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1. BACKGROUND INFORMATION

1.1. Partner country
Republic of Serbia

1.2. [bookmark: _TOC_250028]Contracting Authority
The Contracting Authority is the Delegation of the European Union (EU Delegation) to  the Republic of Serbia, on behalf of and for the account of the government of Serbia.

1.3. [bookmark: _TOC_250027]Country background

The Republic of Serbia is located at the crossroads of Central and Southeast Europe and is the central part of the Balkans, spreading over an area of77,474km2. lts population is 7,498,000, with 1,576,000 living in Belgrade. Life expectancy at birth is 72, much lower than the EU average of 79.4.
The European Council granted Serbia the status of candidate country on 1 March 2012. The accession  negotiations  formally started  in January 2014, and, following progress in dialogue with
Kosovo l and in some areas of aquis, the first two chapters of negotiations were opened  in December 2015. By end of June 2018, 14 out of 35 chapters are opened and 2 of them arc provisionally closed. In April 2017 Presidential elections were held and PM Vucic won in the first round.
In its latest report on Serbia in April 2018, the European Commission evaluated mixes progress in the reporting period: some progress was made by the judicial system, but more effmis should be done on Rule of Law, fight against corruptiou and organised crime and freedom of expression. The Report also indicates that Serbia plays a positive role in regional cooperation. The report also recognises the in1portant progress in implementing economic reforn1s, in securing 111acroecono111ic and fiscal stability.
Serbian citizens have enjoyed visa free travel to the EU since December 2009. Serbia has received more than €3 billion in non-refundable grants over past 15 years, and can expect to receive €200111 annually over the next few years. The EU is Serbia's top partner  in the areas of investment,  trade and development loans. The EU is supporting Serbia's economic reforms and efforts to improve the business climate in order to attract new investment, foster job creation, and supp01i growth and development. European integration is an inclusive democratic process which will benefit Serbian citizens, improve access to justice, raise living standards and boost public services.

Relations between the EU and Serbia

Serbia is participating in the Stabilisation and Association Process. The  Stabilisation  and Association Agreement between the EU and Serbia (SAA) was signed in April 2008 and entered into force on I September 2013. Serbia has continued to build a satisfactory track record in implementing the obligations of the SAA and IA.
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)The regular political and economic dialogue between the EU and the country has c01:,1jnue.d. The first meeting of the Stabilisation and Association Council took place on October 21 ?,O}<), Serbia participates in the multilateral economic dialogue with the Conunission and the EU. fyf9frn       ta7e i5
//	/1 ·/«1L
I  This  designation   is  without  prejudice  to  positions  on  status,  and   is  in  line  with  UNSCR   1244  and  the  ICJ  Opkion  o /tJv :,K sovo
\.,,,./
Declaration  of Independence."
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to prepare the country for part1c1pation in multilateral surveillance and economic policy coordination under the EU's Economic and Monetary Union.

In September 20 I 3, the structures for the accession negotiations were established, including a coordinating body chaired by the prime minister, and Serbia's Chief Negotiator  was appointed.  The Serbian European Integration Office continued to effectively coordinate government activities relating to the EU integration process until the Ministry of European Integration was formed in 2017. In February 2013 the Government adopted a National Plan for the Adoption of the Acquis (NPAA) for the period 2013-2016. The third revised version of the National Programme for the Adoption of the Acquis Communautaire adopted on 1 March 2018.

Visa liberalisation for citizens of Serbia travelling to the Schengen area has been in force since December 2009. In the framework of the post-visa liberalisation monitoring mechanism, the Commission rei,>ularly assesses progress made by the country in the implementation of reforms introduced under the visa roadmap.

Financial assistance is provided through the Instrument for Pre-Accession Assistance (IPA). The next phase of EU assistance to Serbia is outlined in an Indicative Stratei,,y Paper, which sets out the priorities for EU financial  assistance for the period  2014 - 2020 to support  the country on its path to EU accession. It translates the political priorities, set out in the enlargement policy framework, into key areas where financial assistance is most useful to meet the accession criteria. Financial assistance under IPA II pursues the following four specific objectives: (a) suppmt for political reforms, (b) support for economic, social and territorial development, (c) strengthening the ability of the beneficiaries to fulfil the obligations stemming from Union membership by supporting progressive alignment with, implementation and adoption of, the Union acquis, and (d) strengthening regional integration and territorial cooperation. Fmthermore, the IPA II Regulation states that financial assistance shall mainly address five policy areas: a) reforms in preparation for EU membership and related institution- and capacity-building, b) socio-economic and regional development, c) employment, social policies, education, promotion of gender equality, and human resources development, d) agriculture and rural development, and e) regional and territorial cooperation.

The Framework agreement between the Republic of Serbia and the European Commission on the arrangements for implementation of Union financial assistance to the Republic of Serbia under the Instrument for Pre-Accession Assistance (IPA II) was sii,med on 23 December 2014, and endorsed by the Parliament on 30 December 2014.

The assistance follows a sector-based approach focusing on the following sectors: justice  and  home affairs; public administration reform; social development; private sector development; transport; the environment, climate change and energy; and agriculture and rural development. In addition, the country continues to benefit from various regional and horizontal programmes. Cross­ border cooperation is also used to promote capacity building and dialogue between the local and regional authorities of neighbouring countries, namely Bulgaria, Hungary, Romania, Bosnia and Herzegovina, Croatia and Montenegro.

Serbia participates in/has access to a number of EU programmes: Horizon 2020, Erasmus+, COSME, Creative Europe, Customs 2020 and Fisealis 2020, Europe for Citizens, EU Programme for Employment and Social Innovation (EaSI), Copernicus and LIFE Programmes, Health 2014- 2020. The European Investment Bank has also big investments and activities in Serbia.        /]
In  February  2018,  the  European  Commission   adopted  the  Western  Balkans   Strateg{',/which
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)reiterated the commitment of the European Commission for perspective of the West / ].)<1ns/' joining the European Union. It recalled that the basis of the accession process was 11191 ,a
recognised   that  Serbia   was  cmrently   a  front-runner  in  the  accession  process.  I '0l\/
Declaration made during the EU Western Balkans summit in May 2018, EU Memb<,Y State§.A°l .cf-­ unanimously  and  unequivocally  recalled  their  support  for the European  perspective  of the yif stlSrn

Balkans. Both documents call for leaders of Western Balkans partners to communicate  more clearly about the EU accession process to their citizens.

1.4. [bookmark: _TOC_250026]Current situation  in the sector
Generally, the Serbian public is supportive of EU membership. Opinion polls show that over the past years public support for EU integration has fluctuated around 50%. However, the deeper knowledge about the EU, its Member States, and their assistance to Serbia is very limited.
The EU Delegation (EUD) is very active in communicating with citizens in order to answer their concerns, questions, and explain lhe benefits of EU membership. EUD together with its contractors and pariners (Government, libraries, academia, and civil society) regularly inform the media and Serbian citizens. TV continues to be one of the key tools of communication to the public, and the younger generation  actively  uses  social media.
News reporting about the EU is quite high, but the accuracy and quality varies significantly. European integration issues are highly placed among topics of coverage, but this coverage is ofien dedicated to high-profile political topics and personalities - while the public seems to be more interested in human stories.
Communication with citizens has intensified since the opening of the EU Information  Centre (EUIC) in Belgrade in May 2011. It organised numerous campaigns, events and activities in the Centre and also intensified eonununication through the web and social media. Team Europe (TES) Serbia, created by EUD in 20 I 3 and supported by the EUIC, with its independent national experts, provided speakers at events tlu·oughout Serbia.
Going local and stepping up communication outside of Belgrade is one of the EUD communication stratq,,y goals. EU Information points (EU!Ps) in Novi Sad and Nis have operated in new premises from 2015 and 2016, respectively. The EU!Ps, acting as regional EU information hubs, have implemented activities in synergy with the EUIC and have provided  suppmi to EUD information and cmnmunication  activities  in the regions.
EUD cooperates with the National Library of Serbia, the Ministry of Culture and Information and the Ministry of European Integration to support a network of EU shelves  in regional  libraries (called EUTEKA) and a page on the Serbian Digital Library. EUTEKA libraries  provide information about EU related matters to visitors and some of them organise events.

