirements are necessary, these should also be included
in the unit price.
If the duration of the warranty period is not enough to cover the requirements within the
legislations of Turkey, then additional warranty costs must be included in the unit price.

As a result, ERAs must ensure that all the applicable costs related with the relevant brand/model
are included under the unit prices column of the Market Survey.
*Acquisition of the appropriate costs of the items and their calculations are the key for a
successful Market Survey study. Therefore, determination of unit prices and costs are described
in detail under “Calculation of Costs and Obtaining Price Offers”.
(g) Average Unit Price: The average of the unit prices is calculated from the column (f)
(h) TOTAL AVERAGE COST: it can be found by multiplying the quantity under column (d) with
average unit price under column (g).
(i) Country of Origin information: The country of origin for the brand/models indicated under
column (e) are provided under column (i) taking into consideration the essentials and rules for
determination of origin mentioned under “Rule of Origin” section of this guide.
(j) Comments: Comments concerning the information provided within the previous columns can be
specified in detail if necessary. Such examples are:
 The item does not have minimum three different brand/models, or a derogation from rule
of origin is needed and the current market condition is explained briefly within the
comments section (but more detailed information must be provided by justification report)
 If the calculation of the unit price is complex, a detailed explanation for the calculation
method must be provided.
 Specific installation and delivery requirements, if needed.
(k) Delivery Period: The maximum delivery period for each item must be specified. If proforma
invoices has delivery information such as 4-6 weeks, 6 weeks must be taken into consideration.
12
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(l) Total Budget for LOT-X: By adding the “Total Average Cost” of each item under column (h), the
total cost of the LOT is found and indicated within cell (m).
(n) Calculation of Exchange Rates: The currency to be used in Market Survey must be in Euros. If
the price information obtained during the Market Survey studies indicate different currencies, then
this amount must be converted to Euro and reflected within the related column under the Market
Survey template.
The rates used by European Commission for the exchange rate conversions must be followed which
are indicated under “Inforeuro” webpage:
https://ec.europa.eu/budget/graphs/inforeuro.html

This page shows monthly rates and has related conversion tools to be used in EU funded projects.
The “Year” and “Month” fields must be filled according to the date of obtaining the price
information with its amount indicated under the “Amount” field. “From” and “To” fields are used
to indicate the type of currency for the conversions.
It is important to keep Market Survey and total budget updated with exchange rate fluctuations
before the tendering phase.
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A sample Market Survey filled according to the methods described in this section is provided in Table.2.
Notes regarding the table:
1. Brands are indicated as A/B/C at column (c), whereas the models are given random numbers following the letters at columns (e).
2. Since Item 1.2 laser printers require derogation from rule of origin, a separate justification report is needed for the purpose of procurement. This
report must indicate the reason behind this requirement along with detailed Market Survey analysis displaying that there are no eligible laser
printers in the market. The row for the item which requires derogation from rule of origin is highlighted in yellow.
3. The exchange rates are used as of 20.10.2019 updated before tender publication.
4. The comments regarding unit costs and country of origin of the items are provided under column (j).
5. Delivery period obtained from vendors/proforma invoices are provided under column (k).
Table.2 A sample Market Survey
LOT-1: IT EQUIPMENT (a)
Lot /
Item
No.

Description of
the Item

Original
Quantity

Brand names with models

Unit Prices (€)

Average
Unit
Price (€)

TOTAL
AVERAGE
COST (€)

Country of Origin

(b)

(c)

(d)

(e)

(f)

(g)

(h)

(i)

C-i5901

775 800 1100

891.66

17,833.22

GERMANY

POLAND

CZECH
REP.

C-X01

120 103

107.33

536.66

CHINA

TAIWAN

JAPAN

1.1

Desktop
Computer

20

A-5060

1.2

Laser Printer

5

A-DP40 B-G100

B-4020 i5

TOTAL BUDGET FOR LOT-1 (l)

99

Comments

Delivery
Period

(j)
(k)
Windows, Anti-Virus
software (for 2 years)
6 WEEKS
licenses and subscription
are included in the unit
price.
Derogation
from rule of
origin is requested since
4 WEEKS
no eligible products are
found in the market.

18,369.86
EUR

EXCHANGE RATES USED AS OF 20.10.2019 (n)
EUR/TL

1 TRY = 0.16156 EUR
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The below sections explain the details and methods regarding the preparation of the Market Survey
and the template.
3.4.

Detailed Calculation of Costs

The total cost of ownership for each of the equipment must be included in the calculations rather
than only acquisition cost. Total cost of acquisition refers to the procurement cost of an item which
is also known as the price, whereas the total cost of ownership includes both the procurement cost
and also all of the related costs for ownership of the equipment. Related costs may be: delivery,
installation, put-into operation, commissioning and training etc.
When obtaining price offers or proforma invoices from manufacturers or distributors, these costs
are sometimes neglected and only the unit price information is provided. Especially for the delivery
costs, the final delivery location and DDP terms must be considered. In addition, all of the costs
such as installation, put-into operation, commissioning and training of the equipment must be
indicated in the price offers obtained. Therefore, ERAs must verify the presence all of these cost in
the price offers and if necessary request the price offer or proforma invoice to be submitted by third
parties again with the inclusion of these costs.
The total cost of ownership can also include the initial consumable or raw material cost of the items
which are also needed for proper inspection and testing of the items. However, the long-term
consumable costs cannot be included in the budget calculation and for the projects funded by EU,
prospective number of consumables cannot be purchased except for the initial operation of the
equipment.
3.4.1. Calculation of costs by obtaining price information from different sources :
The most accurate and up-to-date information regarding the specifications and most importantly
the cost of an equipment can be obtained through a price offer and/or proforma invoice directly
from the manufacturer or distributor of the related equipment. However, in order to realise this
study and to obtain correct information, the following points must be taken note of:
a) Obtaining price offer via proforma invoice: The proforma invoice or price offers obtained
by ERAs must clearly indicate the brand/model of the equipment(s) for which the related
price offer was acquired, the most recent prices, quantities and other necessary information
for correct estimation of the budget under the Market Survey. Therefore, the following
information must be indicated in the proforma invoice:


The date of the offer: The date information must be present in any offer for the most
up-to-date price determination in the Market Survey and exchange rates.



Exact brand/model for the equipment for which the offer is obtained: The full title
of the brand/model must be clearly presented for each of the equipment subject to
the offer without any abbreviations or partial indication. Meanwhile, if the related
equipment has sub-components which are also required for fully functioning of the
equipment, then it is recommended to include the names of these parts in the offer.
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Technical brochures: The price information must be accompanied by technical
brochures of the equipment and there shall not be any inconsistencies or missing
information with the brand/model, item part or brochures obtained for the
equipment.



Indication of quantities and unit prices: For the items having more than 1(one) in
quantity must include unit prices. If the offer is for multiple items, unit price and
quantity for each item must also be present instead of a lump sum pricing.



Inclusion of all relevant costs to the prices of items: The inclusion of the services
such as delivery, installation, put-into operation, training and warranty services.



Delivery duration: In order to determine implementation period of the supply
contract, the manufacturing and/or delivery period of the items must be specified in
the price offers.



Country of origin information: Manufacturers or their authorised distributors can
provide country of origin for the items specified in the proforma invoice where
applicable.

Wrong and correct examples of a proforma invoice prepared for desktop computers and
laser printers specified in the Market Survey are provided below:
Example 1:
Proforma Invoice with wrong/missing information

(Missing or wrong information are indicated with red numbers)
1. The date was not specified. Therefore, it is not possible to verify the up-todatedness of the proforma invoice.
2. The description indicates the type of equipment but not brand/model.
3. Instead of unit prices, a total price for 20 computers and 5 printers was
indicated.
16
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4. It is not clear whether the VAT is included in the total price or not. This
information cannot be found in the notes section as well.
5. The services (installation, training…etc.) and delivery duration were not
indicated in the notes section.
The corrected version of the same proforma invoice is provided below:

Note: If the prices include VAT or other taxes, such as “Special Consumption Tax” for the
vehicles, these taxes must be deducted from the unit price of the items and depicted into
the Market Survey without taxes, since EU funded projects are exempt from taxes.
* The Appendix 5.3 of this guide includes sample proforma invoice.
a) Obtaining price information from internet sources:
The price and technical information of the products which are “Commercially Off the ShelfCOTS” can be easily acquired directly from vendor’s site or from other intermediary internet
sources which are available for marketing the equipment via internet. If there are more than
one source for obtaining this information, especially the price, the task is further simplified.
However, the following points must be taken into consideration when acquiring this
information:




If possible, it is best to acquire price information from multiple sources for the items
which are sold through internet. Since these prices may vary according to each
vendor, an average price from these different sources can be reflected to Market
Survey for the most accurate determination of the unit price.
If price information is obtained from foreign sites or vendors, it should be underlined
that those prices do not include import costs, custom charges and freight to Turkey.
Therefore, these costs must also be reflected to the unit price of the items.
Meanwhile, exchange rates should also be complied.
17

CHAPTER-III




The price information must be checked for inclusion/exclusion of VAT or other taxes
(such as special consumption tax for cars). Such taxes must be deducted.
The price information obtained from internet may not include delivery, put-into
operation or training. Therefore, these costs must also be reflected under the unit
prices of the items.
Some internet sites provide wrong information regarding the technical specifications
of the items. Although price information can be obtained from such sites, the
original brochures and technical documents must be acquired directly from the
manufacturer’s or distributor’s web site.

b) Obtaining price information via e-mail:
Sometimes vendors prefer to provide price and technical information within an e-mail
correspondence. Such correspondences must also be kept for price evidence. However,
when making correspondences with vendors through e-mail, generally only the unit price of
the items is shared neglecting delivery, installation, training (if any) costs. As mentioned
within this guide, such details must also be reflected into the correspondence.
3.5. Filing System for Market Survey and Supporting Documents
After obtaining detailed price information for the brand/model of the items to be procured, these
information (brochures of the items, invoices, web sites, correspondences for price
information…etc.) has to be classified accordingly in an appropriate file system to support the excel
file of the Market Survey. These documents shall be stored digitally (scanned versions of the
hardcopy files are also needed) with the following file grouping for ease of access during evaluation
of the Market Survey documents:
1. Project name with EuropeAid
identification number (if possible)
2. Classification according to LOTs (if more
than one LOT in MS.)
3. Classification of each item as a separate
folder according to Market Survey item
list under the specified LOT. Open a file
under each item according to
brand/model which follows the item list.
4.5.6 Under each file created for items,
providing original brochure of the
brand/models along with the price
information source(which depends
on the method of acquisition(i.e.
proforma invoice, web site or
correspondence)
7. Following the same procedures for
other items and LOTs (if any).
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Upon examining the above file system, the price information for the three items are acquired as
following;




A proforma invoice was acquired for A-5060 (A-5060 Proforma Invoice.pdf).
A web site link was provided for B-4020 i5 specifying the unit price of the item (B-4020 i5
price detail link).
An outlook message format (.msg) was provided for C-i59001 which indicates the
correspondence made with the vendor. (C-i59001 price correspondence)

Along with the excel file for the Market Survey, all these supporting documents mentioned above
has to be properly sorted and submitted by ERAs to Contracting Authority in digital format (CD/DVDROM, websites or USB) for detailed evaluation.
3.6.