1.5. [bookmark: _TOC_250025]Related programmes and other donor activities
The Govenunent's main institution systematically engaged in the promotion of the EU inteb>rntion is the Ministry of European Integration (MEI). It organises public awareness campaigns,  debates and other communication activities, produces popular publications. It has a dedicated web page (www.mei.gov.rs ).

The Government, the Parliament and local authorities do not operate info centres or points similar  to the EUIC and EUIPs.

Twenty four EU Member State embassies  and their  nine cultural  centres operate in Serbia. Some of their conununication actions and cultural events arc  done  in  cooperation  with EUD/EUIC/EU!Ps.

The Serbian civil society organise campaigns, trainings, roundtables, networking activitil"f on EU issues,  but these tend to be ad-hoc and often project-oriented. Think-tanks  and various  f/ul,,ations
also organize some EU related events. Some organisations are regional but ha/1/,f i's r.ong ., communication  role in Serbia, such as the Regional  Youth Cooperation  Office. In hfap J20   / 1%) European Movement _in Serbia has started implementing an EU communication !glaft/,a .;)J,g/ mostly at younger audiences.	//  (; 1 '!!.>.---·
(.	{://

Several Institutions, Services, bodies and agencies of the European Union have also directly outreach and communication activities in Serbia and/or regionally. This includes the European Investment Bank.

Several EU-funded projects I contracts managed in the EU Delegation lo Serbia have as prime objectives to support communicating the European Union to Serbian citizens and entities

Besides this, numerous EU-funded programmes and projects promote the benefits of European integration in Serbia or in the wider Western Balkans region, some of  whom  have dedicated offices, desks and/ or communication teams (e.g. Creative Europe, Tempus Foundation).

Actions deriving from this contract should be coordinated and seek synergies with activities by other European integration stakeholders in Serbia and in the Western Balkans.


2. [bookmark: _TOC_250024]OBJECTIVE,  PURPOSE & EXPECTED RESULTS

2.1. [bookmark: _TOC_250023]Overall objective
The overall objective of this contract is to provide technical assistance to the Delegation of the European Union in Serbia in its information, communication and media activities aimed at increasing public awareness and understanding of the European Union (EU),  its  values, functioning, institution, policies, prof,>rammes and assistance to Serbia and their impact on Serbian citizens an businesses, as well as of Serbia's accession process. Under the f,'1.lidance and supervision of the Contracting Authority, this contract will be the focal point for communication and information on the EU to the Serbian public.

2.2. [bookmark: _TOC_250022]Purpose
The purposes of this contract are as follows:
· assist, support and advise EUD in defining and successfully implementing its information and communication  strategy;

· increase visibility and public knowledge of the European Union (EU), its values, functioning, institution, policies, programmes and assistance to Serbia  and their impact  on Serbian citizens an  businesses ;

· raise public knowledge and understanding of Serbia's accession process and EUD activities;

· steer communication efforts of all European integration stakeholders in Serbia to improve coordination and increase impacts;

· efficiently manage the EU!C and EUIPs, provide easy access to EU infonnation for Serbian
citizens;

· communicate benefits and obligations of EU membership to target groups through 'Yell-tailored communication tools;	/  /-1
/_///i/
· e:1gage, support, empow_er EU related programmes, events m:d networks in l bi.({<*·J'_\:6 m Europe, EUTEKA, Medrn Club) and relevant Serbrnn and reg10nal stakeholders (111,u1qc1paht1es and local self-governments; think tanks; Civil Society Organisations and Npl-d6v€r11ine'ntal. .... Organisation)  to improve knowledge about the EU and EU visibility in Serbia1,nd  fost  rpublic
debate·,	c ...-

· organise and suppo1i ac!Iv1t1cs, events, trammg, visits for identified target groups to help improve understanding of and suppmi for the accession/negotiations process, EU policies and the functioning of EU institutions;

· Support Public Diplomacy of the European Delegation to Serbia


2.3. [bookmark: _TOC_250021]Results to be achieved by the Contractor
· achieve a higher level of visibility of the EU, EUD activities and EU assistance in Serbia through professional, efficient and targeted communication strategies;

· provide accurate, interesting info on EU accession, reforms, integration and their benefits;

· increase understanding of the EU and Serbia's EU integration among citizens and target groups;

· efficiently assist EUD in infonning national and local media to ensure increased and quality coverage of EU, EUD, EUIC/EU!Ps, and especially EU funded projects and success stories;

· organise effective, regular, well attended and media-covered campaigns and events;

· increase visits to and use of two modern bi-linf,'1131 websites (English and Serbian in both Latin and Cyrillic scripts) and social media;

· Promote the EUIC/EU!Ps as venues for cultural, political, economic etc. exchange, discussions,
events,  interactions  between experts, academics, journalists  and others;

· Establish and maintain a coordinated and impactful conmrnnication of relevant EU integration stakeholders in Serbia, in paiticular with other EU-funded projects, lo maximise overall impact of communication activities;

· Display the European Union as an interesting, modern and lively model.

3. [bookmark: _TOC_250020]ASSUMPTIONS & RISKS

3.1. [bookmark: _TOC_250019]Assumptions underlying the project
Assumptions underlying the project intervention arc:

· the EU integration and future membership  remains in the centre of media  and  public attention in Serbia;

· the Government continues to be strongly cmrunitted to Serbia's EU integration process;

· civil society organisations and the media continue stimulating discussions on EU related issues and the accession process.	/)
/ 111  I	\

3.2. [bookmark: _TOC_250018] (
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)Risks
Potential risks arc related to:

· setbacks in Serbia's accession negotiations;
· disinforn1ation cainpaigns
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· increase in scepticism about the EU and accession perspective;

· lack of interest in EU integration by the wider public;

· low interest of EU information multipliers, especially media;

· overlapping of activities of this project with similar activities of donors and Serbian Government structures;

· activities of anti-EU groups;

· rent-free premises for EUIC and EUIPs become  unavailable


4. SCOPE OF THE WORK

4.1. [bookmark: _TOC_250017]General
This project aims to increase the level of information and public suppmi for the EU in Serbia, EU policy objectives in Serbia, Serbia's accession process and EU assistance to Serbia.

4.1.l.  Project description
The key activities of this project are to:

· Design, planning and implementation of communication, information and media strategies. This should entail the development of political messaging strategies, outreach  strategies  and visibility campaigns;

· Financial and administrative management of the EU Infonnation  Centre (EUIC) in Belgrade  and of the EU Infonnation Points (EU!Ps) in Novi Sad and Nis;

· Support to and coordination of communication and visibility effmts of EU-funded and EU­ supported programmes and projects in Serbia;

· Outreach activities, public diplomacy and stakeholder engagement throughout Serbia, including through the financing and management or support of events, visits, debates, competition, press and media relations, capacity building of journalists, management of Team Europe network in Serbia and other networking activities and management of databases;

· Editing, production and dissemination of publications (printed and web-based), information products, promotional material and audio-visual material on all media. This includes the production of the editorial content and the update and technical maintenance of the EU Delegation website (www.europa.rs) and EUIC/EUIP website (www.euinfo.rs) and the implementation of social media activities (Youtube, Facebook, Twitter, hlstagram, etc.);

· Research and analysis, including media analysis, media monitoring and public opinion analysis;
·  (
;     
1
)Issue management, n·s k 111anagen1ent and cn.s.1s c0111nmm· cat·ton.	/   /1  ;1117 11
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4.1.2. Geographical area to be covered

tI /  I	/'   I
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Republic of Serbia
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(  ..

4.1.3. Target groups
· general public
· youth, high school and university students;
· national and  local media;
· opinion makers, public figures;
· governmental and local municipal institutions and organisations;

· civil society organisations;
· academic circles and think tanks;
· elderly and pensioners;
· 1ural communities and farmers;
· SMEs and business community.

4.2. [bookmark: _TOC_250016]Specific work
The Organisation and Methodology pati of the proposal should be of maximum 100 pages. The tasks to be carried out by the Contractor are split into the following activities: Inception phase, Takeover and Handover
The Contractor will be required from day one to implement the following ongoing activities, some of which, as indicated below, require:
to ensure a smooth running of the EUIC in Belgrade and two EU!Ps, in order to, in parallel with the existing project(s) and Contractor(s), ensure smooth takeover;

take over the maintenance and uploading of both EUD and EUIC websites and server management;

provide teclmical assistance and support services to EUD when necessaiy;

70% of non-key experts to be engaged within the first three weeks, and others in the first 2 months in a transparent selection procedure;

provide functional mailboxes, smart phones and business cards for all experts.

A start up meeting will take place on the first week of the contract signature with EUD and the existing projects/Contractor(s) to analyse the current situation and handover  modalities.  The current Contractor(s) and the new Contractor will be required to work hand in hand for the handover/takeover. However, it is absolutely essential that this is made efficiently and to high standard, without disrupting infonnation and communication services to the Serbian public.

During the inception phase, the Contractor will carry out the following activities:
 (
/a#]
) (
/firs
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)0 Initial Takeover: The current contractor will submit a detailed takeover/ip.le with all  relevant  infonnation  within  one  month  fron: the  commencement          0{1 the contract. The cmTent contractor should also provide mforma!ion as tofohd/ 811-, of:
premises, furniture and equipment and identify physical changes re i( p1
that may be displaced or unusable (broken) as well as account of a111111f// 1palto1y   
products. The current contractor will be responsible fully for all tho/elem91'f_:;o'f the handover,  from  physical  files of all information  materials,  visuals an .!lutlio-

visuals, in-design files labelled and dated with details of format and duration in 2 formats (one version open that permits introduction of change for reprint and redesign and second closed version), databases, mailing lists,  EUIC  library, archive and all technical information relating to CMS, websites, social media network accounts, administrator passwords, hosting, domains and filing takeover.

· The new contractor will have to take over activities planned and/or initiated by the current contractor, including for the preparation of the 9 May celebrations and Month of May campaigns for 20I 9.

· Consultation and coordination with other EU-funded projects which carry out intensive communication activities in particular the project "Reinforced implementation of visibility and communication  activities  of IPA programmes", the project "EU PRO", and other contracts aiming at reinforcing visibility of Sectorial Budget Support in Serbia.

· A separate takeover exercise will be done for two EUIPs, covering the same essential elements as listed above.
· Prepare Inception Report

The Inception Report will be submitted to the Delegation within 45 days from the commencement date containing details of:
recmmnendations to the Delegation's Communication Strategy, ways to achieve objectives, improve communication, and optimise communication tools;

recommendations on enhanced coordination / steering of communication and visibility activities on the European Union (EU), its values,  functioning, institution, policies, programmes and assistance to Serbia and their impact on Serbian citizens and businesses, as well as of Serbia's accession process, with EU integration stakeholders, in particular with EU-funded projects and programmes;

recommendations on media activities;

proposals on how to improve/optimise all activities, in particular public space, websites and social media;

recormnendations on developing public diplomacy in Serbia; recommendations on internal organisation;
[image: ]a detailed activities plan for the period between December 2018 and April 2019, including a communication campaign;


a proposed financial incidental budget;

breakdown  related  to  the  activities to


a repmt on internal organisation;

The inception phase will end with the approval of the Inception Repmt.
At the latest I  month before the end of the contract,  the new Contractor  will prepare the handover of the EUIC/EUIP premises and antem1as, and all contract outputs. The new Contractor will  be asked share all know how and ongoing contract activities and plans with the next Contractor. The Contractor will continue to be responsible for the contract ongoing activities during the last month but  will  cooperate  hand  in  hand  with the next  Contractor.  The Information  &  Communication

activities of EUD should continue smoothly and the handover should be undertaken swiftly. It is an obligation of the Contractor to actively transmit best practices to the next team. At the time of the closure of the project, the Contractor will produce a clear and detailed Handover Document for the next Contractor, and deliver samples of all information material, labelled and catalogued.
The new Contractor will be responsible fully for all the clements of the handover, from physical files of all information materials, visuals and audio-visuals, in-design files labelled and dated with details of format and duration in 2 formats  (open that permits introduction of change for reprint  and redesign and second closed version), databases, mailing lists, EUIC library, archives and all technical information relating to CMS, websites, social media network accounts, administrator passwords, hosting, domains and filing takeover.
The Contractor will also provide information as to the condition of EUJC and EUIP premises, furniture and equipment and identify physical changes required or items that may be displaced or unusable (broken), as well as an account of all information products.


4.2.1. Design and implementation of commnnication strategy

The contractor shall support the work of EU Delegation to enhance the communication, visibility and understanding of the European Union, its values,  functioning,  institution,  policies, programmes and assistance to Serbia  and their impact on Serbian citizens and businesses,  as well as  of  Serbia's  accession process.
The contractor shall develop and implement and refine through time a comprehensive communication strategy for the EU action in Serbia as a whole and for the most imp011ant sectors where the EU is engaged, under the supervision of the EU Delegation.
The strategy and its sectoral component  should be based  on clear messages covering the benefits for Serbia, its citizens, businesses, civil society, etc., the final objective of EU intervention and realistic milestones. The political messages should be well-targeted lo the audience. Each year in October, the contractor should propose to and refine with the EU Delegation a communication strategy and forward planning for the following calendar year. Each year in November, the Contractor should provide to and refine with the EU Delegation a  report  on  the  EU Communication activities in Serbia and provide lessons learnt and recommendations for the next year. Communication strategy, forward plam1ing and communication report should  be drafted within a template agreed with or provided by the Contracting Authority.
The Cmmnunication strategy should also cover internet and social media and public diplomacy at large (cultural diplomacy, spo11, youth, social events,... )
Definition of the strategy should be based on the analysis of relevant research and media reviews, already existing or to be conducted as part of the execution of the contract.
The contractor should provide professional and rapid assistance to monitor, mitigate and react to communication crisis, especially when the work of the EU Delegation is publicly criticised. This should include developing response strategies, drafting of press releases or organisation of press points.
Events and campaign organised  by the contractors,  especially when related to EU funding, should be fully prepared in a coordinated fashion and integrated in the communication strategies. The contractor should work closely with the EU Delegation on planning events well ahead and in line with the work of the EU Delegation and in cooperation with other EU integration stakeho\4rs in Serbia  and  other EU assistance  projects  taking  into account  the information  on EU  as)lip/apcf,
 (
f 11YiJf //
)communication and information and visibility activities of the EU funded projects and/2,/9gl-iifp)1  /) and reforms supported by them to ensure multiplication effects for increased visibility o/	1
The Organisation and Methodology needs to describe in maximum 5 pages a propostywithl'g/f,l-·· main elements for a communication strategy of the European Union in Serbia for the nexc':'.\_;Y·c{
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years and give in addition examples of communication strategies that the contractor has undertaken in the past. The Contracting Authority is not bound to the proposal submitted by the applicant in case the applicant is selected as the winning tenderer.