Preparation of Justification Report s

The Market Survey has to be realised to the maximum extent practicable of commercially available
market research methods effectively identifying the capabilities including the capabilities of
prospective vendors and new entrants, that are available in the marketplace for meeting the
requirements of ERAs Institution considering Article 19 of IPA regulation 1085/2006. This article
states that all supplies and materials purchased under a contract financed under this Regulation
must originate from in the Community or in one of the countries eligible for external aid.
Justification report must be prepared by ERAs which will be annexed to the Market Survey for each
of the following cases:
a) Items which do not have eligible manufacturers
b) Having a single eligible manufacturer for an item within a LOT
The justification report must reflect all the market conditions and reasoning for ERAs to select these
specific products. The justifications must be linked with the targets of the Operation. It should
clearly explain:
- why Operation targets could only be achieved through the purchase of these specific
product(s),
- how the functions of these items serve for the achievement of Operation targets.
Justification reports can still be rejected by OS and/or EUD forcing Market Survey to be revised.
Examples of justification reports are provided under Annex 5.2.

3.7 Confidentiality
Within the preparation stage of a supply tender, ERAs “must” take “guarded steps” in
communicating with potential suppliers, manufacturers or sales agents for obtaining price
information. Therefore, in order to get objective and most realistic price regarding the equipment,
the following information must not be shared by ERAs with the third parties:
The whole technical specifications document (the related part for the equipment to be obtained can
be partially shared if necessary)
a) OIS Document or any part of it
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b) Total available budget information related with the operation
c) Budget of the supply component
d) Information of the experts involved in preparation of the Market Survey and technical
specifications
e) Trade secrets or confidential information of the companies
f) Information concerning OS’ experts involved in the preparation of the supply tender (or
including them in an e-mail correspondence)
g) Information concerning experts to be involved in the evaluation committee or tendering
stage.
“Declaration of objectivity and confidentiality” and/or “Declaration of impartiality and
confidentiality” documents, as annexed under PRAG1 must be signed by all experts and related
personnel directly or indirectly involved in preparation of the documents concerning the supply
tender. “Declaration of objectivity and confidentiality” documents are signed during the OIS and
tender documents preparation stage, and “Declaration of impartiality and confidentiality”
documents are signed during the tender stage. The related declaration documents that must be
provided by ERA and exact collection dates will be shared by OS with the ERAs.
In addition, if a cooperation with a third-party company or expert(s) was initiated by ERAs during
these studies, the related documents must also be signed by these parties. Companies, natural or
legal persons who had signed these documents cannot participate or submit an offer for the tender.

4. PREPARATION OF TECHNICAL SPECIFICATIONS
4.1.

General Overview of Drafting Technical Sp ecifications

Detailed and unbiased technical specifications must be prepared by ERAs according to PRAG
template2 after completion of Market Survey studies. The technical requirements for the selected
equipment will be drafted item by item according to the brochures collected during the Market
Survey stage. The technical specifications of each item must be prepared in detail to match all the
brand/models’ capabilities identified by the Market Survey. In addition, the irrelevant requirements
could also be removed to create fair and unbiased technical specifications.
Preparation of technical specifications must follow the below logic in the following order of
importance:
a)
b)
c)
d)

Purpose and operational function of the item (for which tasks the item will be used)
Essential requirements for overall description of the item (general description)
Major functional capabilities (most critical performance values and features)
Minor functional capabilities (features which add value to the product and details to
eliminate inconsistent items to be offered)
e) Standards (if applicable, international standards and certifications of the item)
f) Issues concerning installation, start-up, training and maintenance of the item.
1

http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=A
(A3 - Declaration of objectivity and confidentiality & A4 - Declaration of impartiality and confidentiality)
2 http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=C
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Before drafting the technical specifications, ERAs shall also consider the issues mentioned below
and take necessary precautions:
 ERAs must have adequate information related with the technical criteria of the equipment.
Otherwise, irrelevant or inconsistent requirements could be included under the technical
specifications which can be interpreted differently by the tenderers.
 ERAs must have command over English and the related terminology of the equipment, since
the specifications must be prepared in English.
 Technical specifications must be considered as a “whole” and equipment which may affect
the operation of each other shall be selected appropriately.
 The technical specifications must be unbiased, shall not favour a specific product and does
not contain brand specific terminologies.
 Within the “General Requirements” section of the Annex II-III Technical Specifications, all of
the details or special issues concerning the delivery, installation, put-into operation and
trainings must be defined in order not to create any ambiguities for the tenderers.
 The minimum requirements and criteria listed under the technical specifications must meet
all of the items under the Market Survey.
 The technical specifications must be prepared according to the latest PRAG template.
(Details regarding the template is provided in the following section of this guide)
 The technical specifications must be clear enough to evaluate the offers of the tenderers
with either “YES” or “NO” and that for elimination of disputes, there shall not be any articles
which may be interpreted differently by parties.
By requesting unnecessary or complicated technical specifications for the items may result in
prolonged evaluation periods in order to justify all of the technical offer’s compliance with the
specifications. However, if the articles listed under the technical specifications of an item does not
suffice to provide all of the requirements, which can be abused by tenderers, the specifications must
be detailed further.
4.2.