4.2.2. Enhance and steer communication on the EU, its assistance programmes in Serbia and the accession process

In line with the communication strategy, this activity should aim at coordinating and reinforcing  the communication and visibility activities provided by other EU integration  stakeholders  in Serbia, and in pariicular the implementers and beneficiaries of EU assistance  in order to support the implementation of their communication and visibility plans and integrate them in a wider context. As focal point for communication and information on the EU to the Serbian public, the Contractor should propose ways to provide comprehensive and detailed information on EU assistance, map and promote EU projects, programmes and the variety of EU-funding opportunities available to Serbian citizens and entities in an inclusive and user-friendly way in order to increase access of Serbian citizens and entities to these opportunities. The Contractor shonld also closely coordinate with EU assistance project partners and beneficiaries to further enhance outreach to the public on EU topics, issues and reforms supported by EU assistance. The contractor should ensure that programme and project managers in the EU, the EU  Delegation,  the  relevant  Serbian ministries (in particular the Ministry of European Integration and the Ministry of Finance, Department for Contracting and Financing of EU Funded programmes - CFCU) and implementers and beneficiaries of EU assistance projects and programmes coordinate their actions per sectors  and across sectors to valorise their activities in campaigns and events and reinforce the  key messages and the approach set in the communication strategy.  The  Contractor  shall  raise awareness of the EU as a donor and support joint initiatives and progranunes with Serbian national and local authorities, other donors/international organisations/CSOs etc.
The contractor should provide guidance and trainings about communication and visibility  to relevant individuals and pmties in the Delegation, Government, project implementers and their Public Relation Officers, and beneficiaries.
4.2.3. Organisation of campaigns, events and competitions, visits and trainings

The Contractor will define and organise, up to EUD standards and in cooperation with the EUD, campaigns, events and competitions, in line with the communication strategy, and in coordination with and reinforcing the communication and visibility activities provided by other EU integration stakeholders in Serbia. Programme of campaigns, events and competitions  for each month should be proposed and agreed with EUD at least two month in advance.
4.2.3.1 Campaigns
 (
//i
) (
9 
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1
)Large-scale, multi-media and comprehensive communication campaigns will be one of the prime conununication efforts of this contract. Under this campaigning  approach,  the  Contractor  will propose, create and organise at  least 2 large-scale  national  campaigns  per year, as decided  by the EU Delegation. The Contractor will be expected to  produce  all creative and  visual  materials  and provide wide range of media screening at national and local level with a clear communication  plan and media buying and to organise events related  to the campaign. Campaigns  should  be strongly linked to the work of the EU Delegation in terms of promotion of values and objectives, key policy areas,  financial  assistance  and  funding. The Contractor  should  make sure that  it coordinates  with EU assistance projects and progranunes and with EU institutions and bodies involved in Serbia so as  to valorise their activities, make them contribute to the diffusion of clear and targeted mi;,/ ,ges. The contractor should identify and ensure  participation  of  the adequate  partners,  multip( f:¥ ayjd influencers  who could contribute to the delivery of the messages and maximise the im].J¥\f 1t·.	/i
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The Organisation and Methodology needs to desnibe in ma_ximum 5 pages the
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111 the commu111cat10n campmfc,'11 design and provide 111 add11!on some prev10us visual et,dmi\1e!. n9, _
 (
/
)C,.

materials of the communication campaigns that the contractor has undertaken in the past. The Contracting Authority is not bound to the proposal submitted  by the applicant in case the applicant is selected as the winning tenderer. The Communication campaign design and the design of Europe day shall be subject to approval of the EU Delegation.


4.2.3.2 Events
From proposal design and advice to the EUD, down to all logistics required for organisation of public events, including stand provision, provision of venue, high-quality simultaneous or consecutive inte1vretation from English to local language and vice versa; catering and design, production and dispatch of invitations, publicity and local promotion in the media prior and after events, promotion, provision of photo and video record, production of TV/Radio jingles, commercials advertising events, full production of conesponding publications such as  leaflet/Dyer
or posters; provision of security 1neasures, sound system etc.
The contractor should also prepare briefings and speeches for EU officials participating in events (whether they are organised by the EU Info Centre, the EU Delegation or by other organisers), notably for the Head of the EU Delegation to Serbia. Speech writing will be an impmtant aspect of this !ask: in cooperation with relevant services of the EU and EU Delegation to Serbia, the Contractor should "translate" the information to deliver into well-drafted and convincing speeches for the specific audience and in a way which matches the style of the speaker. Excellent coordination with the EU delegation will be needed for this.
The Contractor shall organise minimum 8 events per month in the premises of the EUIC, a minimum 4 events per month in each EUIP and a minimum of 4 events per month in other locations in Serbia - geographically well distributed. The Contractor shall explore the possibilities within the contract budget to keep the EUIC as lively and busy space. The events should be balanced to include all target groups.

Examples of type of events include: ceremony, reception, press conference, lecture, presentation, seminar, training, briefing, debate, panel discussion, roundtablcs, media club,  cultural performance, sport activity, competition, quiz, fair, festival, screening, networking events, etc.

A monthly debate on the EU and the EU in Serbia shall be organised, to be broadcas!ed on a popular television channel, such as the format of the debate "Razgovarajmo o Evropi" which was broadcasted  on NJ in 2018.

Events should be planned taking into account the communication strategy agreed with the EU Delegation and in coordination with and reinforcing the communication and visibility activities provided by other EU integration stakeholders in Serbia, notably  the  implementers  and beneficiaries of EU assistance. Particular attention should be devoted to joint activities  on  accession process with national authorities, local stakeholders /multipliers through co-organisation and participation in lectures, seminars, trainings, debates, panels, as well as providing EU relevant information to the organisers.
/!
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)The Contractor shall also create and maintain database of partners and potential part/eli<NfJOs, media, think tanks, academia, regional libraries etc.) and share it with the EUD.	I)
1 ·1/	//II,/ I
'Europe Day/Month' in May and other events	/      ii   I'/{./ ·····
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The 'Europe Day/Month' in May is one of the high points of the EUD visibility actiJ;;i The Contractor shall propose by November each year the concept for  the Europe Day/Month  of the  next  year. This  concept  should  consist of a central  high-level  reception  on 9 May; a  variety  of

information, education, street festive events, cul!ural, entertainment and other events both indoor and outdoor to take place throughout the country, if appropriate seeking patinership with local authorities or multipliers. Cooperation shall be sought with EU Delegation  staff;  EU Member States and their cultural organisations as well as  local  civil  society organisations, municipalities and with active EU-funded projects for the organisation of events. Minimum 30 events (EUIC, EU!Ps combined), incl. outdoor, aimed at different target groups should he organised in a coherent way as part of these activities in May.

ln addition to the above activities, the Contractor will organise other thematic public events in agreement with EUD: marking important dates/events  such as European  Lane,>uages Day; Car Free Day; European Year event; European Film Week; European Sport Week; I-Inman Rights Day; Energy Days. This may include but is not limited to organisation of  seminars,  round  tables, debates, European Film Festival/Weeks (normally organised in coordination with Embassies of EU Member States), workshops together with appropriate outdoor events.