Utilisation of PRAG Template for the Technical Specifications

When drafting the technical specifications, the most current PRAG Template “Technical
Specifications (Annex II) & Technical Offer (Annex III)” must be used. The name of the articles,
header & footer information and the content may vary according to PRAG template in force. The
most recent version of this template must be downloaded and used from the following link:
Link of the Template:
http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=C
The template (C4f. Technical Specifications (Annex II) & Technical Offer (Annex III).doc) can be
found and downloaded upon accessing the PRAG Annexes (Ch. 4: Supplies) section of the website
from the link given above.
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In addition, the tender dossiers for the previously launched and awarded supply contracts can be
downloaded from OS and EC websites which include the technical specifications prepared for these
supply contracts. These tender dossiers can also be used as a sample for the preparation of the
technical specifications. In order to access tender announcements and download tender dossiers
the following links can be used:
https://rekabetcisektorler.sanayi.gov.tr
https://webgate.ec.europa.eu/europeaid/onlineservices/index.cfm?do=publi.welcome&userlanguage=en
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Annex II-III Technical Specifications template can be found below.
The important points on this template are numbered and described in detail.
ANNEX II + III :

TECHNICAL SPECIFICATIONS + TECHNICAL OFFER

Contract title : Supply of <…>
Publication reference : <insert reference>

p 1 /…

Columns 1-2 should be completed by the Contracting Authority
Columns 3-4 should be completed by the tenderer
Column 5 is reserved for the evaluation committee
Annex III - the Contractor's technical offer
The tenderers are requested to complete the template on the next pages:
 Column 2 is completed by the Contracting Authority shows the required specifications (not to be modified by the tenderer),
 Column 3 is to be filled in by the tenderer and must detail what is offered (for example the words “compliant” or “yes” are not sufficient)
 Column 4 allows the tenderer to make comments on its proposed supply and to make eventual references to the documentation

The eventual documentation supplied should clearly indicate (highlight, mark) the models offered and the options included, if any, so that the evaluators
can see the exact configuration. Offers that do not permit to identify precisely the models and the specifications may be rejected by the evaluation
committee.
The offer must be clear enough to allow the evaluators to make an easy comparison between the requested specifications and the offered specifications.

July 2019
c4f_annexiitechspeciiitechoffer_en.doc
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<LOT NAME>
1.
2.
Item
Specifications Required
Number
1
<……………………………>
1.1
<……………………………>
1.1.1
<……………………………>

3.
Specifications Offered

4.
Notes, remarks,
ref to documentation

5.
Evaluation
Committee’s notes

The descriptions for the numbering and sections under the Annex II-III Technical Specifications:
The areas which can be modified are highlighted in yellow at the above table. The sections of the technical specifications table is as follows:
1. Item Number: This is the article and item numbering section of the technical specification where each item according to the LOTs and equipment
list are being numbered along with their articles. Lot/item numbers and name of the equipment must be identical with numbers and names of
the equipment in the MS.
2. Specifications Required: This column shall be prepared by ERAs to indicate the minimum technical requirements for each item and the tenderers
provide their responses according to the provided information under this column. An example is provided below regarding the technical
specifications and appropriate numbering: For a tender composed of two LOTs, the second LOT is dedicated to office furniture and named
accordingly. The “Office Table” is listed as the third item under LOT-2 and numbered as 2.3. The following table shows the appropriate numbering
and a part of technical specifications for item 2.3 Office Table.
LOT-2 Office Furniture
1.
2.
Item
Specifications Required
Number
2.3

2.3.1
2.3.2

3.
Specifications Offered

4.
Notes, remarks,
ref to documentation

5.
Evaluation
Committee’s
notes

OFFICE TABLE
Brand/Model
Country of Origin
Table length range: 140-160cm
Table height range: 72-80 cm
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3. Specifications Offered: The tenderers provided their responses and technical offers under the third column according to minimum requirements
set forth under the second column. This section also comprises Annex-III/Technical Offer of the tenderers which shall be used as an annex to the
contract. The tenderers must fill all of the corresponding responses to the technical requirements according to their offered brand/model’s
specifications. With this regard, a sample technical offer is prepared and provided below following the previous table:
LOT-2 Office Furniture
1.
2.
Item
Specifications Required
Number
2.3
OFFICE TABLE
Brand/Model
Country of Origin
2.3.1
Table length range: 140-160cm
2.3.2

Table height range: 72-75 cm

3.
Specifications Offered

4.
Notes, remarks,
ref to documentation

5.
Evaluation
Committee’s notes

Brand-A
Country-X
Table length: 145cm
Table height: 72cm

The height does take into
consideration the foot
guards of the table unit

*Brand/Model and Country of Origin rows mentioned in the above table are presented under each item for information purposes only which are
to be filled by tenderers under the third column: specifications offered.
4. Notes, remarks, ref to documentation: This column can be filled optionally by the tenderers according to support or clarify their technical offers
which were submitted according to minimum specifications indicated under the second column. For example, tenderers can provide referral
information to their supporting documents or indicate additional information specific to an article.
5. Evaluation Committee’s notes: This column can be filled optionally by the evaluation committee during the evaluation of the technical offers
submitted by the tenderers.
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4.3.