The Contractor is expected to propose additional events (initiated  by  itself  or  by  other stakeholders and multipliers) with developed concepts included into the Organisation and Methodology in accordance with the available budget. The implementation of all events will take place upon the prior approval of EUD.

EUD may propose other events for which the Contractor is expected to provide full or partial event organisational  suppo1t.

The Contractor is expected to provide full support in event management from advice, design, concept, organisation and follow up. This suppmi to be provided entail full organisation of the event, and the Contractor is expected to provide when relevant:
· list of speakers, moderators and participants;
· invitation distribution service to participants;
· publicity,	promotion,	event	announcement	service   to	the    media   (press
announcen1cnts,  press releases);
· distribution of all event material to participants and media; provision and distribution of promotional and information material;
· technical support of audio-visual equipment available at the EUIC/EU!Ps and provision of technical requirements for outdoor events;
· provision of all licences and requirements for outdoor events;
· provision of stands;
o	catering;
· provision of high quality simul!ancous and/or consecutive interpretation and translation services from/to Serbian into English or any other EU languages. The Contracting Authority will approve the proposed pool of interpreters which should be of high professional quality and available on a rotating basis or based on the availability  or unavailability of a patiicular member;
· photo and A/V coverage;
· provision of photo and video records and full production of cmresponding publication such as leaflet/flyer or posters, and audio/visual products for further dissemination;
· following   events,   briefing   reports   (in  electronic   form)   with  event's 9,utput,
 (
1
)outcmne, attendance  and media coverage.	,   /   /.

T1 1eC ontractor may engage volunteers ,or events, upon approva1

by ht  e Contractm. g Aµ_.,1t/>to1ht/f!/"/)   /'!
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The Contractor  shall  prepare  teclmical  reports  following  major  events  and aIV	pyf;;:j1  s_' 11
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)including event's output and outcome with attendance and media coverage fie,>ures.	/,	1,...../(	./_

The Contractor shall provide the EUD with relevant EU branded promo material to be disseminated in all the events and campaigns, as well as other promo material which is relevant to the events to be organised.

4.2.3.3 Organisation of Competitions

The Contractor will define in cooperation with the EUD, organise and manage up to  EUD standards, minimum 4 country-wide competitions per year from proposal design and advice to  the EUD, down to all required logistics for organisation of competitions, including contacting relevant institutions, preparation of competition material if required, organisation of award ceremonies, provision of adequate awards and or/prizes for all the competition winners. This also includes, provision of high-quality simultaneous or consecutive interpretation from  English  to local language and vice versa; catering and design, production and dispatch of  invitations  if needed, publicity promotion, provision of photo and video record, full production of corresponding publications such as leaflet/flyer or posters, etc.

The competitions shall target iu particular children and youth. One competition shall be conducted through radio networks, ideally covering the whole country. Other competitions may include, but not limited to, quizzes, Europe Day poster design, photo, video, essay, debates, sport, music competitions etc. The launching or the award ceremony of these competitions may coincide with Europe Month activities as appropriate.
The Contractor shall provide relevant awards and/or prizes for the first three or more competition winners for each competition. As it is difficult to specify awards and/or prizes at this stage, the Contractor should make sure that the awards and /or prizes should encourage children and youth to pmiicipate in the competitions.

Annual competitions to be organised include: the Europa Diary Competition  (to be organised  as pati of the Europa Diary - see section on "Infonnation Products) and the European Debate School competition, which should comprise a phase of debate trainings for high school or university student and a phase of competition. Appropriate visibility of these initiatives should be ensured, including TV and intemet video coverage of trips, trainings and debates.

The Contractor shall ensure publicity and local promotion in the media prior to and after all he competitions.

The Contractor shall prepare reports for all competitions organised under this project. The reports will have a fonnat agreed with EUD.

4.2.3.4 Visits and trainings

The contractor should organise, support and facilitate visits from Serbia and to the EU and within Serbia as well as to provide trainings on visibility and communication obligations  and  best practices lo relevant staff in the EU Delegation to Serbia, in EU-funded projects, and in partner institutions and services.
ft
/'
 (
1/J
 
/
 
)
) (
rJ/,ifarl/,
)Visits in or outside Serbia should be primarily for training, networking, reporting, pyo'1,,,{9tion or infom1ation  purposes  (e.g.  journalists,  students,  expe1is,  speakers,  officials) or as;	fof.
competitions organised or supp01ied by the EU Delegation.	i I//
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4.2.4. Public diplomacy	1/
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The Communication strategy and activities will include public diplomacy activities. The c:ontractor should design and implement a strategy to organise and/or support cultural, sport and other social events and  initiatives  throughout  Serbia,  including through sponsorship  of partner  organisations

and influencers. The activities can address a variety of areas, including documentary and animation film, music, dance, theatre festivals, architecture, art, painting, sport, crafls and fashion, design, youth and other social events and activities,  and  similar  fields. To do so, the contractor should reach out to grass-root level to suppo1t cultural and social diversity, innovation and creativity.

This should be done in coordination with cultural stakeholders in Serbia, and in pmticular EU Member States cultural services and cultural institutes, the EUNIC network, and relevant EU Programmes such as Creative Europe.

The  contractor  should  continue  the  organisation  a  well-publicised  European  Film  Festival 111
cooperation with EU Member States. Literature and reading should be promoted.

The contractor should propose a series of lectures (on average one per month)  on  EU-relevant topics with universities, as well as regular coffee-discussion on EU topics at the Europe House and throughout the country - involving other pmtners and institutions when relevant.

4.2.S.    Operation and Management of EU Info Centre (EUIC) and EU Info Points (EUii')

4.2.5.1 Operation and Management of EU Info Centre in Belgrade
The EU!C in Belgrade is located at Kralja Milana 7. The EUIC premises have been legally established through a direct agreement between the Municipality of Stari Grad of Belgrade and the EUD. Once a year, the Contractor may be requested to cover the costs and implement the annual study trip of best high school graduates from Stari Grad municipality stipulated in the direct agreement between the Municipality of Stari Grad of Belgrade and EUD.
It should be noted that the location of the EUIC and occupation conditions may change and the Contractor will have to cover the work required to change location if necessary.
Some expe1is are required to perform their activities in the EUIC premises. The Contractor will ensure that they and also all other experts should be properly equipped to do their job efficiently.
The EUIC in Belgrade mission foresees:
I. To ensure that the EUIC is seen as the focal point/central place for organisation of EU related activities and EU information in Serbia.

2. To promote the EU in Serbia and its assistance, and coordinate information and activities with EU!Ps and antennas in Serbia.