Preparation of the Content of the Technical Specifications

The technical specifications must be consistent with the Market Survey and prepared
according to PRAG template. The people commissioned to prepare the technical
specifications must have enough technical knowledge over the topics to be covered for
drafting the specifications along with a sound command over English language. However,
for general purpose and commercially available products which are used and known by
public such as furniture and basic office peripherals, specific technical knowledge may not
be required.
Even though having a broad technical knowledge, if the specifications are not prepared
objectively or according to techniques mentioned in this guide, unwanted items may be
offered by tenderers due to ambiguities in the specifications which may lead to failure in
the operational goals. Therefore, upon acknowledging the topics covered in the beginning
of this guide, the technical specifications must be prepared by taking into consideration the
following points and rules:
a) The technical specifications must be prepared objectively:
For drafting the common capabilities of the selected brand/models of an item, the
related minimum criteria must be defined according to the lowest capable
brand/model in the Market Survey for that specific item.
Example (a-1)- Technical requirements must meet all the selected
brand/models of an item: The engine power (hp) of the vehicles selected
during the Market Survey which meets the essential requirements of the
operation are given as 90, 98 and 103 hp respectively. So, the minimum
technical specifications to be defined must meet all of the brand/models
selected. Therefore, the specifications required for engine power can be
drafted as:
“Engine power: minimum 90 hp” or “Engine power range: 90-105 hp”.
b) Correct descriptions and threshold values must be used for numerical values:
Defining capabilities or common characteristics of an item are usually done with
using numerical values and minimum/maximum thresholds. The selected models in
the Market Survey must fall into these thresholds and related specification must be
reflected to the technical specifications with correct terminology.
Example (b-1)- Using Minimum and Maximum terms correctly:
If it is envisaged to procure a printer with a print capability of requirement
of minimum 30 pages, then the technical specifications can be drafted as:
“Print performance: minimum 30 pages per minute”, taking into
consideration that all the items’ performance in the market survey are equal
or above this value.
However, there are cases where lower values are better (such as accuracy,
response time, error margin…etc.) For such cases the technical specification
must be drafted as using “maximum” terminology. For a screen having a
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response time of 10ms, if the specification is drafted as “minimum 10ms”
then models having a response time of 10ms or above will be offered.
For cases where minimum and maximum terms could be interpreted
differently, the symbols “≤” or “≥” can also be used instead.
Example (b-2)- Using range values: For some technical requirements,
specific range has to be indicated. However, especially for the measurement
devices, indicating a specific range under the specifications could barrier the
other potential devices having more range. Below examples evaluate the
difference of using the term “or wider range”.
Desk height range: 72-75cm.
Range values given as acceptable heights (or manufacturing error margins)
of a furniture.
Measuring range: 0 – 90 oC or wider range
If the term “or wider range” was not used above, the specification restricts
the thermometers measuring range between 0 - 90 degrees only.
c) The terminology used in the technical specifications must be correct and
comprehensible:
Industrial machinery, vocational training instruments, laboratory devices and
similar equipment uses specific terminology for definitions of their relevant
specifications. Therefore, the terminology used in the technical specifications,
including its translation from Turkish to English where necessary, must be correct
and understandable by tenderers.
Improper usage or translation of a terminology may lead to misinterpretations of
the requirements by the tenderers. Therefore, the technical brochures of the
equipment obtained through Market Survey must be used and referred when
preparing these requirements. However, some equipment may use brand specific
terminology which should be avoided when drafting the technical specifications.
d) Proper definitions of the equipment type:
By using only numerical values, an equipment cannot be defined precisely at all
times. Even though the offered items may satisfy the numerical values, the type or
some specifications could be different than what was requested. In case of a
requirement for a panel van vehicle with side windows, if the specifications do not
have proper definition of the vehicle type, even though the numerical values may
meet the minimum requirements, windowless panel types can be offered by
tenderers. Or the seating capacity of the rear area is not defined, 2+1 or 5+1
solutions could be offered by tenderers, independently. However, by indicating the
below definitions to the beginning of an equipment’s technical specifications, these
ambiguities can be solved.
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Usage: The vehicle will be used for transporting technicians and carrying the
analysis and diagnostics devices for mobile intervention to broken-down vehicles
and/or utilising it as a mobile test vehicle for exhaust emission analysis. The
vehicle’s interior shall be modified by the Contractor as specified within articles
x.y – x.x
Type of vehicle: 2+1 Panel Van with side window, high roof, long chassis type (as
per article x.z for axle length and vehicle height)
e) Complete definition of the accessories or other auxiliary equipment specific for
the item: For the equipment to be working efficiently, specific configurations or
accessories may be required, and these should also be defined in detail under the
technical specifications. Particularly for custom manufactured equipment, detailed
definitions of the requirements taking into consideration the type and application
field, as mentioned in previous section, must be defined. In addition, the necessary
accessories required for fully functioning of the equipment must be listed and
defined.
f) Drawings:
Drawings can be added to supplement the technical specifications or clarify the
related specifications with further instructions. These can be added as articles or as
an Appendix to technical specifications. The drawings provided as sample below
indicate the height, width, length and similar dimensional definitions of furniture in
order to eliminate misinterpretations by the tenderers. These drawings also help to
evaluate for which the related definition a minimum requirement is requested.
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The following example provides the detailed trailer drawing of a truck for custom
manufacturing where areas such as P1, R1…etc. are defined separately under the
technical specifications (such as material composition, sheet thickness,
shutters...etc.)

In addition to drawings under the technical specifications, ERAs can provide layout
plans or architectural drawings of the delivery location to provide information to
tenders for dimensional limits of the equipment to be offered. This is especially
important for large equipment or machinery which also needs infrastructural
requirements along with appropriate layout planning for connection to mains
(electricity, water or gas). Tenderers may also be requested to provide a layout plan
in compliance with the plan within the tender dossier showing the layout of the
equipment to be offered.
g) Standards:
It is advisable to include the appropriate standards within the technical
requirements specific to the equipment such as CE, RoHS, ISO, TSE, DIN...etc.
The important point when including standards or similar requirements within the
technical specifications, the term “or equivalent” must be added at the end of the
article. Because the version of the standards may differ, or an item has different
compliant standards according to the manufactured country. In order to keep this
information up to date and create fair competition, the related term must be added
to the specifications.

4.4.

Case Study of a Sample Technical Specifications

Example 2:
This section provides a sample technical specification for an item along with the most
common mistakes realised during the preparation of these specifications. Below, the
technical specifications are provided for a laptop computer according to PRAG template
where the column 2 is the minimum requirements prepared by ERA before tender and
column 3 is the technical offer of the tenderer. The articles prepared wrong or had missing
information which could be interpreted differently by the tenderers are indicated as red.

29

1.
Item
No
1.1

2.
Specifications Required

1.1.1
1.1.2
1.1.3
1.1.4
1.1.5
1.1.6
1.1.7
1.1.8
1.1.9
1.1.10
1.1.11
1.1.12

1.1.13
1.1.14
1.1.15
1.1.16

1.1.17

LAPTOP
Brand/Model
Country of Origin
CPU: Intel i5 technology or better
Screen : min. 1366x768 pixels
Screen Display Type: LCD or LED
Memory: min 8 GB DDR 3 or better
Display card memory capacity: Min 1GB DDR3
or better
Ethernet
LAN
/
Network
adaptor:
10/100/1000 MBIT
Hard disk: Min 500 GB, minimum 7200 rpm,
SATA II or better
Keyboard: Turkish
Optical Drive: DVD+/-RW optical drive
Operating System and Software: Windows 10
64 BIT-TR/EN, Microsoft office 2016
Built in Wi-Fi (802.11b/g/n wireless LAN)
Integrated Audio & video units: Speaker,
microphone, and camera
Shall have min 3 USB ports and at least one of
them shall be a USB 3.0 port. Min 1 x HDMI
and/or VGA port and 1 x memory card reader
slot
Weight: 3 kg or less
Computer must be compliant with CE marking,
All software shall be licensed to End recipients
of assistance.
Any
hardware
(including
individual
components like CPUs and whole systems)
that is announced as end-of-line by the
manufacturer shall not be proposed by the
Contractor.

3.
Specifications Offered

Brand- XYZ
Country of Origin - AAA
CPU: i7
Screen : 1366 x 768 pixels
Screen Display Type: LCD or LED
Memory: 8 GB DDR 3
Display card memory capacity: Min 1GB DDR3
Ethernet LAN / Network adaptor: 10/100/1000
MBIT
Hard disk: Min 500 GB, minimum 7200 rpm,
SATA II or better
Keyboard: Turkish
Optical Drive: DVD+/-RW optical drive
Operating System and Software: Windows 10
64 BIT-TR/EN, Microsoft office 2016
Built in Wi-Fi (802.11b/g/n wireless LAN)
Integrated Audio & video units: Speaker,
microphone, and camera
Shall have 3 USB ports (1x 3.0 and 2x 2.0 USB
ports) 1 x HDMI port and 1 x memory card
reader slot
Weight: 2.5kg
Compliant with CE marking
All software shall be licensed to End recipients
of assistance.
Any hardware (including individual components
like CPUs and whole systems) that is announced
as end-of-line by the manufacturer is not
proposed

For the red articles above, the corrective measures needed for these articles along with the
detail description of the cause and required modifications are provided below:
Article 1.1: ‘Brand- XYZ’
The tenderer provided a brand information for the offered item as XYZ, but not a
model or version.
Article 1.1.1: ‘CPU: intel i5 technology or better’
Intel is a CPU brand. When drafting technical specifications under column two,
brand and brand specific terms cannot be used. For this case, the competitor of Intel
brand is “AMD”. Therefore, for each of the articles in technical specifications, if
there is a benchmarking value, a measuring unit or any other appropriate
classification, then these must be used instead without referring to a brand/model.
With this information, the technical specifications for article 1.1.1 must be revised
by taking into consideration all of the CPUs for the selected items in the Market
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Survey by indicating CPU speed, date of entry into market, cache and similar
specifications which matches all the selected brand/models for this item.
Article 1.1.3: Under article 1.1.3, it requests the screen of the laptop to be either LCD or
LED. However, the provided response is also “LCD or LED” (direct copy/paste from
the second column). Therefore, it is not possible to determine whether the offered
item has LCD or LED screen. Likewise, such ambiguities should be clarified during
the evaluation of the offers by requesting clarifications from the tenderers.
Article 1.1.4: ‘Memory: min 8 GB DDR 3 or better’
The article intended to require that the laptop shall have 8 GB installed memory.
Even though the technical specifications may seem clear, there are still ambiguities
where the tenderer took advantage of the following:


Item brochures include two different data for the memory. One is
“maximum supporting memory”, whereas the other one is “preinstalled or installed memory” Since the technical specifications does
not make any classification and indicates the requirement as
“memory” only, if the offered item’s maximum supporting memory
satisfies 8GB, the tenderers may still provide laptops with an installed
memory of less than 8GB by claiming that they had interpreted the
article as “supporting memory”.

Therefore, the related article must be revised so that the memory is to be
interpreted as “installed”.
Article 1.1.8: ‘Keyboard: Turkish’
This article explicitly specifies that the keyboard must be in Turkish language.
However, it does not provide any information regarding the layout such as “F” or
“Q” keyboard.
Article 1.1.9: ‘Optical Drive: Integrated DVD+/-RW optical drive’
Most of the current laptops are designed without an optical drive to save space. So
tenderers may provide solution with external drives. In order to clarify the issue,
the specification must state whether the drive can be accepted as integrated or an
external solution is also acceptable.
Article 1.1.10: ‘Operating System and Software: Windows 10 64 BIT-TR/EN, Microsoft
Office 2016’
For very specific and broadly known software such as Windows or Office, brand
names can be inserted in the technical specification (which is also same for Linux)
however, the term “or equivalent” must be added to the technical specifications.
Article 1.1.13: ‘Shall have min 3 USB ports and at least one of them shall be a USB 3.0
port.’
During the implementation, in order to meet the minimum required number of USB
ports, the Contractors may provide USB hubs to multiply the number of available
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ports, which is not a preferred solution. Therefore the term “interface” must be
added as a requirement for ports to be present over the chassis of laptop.
Articles 1.1.16 and 1.1.17: should be removed and included under the “General
Requirements” section of the Annex II-III Technical Specifications since these requirements
can affect multiple items within the LOT and are not directly related with the item itself.
Details on how to prepare the General Requirements section is provided in the next chapter
of this guide.

4.5.