3. To generate cooperation with other multipliers that show such interest (e.g. Regional Development Agencies, chambers of commerce, municipalities,  universities,  libraries, etc.), promote participatory citizenship through various communication tools (media, website, social media, publications, etc.).

4. To interact with the general public, target groups, stakeholders and multipliers, and stimulate debate on the EU, supporting Serbia's accession process.

The Contractor  will create, propose and implement  attractive and innovative activities at the EUIC
that will foster high number of visitors from target groups. The Contractor will  ensure that  the EUIC and EUil's are lively, popular and recop1ized.	/!
/ ,,/'7
The Contractor should ensure that the EUIC/EUIPs provide impartial and accurate inft'r(Jqti#,.01 -,
the EU and is neither considered nor used as a chaimel for disseminating infonnatio}'i1'11tqiµ\¢c:,led )
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One of the core tasks of the Contractor will be to work with all media lo ensure that they receive news about the EU, EU and Serbia relations, the negotiations process and benefits of joining the EU, and in particular on EU assistance to Serbia.

The Contractor will be in charge of the Q!!)'.-to-day implementation of all EUJC Public Space activities. An indication of such tasks will be the following:
· operate  EUJC Public Space (one-stop-shop), providing  information  about  the EU, referring to
specialised inforn1ation sources
· interact with local and regional stakeholders, multipliers and media, as well as with EU accession stakeholders, information points (such a Creative Europe Desk and Tempus Foundation) and networks;
· answer inquiries by phone, e-mail and face-to-face;
· disseminate and display brochures and information materials;
· Produce on a regular basis and make ready for broadcasting television products (e.g. feature stories on EU funded projects in Serbia and/or region, on EU policy priorities and/or talk shows).
· hos! and catalogue an EU library, operate Reading corner, air audio-visual EU information;
· at least once a week provide standard 45 minutes to 1 hour lectures on EU in combination with A/V products and Q/A to visiting groups, especially pupils;
· prepare and maintain a Frequently Asked Questions and Answers database;
· host and organise lectures, seminars, trainings, briefings, film screenings;
· host events and regular activities such as press conferences, debates, trainings, thematic days, lectures, cultural events, exhibitions, quizzes for children/youth;
· participate at fairs in Serbia and open air events with EU Delegation or EUIC/EUIP stands;
· prepare and maintain publications, databases and monitor stock levels;
· procure promotional materials;
· validate and maintain contact lists with at least 1,000 names (media, VIPs, government, public figures, other), plus e-mailing lists;
· provide functional computers for visitors for using Internet, as well as Wi-Fi free of charge;
· ensure functioning and maintenance of all technical and A/V equipment, in particular in the meeting/conference room;
· operate and animate networks of multipliers that will also be hosted for events at EUIC/EU!Ps;
· handle subscription to newspapers and info materials, relevant literature, publications;
· provide efficient archiving and storage;
· ensure that sufficient and qualified staff carries all required  tasks and is present during working
hours;
· ensure proper financial and administrative management of the EUIC, including utility expenses, use of telephone lines and internet connections, relevant insurance, maintenance of EUIC equipment, IT and technical support, security, cleaning and garbage;
· track and analyse number of visitors, inquiries, events and FAQ;
· maintain relations of cooperation with the city, civil society organisations, government (MEI), Member States' embassies and cultural institutes, cultural and economic stakeholders, pro­ actively,  co-organise  events;
· ensure EUIC premises are tidy and clean, visitors have access lo utilities and drinking water.
/',
The EUIC shall be open at least from Monday to Friday  from 10.00h  to 19.00h and Satu/diy  from
10.00h to 15.0011, except on official holidays in Serbia. The EUIC public space is to bef1J4\41<;? by., at least three persons during working_ hours, of which two arc suppmi staff. The l)UJC ;ryil;1'b/)
closed to the public for 2-3 weeks dunng the Clmstmas/New Year season and 3 week$'}i1/At/1,'J/1. / Exact non-working dates in these 2 periods will be approved by the _Project Manage/; TlVe EW,I;/
Public Space may also have to be open at other tnnes, at the d1scret1on of the' Conµ-acµng Authority.	c.,/

Traineeships are permitted at the EUIC, provided they are in line with Serbian legislation.

4.2.5.2 Operation and Management of EUil's in Nis and Novi Sad
The EU!Ps are to support EUIC led activities in regions, as well as provide  input  for  all information and communication products, websites and social media etc. They should  act  in synergy with the EUIC in Belgrade. The EU!Ps should take part in and promote all country wide 111ajor events and campaigns.
The Contractor is expected to provide in EU!Ps the same day-to-day activities as in point 4.2.5.1 The EU!Ps will act as regional EU information hubs, mirror the EUIC activities  locally  and conduct activities most relevant to their audiences. The EU!Ps should be the main point of contact for local media outlets and other stakeholders/  multipliers promoting EU in respective regions.
The EUIP in Novi Sad is currently located in Bulevar Mihajla Pupina 17 and EUIP Nis currently in Vozda Karadjordja 5 through direct agreements between the respective municipalities and the EU Delegation. The premises are currently rent-free. Once a year, the Contractor may be requested to cover the costs and implement annual study trips of best high school graduates from these municipalities.
It should be noted that the location of the EU!Ps and occupation conditions may change and the Contractor will have to cover the work required to change location if necessary.
Venues of events and activities should be adapted to the EUIP premises which will have space limitations. EUIP events that cannot be organised at its premises (due to technical reasons or space limitations) should be hosted  at other adequate venues. First choice of other venue hosting should be researched by contacting the local authorities, EU Member State representations or cultural centres, local libraries or universities, media centres, civil society organisations, and/or local networking paiiners/organisations.
The Contractor is expected to organise regular events, host a public space open to the public within the same working hours as the EUIC, manned by at least one person during working hours.
The Contractor is expected to create and implement some independent local EUIP-led information and communication activities, such as competitions, exhibitions, lectures, debates and other for each EUIP, reflecting specificity of the regions and local public and media interests.
The Contractor will provide adequate storage for information materials for dissemination at EU!Ps and events.
The Contractor cannot engage volunteers to work in the EU!Ps, but traineeships  are permitted  in line with Serbian legislation.
4.2.6. Research, analysis and media review

The contractor - if relevant in partnership with the most experienced and competent specialised companies in Serbia -  shall support the EU Delegation's  understanding of Serbian public opinion, as well as political and media analysis and developments.

4.2.6.1. Organisation of opinion polls and surveys The contractor should organise:
· quantitative nationwide representative opinion polls of a sample of  about  ) ,200 respondents -  in coordination  with other  such  services  provided  to the EU Delcgatipr to
Serbia (at least 2 per year)	/  I  ,1f ,  /}	.
· Qualitative (focus group) surveys to be carried out in different locations in the,c/tbtf//.i .t/i
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Upon request by the Contracting authority, the contractor should organise ad hoc short noh96 surveys/flash reports, which could provide results within 2 weeks.	( ./..
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4.2.6.2. Serbian Media Monitoring and review The contractor should deliver:
I. The daily Morning Media Briefing, which is a brief summary of the main news present in the media and is to be prepared in close collaboration with  the  Delegation's  Press  and Information  Officer in a pre-defined  format and has to be delivered on eve1y working day at
8.00 a.m.