Preparation of the General Requirements Section

Before drafting the specifications required, “General Requirements” section must be
prepared under Annex II-III Technical Specifications document. This section provides
information to tenderers regarding how to prepare technical offers as well any other issues
concerning the delivery, installation, commissioning, inspection and testing as well as
training of the items to be provided. These details should be taken into consideration by
the tenderers before submitting the offers and the relative cost of realisation of these
services must be added to the financial offer of the tenderers. The section may also
emphasize the important points and articles under Special or General Conditions of the
contract which should be well perceived by the tenderers.
 Although the General Requirements section is prepared by the Contracting Authority,
projects may have special requirements which should be checked for compliance by ERAs
and if necessary, the articles should be added or modified in this section.
The accurate and detailed preparation of this section is very important to clarify the
responsibilities of the parties as well as help to resolve any disputes or ambiguities which
may be faced during the implementation of the contract.
Suggestions on the content of General Requirements and common headings are provided
below:
4.5.1. Installation and Commissioning Requirements
This section defines the requirements necessary for the installation and putting into
operation of the equipment as well as any other necessary tools and services for
the fulfilment of these tasks. The responsibilities of the tenderer and important
points which should be taken into consideration specific for the tender are provided
as well. The equipment must be delivered with all material essential for immediate
and complete operation and along with the services required all of these details
should be taken into consideration by the tenderers before submitting the offers
and the relative cost of realisation of these services must be added to the financial
offer of the tenderers.
The tenderers may perceive supply contracts only as a delivery project of the
equipment satisfying the minimum requirements. However, with the inclusion of
these sections under the general requirements, the services and tools necessary for
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operating the equipment as a turn-key solution is ensured for efficient management
of the supply contract.
The following information may be presented under this section: The tenderers are
responsible for delivery, installation, put-into operation and training of the
equipment along with provision of all material essential for immediate and
complete operating (which includes parts, cables, or any other component which
was not explicitly mentioned under the technical specifications but necessary for
the operation of the equipment). They are also responsible from the tools, materials
and equipment required for in-house transport (such as forklift, trans pallet, crane
or additional manpower), assembling and installation.
4.5.2. Drawing Requirements
Depending on the complexity of the equipment a tender dossier may include
detailed layout plans indicating electrical and mechanical information prepared by
ERAs. Such drawings must be prepared in detail so that the main input
requirements of each machinery along with dimensions are provided as an
information to the tenderers. Tenderers can be requested to provide layouts of the
machineries within their offer according to the plan indicated in the tender dossier.
4.5.3. Training Requirements
In this section, if training is needed for the operation of the equipment to be
procured, related requirements have to be defined by ERAs. All of the costs
associated with the trainings are included in the tenderer’s offer. The concept of
the training, qualification of the trainers, number of participants, number of days or
hours as well as the language of the training must be clearly defined.
4.5.4. Maintenance Requirement s
In this section, the maintenance requirements, warranty services, availability of
spare parts by the manufacturers, response and troubleshoot times of Contractor
required within the warranty periods can be specified.

4.6.

Preparation of Articles under Spec ial Conditions of the Contract

The documents within the contract are prepared according to PRAG standards and
templates, which covers the following sections and annexes:
 Contract agreement
 Special Conditions
 General Conditions (Annex I)
 Technical Specifications (Annex II)
 Technical Proposal (Annex III)
 Budget breakdown (Annex IV)
 Specified forms and other relevant documents (Annex V)
 Tax and Customs Arrangements (Annex VI)
Special Conditions is the integral part of the tender dossier prepared by the Contracting
Authority which identifies the requirements set exclusively for each contract and its related
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annexes including technical specifications along with the modifications to the general
conditions. Special Conditions are prepared individually for each contract and are
supplementary to the General Conditions. The following articles are needed for
modification per Contract with the input of ERAs:
 Article-13: Programme of Implementation of Tasks: Following the
commencement of implementation period with an Administrative Order from
the Contracting Authority, the Contractor, unless otherwise specified, should
submit an implementation plan for the approval of the Contracting Authority and
ERAs in accordance with Article 13 of the Special Conditions.
 Article-14: Contractor’s Drawings: Under this article, the drawings, documents,
samples and/or models for the supplies to be delivered can be requested from
the Contractor. The time limit for approval of these drawings, documents,
samples and models can also be specified. In addition, the language of the
manuals and drawings requested can be indicated under Article 14.7 of Special
Conditions.
Samples can be subject to preliminary acceptance as per Article 25.2 and it can
be requested that only after the approval of the samples, the Contractor is
authorising for manufacturing and delivery.
The layout plan of the equipment to be installed can also be requested from the
Contractor under this article as well.
 Article-19: Period of Implementation of the Tasks: Related stages and durations
for the implementation period the contract are defined under Special Conditions
Article 19. All the required services such as delivery, installation, commissioning,
inspection and testing, training and provisional acceptance studies of the
contract must be finalised within the time limits specified under this article. This
article can be prepared together with the Contracting Authority.
It is important to note that the manufacture, delivery, installation and
commissioning of the supplies must be completed before the inspection and
testing of the supplies. Even though these services are completed within the
total time specified in Article 19 of Special Conditions, if specific deadlines are
required explicitly for each of the implementation stage (delivery, installation,
inspection and testing) the Contractor must oblige with these deadlines and if
delays occur during the implementation period by the default of the Contractor,
then Contracting Authority has right to impose penalties as per Article 21 of
General Conditions.
 Article-24: Quality of Supplies: In parallel with Article 14, preliminary technical
acceptance requirements for the samples requested can be modified within
Article 24.2
 Article-25: Inspection and Testing: Special requirements during inspection and
testing can be modified under this article. For example, under Article 25.2, the
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inspection and testing can be realised initially at the manufacturer’s site or at
such other places as may be specified in the Special Conditions for verification of
the progress of preparation, fabrication or manufacture.
 Article-32.6: Warranty Obligations: Commercial warranty period for items to be
procured will be determined and specified in this section.

5. APPENDIX
5.1 Eligible Country List for IPA-II
As mentioned within “A2a-Eligibility programmes 2014-2020” document of PRAG3 within
the article IPA II (CIR- Article 10), the following list of countries are found eligible in terms
of origin of manufacture and therefore satisfy the “Rule of Origin” which is required for
selection of appropriate equipment.


EU MEMBER STATES: Austria, Belgium, Bulgaria, Czech Republic, Croatia,
Cyprus, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Ireland,
Italy, Latvia, Lithuania, Luxembourg, Malta, Netherlands, Poland, Portugal,
Romania, Slovakia, Slovenia, Spain, Sweden, United Kingdom.



IPA II ERAs: Albania, Bosnia and Herzegovina, Kosovo*, Montenegro, Serbia,
Turkey, Republic of North Macedonia.



European Economic Area: (only non-EU MS are mentioned) Iceland,
Lichtenstein, Norway.

Please note that the list of eligible countries may be updated, therefore up to date control
of the countries are recommended.

3

http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=A
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5.2 Justification Report Templates
5.2.1 Justification for Single Eligible Products
Purpose of
the
contract

The purpose of this contract is the supply, delivery, unloading installation,
commissioning, maintenance, training and after-sales services of equipment
and machinery for ….

Background
information

The Operation Identification Sheet (OIS) of the subject Operation was approved
on …. and subsequently tender dossier has been prepared for official
submission.
Due to technical requirements and rule of origin eligibility requirement, some
items were presented as single products as …..

Max. Available Budget
[EUR]

….

Duration

…. months

Purpose of the
contract

The purpose of this contract is the supply, delivery, unloading installation,
commissioning, maintenance, training and after-sales services of equipment and
machinery for …

Background
information

The Operation Identification Sheet (OIS) of the subject Operation was approved
on … and subsequently tender dossier has been prepared for official submission.
Due to technical requirements and rule of origin eligibility requirement, some
items were presented as single products as ….

Action required
and deadline
(with explanation)

The information in this note has been provided by the End Recipient of
Assistance (ERA). The purpose of this note is to provide justifications for the
presence of single items in the Market Survey. The justifications based on the
requirements are detailed below for each item:
Item(s)… (no./name)..:
Due to the reasons explained above, only one option is available for the items
listed above and on behalf of the ERA, we present the above detailed
justifications for the purchase of these single items to your perusal.

Signature of
project manager

Signature

Date
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5.2.2. Justification for Derogation Requesting Rule Of Origin
Title of the contract:

Supply for “…”

Programme code / budget
line:

IPA budget item … of the General Budget of the EU and
National Contribution

Contractor/beneficiary

Ministry of Industry and Technology - DG for EU
and Foreign Affairs – Directorate of EU Financial
Programmes, (MoIT/ DoEUFP), Ankara / TURKEY

Identification number:

EuropeAid/…/IH/SUP/TR

Name
of
manager:

…

the

project

Max. Available
Budget [EUR]

….

Duration

…. months

Purpose of
the contract

The purpose of this contract is the supply, delivery, unloading installation,
commissioning, maintenance, training and after-sales services of equipment
and machinery for …

Background
information

The Operation Identification Sheet (OIS) of the subject Operation was
approved on … and subsequently tender dossier has been prepared for official
submission. …..

Action required and
deadline
(with explanation)

The information in this note has been provided by the End Recipient of
Assistance (ERA). On behalf of the ERA, we kindly request a derogation for
rule of origin on item(s) no. …. Justifications of derogation requests for each
item are provided below for your perusal:
ITEM … (no/name)…:
Due to the above mentioned reasons, derogation from rules on origin is
requested for the item …. of LOT-… to be supplied with the subject contracts,
on ground of unavailability of the products in the market.

Signature
of project
manager

Signature

Date
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5.3

Sample Proforma Invoice

A detailed proforma invoice composed of two pages of a telescopic crane required for an operation
is provided below (the characteristic details of the proforma invoice, name and price of the item
and other aspects are highlighted with black in this appendix due to confidentiality)
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Upon evaluation of the proforma invoice above, the following points are important which
are indicated with appropriate numbering:
1. The exact brand/model of the item along with its appropriate product
numbering/codes are provided in the offer (the characteristic details, name and price
of the item are highlighted with black in this appendix due to confidentiality)
2. The technical specifications, in Turkish, are also included in the offer. These
information can be utilised (without directly copying or referring to a single product)
to draft the technical specifications of the item.
3. The total price of the item is indicated as EURO along with the delivery conditions.
4. The delivery condition is indicated as CIP İskenderun province. However, ERAs is
located in a far distance and the transportation cost of the telescopic crane from
Iskenderun customs to the final location has to be included in the price offer and
Market Survey as well, since having a considerable cost, this issue cannot be neglected.
As mentioned previously in this guide, the price offers must include delivery,
transportation, installation, commissioning and if any, the training of the item(s) and
ERAs shall request price offering from the third parties accordingly. The unit price
column in the Market Survey must include all of these costs.
5. The estimated delivery date is mentioned in the offer. This is important to determine
the total implementation period of a supply contract which can help to modify the
related articles in the Special Conditions of the contract.
6. As specified in the offer, the training, installation and commissioning of the supplies
will be realised by the authorized dealer of the manufacturer in Turkey and included
in the price offer.
7. The country of origin information is indicated in the price offer which eliminates the
further need of investigation of this information from other sources, which could be
unreliable. (As mentioned in this guide, for proper preparation of a price offer, it is
highly advisable to request the country of origin information of the item(s) from the
manufacturers or distributors, which can be included in the offer as well.)
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