2. Daily media review prepared every day for the present day and presented to the  EU Delegation by I 0.00 am on the same day. The media review will have a summaiy of the main news stories/commentaries of the day from the local and international press and electronic broadcasting media, as well as a summary of important discussion/interviews of the previous night's and the early morning's TV shows. The Contractor should send 7 days per week and every day of the year. The Contractor will be responsible for the design, the content and the selection of the news according to the needs and preferences of  the EU  Delegation.  The format of the media review will be agreed between the consultant and the EU Delegation prior to the signing of the contract. Links should be available to get access to the original source of information (scan of newspapers or magazine articles; videos of extracts of TV programmes; prints-screen of online media). This material should be presented in a user-friendly clipping report.

3. Special in-depth media monitoring rep01ts for specific high-level visits or special events, which will be provided in a timely mam1er to summarise the clipping of the media coverage of the visit or event across all media (including written, audio-visual, online, and social media) and including an analytical part.

4. Flash  news  to be  delivered  to the EU  Delegation  at any time of  the day between  8.00 and
18.00 on any event of importance related to Serbia and especially Serbian domestic or international politics.

5. A weekly special report of one page on social media trends which will repo1t social media activity in Serbia in general, and with a focus the activities relevant to the EU or the EU Delegation.

6. A Visibility Report that enables the Delegation to measure the efficiency of  its  public relations activities. It measures the extent to which journalists and broadcasters are using the information sent to them, or which is available to them through other sources and determine whether or not that information is appropriate, sufficient and professionally presented. Over longer periods of time, its monitoring should reveal trends in the way that the EU and its  policy and assistance towards Serbia are being rep01ted in the media and how many readers, viewers and listeners have been reached. In order to compile such a repo1t more sophisticated IT based methods will be required  in addition to day to day media  monitoring.  Four editions of the visibility rep01t per year will be performed. This Visibility Impact Repmt will have lo be visual and show statistics and info graphics as indicators for the success of the  work  carried out by the contractor.

7. An access to media audience share/ ratings (including TV) in Serbia.

These services should be made available directly to the EU Delegation and;i)1_puld also provide  a  basis  for  research  and  analyses  in  order  to  provide  /  update  cf1P;i 'ul)jcati?n
strategies  and  forward  planning to the EU Delegation.	; ; j / J_f 11  /)
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4.2.7 Media
The Contractor is expected to continue existing and expand media partnerships (TV, radio, print, online, agencies) in Belgrade and throughout Serbia in order to ensure wide media coverage of EU-related information, events and campaigns. Special attention should be given to possible cooperation with existing networks of regional and local broadcasters which engage in exchanges of programmatic content.
The Contractor will organise press conferences, press briefings, information sessions and/or other events for the media. A standard event organised as part of this task should  last for one hour and the Contractor will arrange for all the technical equipment and inte1vretation services required.
The Contractor will draft and produce all information material to the media (regular news mailing service, press announcements, press releases, news flashes, media coverage reports, NV materials, other).
In cooperation with the EU Delegation, the Contractor will draft and disseminate information materials and press releases. The Contractor will also plan, prepare, organise the delivery of public statements, interviews in different media, and the participation in press conference and press briefings for EU officials - notably for the Head of the EU Delegation to Serbia and for visiting high-level officials. Such interviews should be planned in a communication strategy and planning or should take place on an ad hoc basis and on request. The Contractor will provide support for EU officials to prepare and deliver the interviews and statements in Press Conferences and Briefings (briefings, draft answers, reviews, translations, set-up, photographs and videos ifnecessaiy... )
The Contractor will use own production, European Commission, European  External  Action Service and European Council and other institutions' videos, audio stories,  adapt  them for local use, and distribute them re6>ularly to local TV and radio stations and other media.
When requested, the Contractor will organise media trainings, visits and workshops, notably at the EUJC in Belgrade and, on a smaller scale, at the EU!Ps. They are aimed at raising awareness and understanding of media editors and journalists in EU policies and accession  process.  The Contractor will cover the cost of travel and accommodation for participants, as well as provide and prepare relevant material for participants, offer refreshments and catering. A Media Club will continue functioning at the EUIC for select journalists and EU Member State  embassies'  diplomats.
The Contractor will also organise press events,  ceremonies,  luncheons,  briefings, debates etc. at the EUIC/EU!Ps or other venues, for EU leadership visiting Serbia, EUD officials, with journalists and media editors. Special importance should be given to reaching  out and developing  relations with local/regional media.
The Contractor will also implement or support activities to suppmt media literacy and fight disinformation.
The Contractor will provide multimedia and social media coverage services for EUD led events.
The Contractor will be required to maintain a media contact list as well as disseminate  to the  media all relevant information material on regular and ad-hoc basis.
4.2.8 Networking

The Contractor will seek to empower existing networks and grass root initiatives to communicate EU. The Contractor will seek cooperation with stakeholders / multipliers that promote tpe) u and
Serbia's cc ssion process, esp. at local level. It will share infonnation with them and J,6,96frt/heir commu111cat10n acttv11tes. The Contractor  may propose  more formal  partneflr1P8/ f olJ-,,
agreements,  other) especially  for media  coverage of  events and campaigns.	/ /  / ½!!;7// J
.	.	.	1/1/f/Ij

The Contractor  ts expected  111 paittcular to:	u

t,    f/, .I;

,·- - ·····

(" ,.//
o identify new possible partners and propose common events with EUIC/EU!Ps

· inform journalists, especially members of the Media Club;

· continue existing and develop further the EUD cooperation with  libraries  in Serbia, and support their activities, esp. those members of the EUTEKA network;

· continue existing and fmther develop collaboration with EU Member States Press, Information and Culture services including cultural institutes and the EUNIC cluster;

· re-shape and maintain the network of communicators, Team Europe Serbia (TES) provided their role is redefined within a coherent communication strategy..

· further develop and maintain networking with high schools participating in the Europa Diary competition. This co-operation should be huilt to a higher level and used on a regular basis for other activities which target high school population.

· set-up and maintain a system of EU-information relays in local government and municipalities (possibly in pmtnership with the Standing Conference of Towns and Municipalities) and feed regularly  with infonnation,  experiences,  success stories on EU-related topics and EU assistance in Serbia, and support their  com1nunication activities.

4.2.9 Information products
The Contractor will be responsible for the entire production and management process (purchase, acquisition, translation, design, drafting, printing, distribution, online accessibility) of information products (books, publications, brochures, flyers, leaflets, factsheets, billboards, photos, videos, infographics, animations, audio material, TV or radio shows, applications, ... ) to be produced  under this contract.
Production of Info1111ation products should be frequent and regular and/or on specific request by the EU Delegation. The selection/choice of information prodncts will be proposed by  the Contractor or EUD and should meet the interest of different target groups.
The Contractor will ensure complementarity and synergy with materials and information products produced by European Union Headquarters and under other EU assistance projects and programmes.
All infonnation products produced under the contract will be published in Serbian but also, upon request by the EU Delegation, provided by the Contractor in English language in electronic form.
The Contractor will provide scripts, directing, writing and editing of a selection of EU info1111ation products in Serbian and English on the EU, its values, its policies, its actions in Serbia and Serbia's accession process as well as event related information material that is needed under this contract. Information material should also promote EU programmes in which Serbia is taking pmt (e.g. Erasmus +, Creative Europe, Horizon 2020, etc.) or investments from the European Investment Bank. Materials should highlight the impacts of EU - Serbia relations on citizens  and businesses and show the human stories behind this relationship.
The Contractor will identify and propose to EUD films, videos, publications useful for adaptation, production or purchase, distribution, translation into Serbian, elaboration and publication.
The Contractor will also identify and propose educational and academic books, publications and other material to be purchased and offered to schools, universities, and other training institi{jions.
I VJ
All appropriate information  products i.e. videos, photos, pictures, publications,  leaflets, /iyf1/s,; tc. /\
are to be displayed on the internet, social media, at the EU!C/EU!Ps and for events/cm.1JPJ1J11s// l )j 1  }
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The contractor will manage a database of information material including of photographs, audio­ visual material and "success stories" produced under this contract or by other EU-funded  projects or EU services.
lnfonnation products and reports on EU Delegation and EU activities in Serbia should also regularly be shared (or produced on purpose) to the attention of EU Headquarters or other EU services (European Commission, EEAS, Council, other EU delegations or representation throughout the world).
The Contractor will provide the EUD with a ready to print versions of  all  printed  material produced (on CD and in-design files) that will  facilitate further  reprint or update and make sure that all information products are available and downloadable on the EUD,  EUIC  websites  and social media sites in both Serbian and English languages, as well as on "EU and Serbia" site of the Serbian Digital Library.

The Contractor will make sure that the publications contain adequate disclaimer, photographs, graphs, as well as responsibility relating to copyright issues. The Contractor will edit, translate, prepare the layout and pre-press, print and distribute all information products, which will be discussed in close cooperation with the Contracting Authority. The Contractor is  expected  to provide copyrights, design, translation, screening, printing and distribution of information products that arc to be produced under this contract and for dissemination throughout  Serbia  (media, libraries, schools, other).
The Contractor will be required lo submit for approval the design and content of all information products to the Contracting Authority before printing. It is of utmost impo11ance that all material goes through a thorough quality check by the Contractor,  in  linguistic,  accuracy,  substantial, visual, grammar and language aspects, etc, before reaching the Delegation.
The Contractor will arrange translation into Serbian of a  selection  of EU copyright  publications and subtitling / voice over of audio-visual materials produced by the  EU  Headquarters,  in agreement with the EU Delegation. EUD will assist the Contractor  in ordering  EU publications from OPOCE in Luxembourg, following receipt of a detailed list of publications to be ordered by the Contractor.
The Contractor will make sure that enough copies of information products are available at the EUIC/EUIP, EUTEKA corners, in municipalities and local goverrnnents and will timely plan reprinting for larger activities such as Europe Day, Book Fair, Project fairs, etc.
Information materials to be produced under this contract include the following:

Evc1y year, the contractor shall ensure the drafting, updating and the pnblication of the Europa Diary, a publication in Serbian about the EU, its values, policies and programme,  its action in  Serbia and about EU - Serbia relations. The target group is school / high school children. This  should be done in coordination with relevant Serbian Ministries and other relevant partners. The Europa Diary is published with an annual competition for school / high-school children.

The contractor should draft, produce, and update with time an original and high profile publication displaying the results, impacts and examples of past and on-going EU assistance programmes and projects in Serbia.

The Contractor shall provide the EUD with relevant and precise newswire-ready coverage·(tex't ip Serbian  and  in English,  including pictures)  of  EU-related  events  and activities in Ser!)ia/Tµe
number of events to be covered is estimated to be 20 per month.	/ .n
The Contractor will prepare and  send out a weekly (or more frequent  if there is need) electronic  EU in Serbia newsletter in Serbian language with relevant and  interesting  EU  news to Serbian media and key partners and advertise it to all. This newsletter should be reshaped to achieve higher impact.  A radio adopted text version should also be produced for radios and websites.  Appropriate

newsletters with relevant information on assistance, projects, best practices, developments and  open opportunities should be regularly sent to pertinent relays in local governments and municipalities and to EUTEKA participating libraries.
The Contractor will regularly produce and adapt short  written stories with photos (at least 3 per week) and short videos (at least 3 per weeks). Specific and additional requests can be made at the latest one day in advance via e-mail. The Contractor may also suggest events (via e-mail) for coverage, which will have to be approved by the EUD.
Stories and videos should cover in particular (but not exclusively):

(I) Key achievements in the accession process or key EU-related political developments;
(2) Promotion of EU assistance, projects, programmes in Serbia;
(3) Activities and/or public events organised by the EUD and its partners and stakeholders across the countty;
(4) Public events/press-conferences or other events attended by EU or EUD officials;
(5) Other events or activities related to EU Programmes and funds;
(6) Other events to be proposed  by the EUD that are considered  appropriate  for
c01nmunication purposes.

They should be posted on the web, in the weekly newsletter, and on social media. They should also be offered for free to TVs and popular websites as part of established partnerships.  Dissemination of the information should also be ensured on main TV, radio, online and written  media,  if necessary through paid placements in media  and by covering broadcasting costs. The Contractor will arrange subtitling of audio-visuals  produced  by the Commission  or EEAS as needed, as well as films selected for the traditional EU Films Festival. Material should also be offered to Headquarters (notable DG NEAR and the EEAS) for their use.
Audio and video materials should be of quality and should appropriate to the use and targets in terms of resolution, duration, size, format, downloading options, etc. Activities should include:
· Frequent, regular or on-demand production for broadcasting or internet / social media posting of audiovisual / television / radio / products (e.g. feature stories on EU funded projects in Serbia and/or region, on EU policy priorities, on events, documentaries, animations, infographics, TV shows, radio products, and/or talk shows).

· Establislnnent of a working relationship with ex1stmg networks of local and regional television stations, with a purpose of offering video products and progrmmne exchanges among network members

· Establish of a media partnership with a national broadcaster or several of them (tcJTestrial and/or cable) with the aim of enhancing EU visibility and activities in the country.
· Occasion or re,,'lllar video recording of statements  by EUD management members
which  would  later  be uploaded  on Youtube,  social  networks  and other relevant

media.

;/!,

The  contractor  should  be  equipped  with  all  necessary  high-tech  audio-visual  too)s li,f wcordjng and editing, allowing the live, rapid and frequent production of programmes, l1'f\ Jif! /o( \he Webpage, all official social platfonns and Youtube.	/ /  /(/ft /-·······
The text shall be on relevant topic and should follow guidelines and format pr /4ded bf!lfeEU Delegation,  containing  verified  data, facts, terminology,  names,  abbreviations, fina1Jfi 9J/data (if

relevant), statistics information, quotations by officials taking part into the event and other relevant information related to the EU, EU projects and funds, EUD activities. An appealing  journalistic style is assumed by default, and so is factually correct information and grammatical and spelling correctness is assumed as a basic contractual requirement. The Contractor should use other sources of information as necessary.
The photos/ picture material to be provided shall focus on EUD activities  and  EU  funded projects in Serbia. The pictures shall be at least 4 per event, giving a general notion on the event and also providing different angles on the EUD officials, guest participants and other stakeholders. The pictures shall be taken with a professional digital camera and submitted in jpg format (high quality, minimum of 5" x 7" 1500 x 2100 pixels, min. 800 KB but preferred larger); High technical standard of photographs required; photograph shall have good contrast, accurate exposure and neutral colour balance; photograph shall show no significant compression miefacts, burned-out highlights, image noise ("graininess") or other processing anomalies; the main subject in a photograph is in focus; it has good composition and has no highly distracting or obstructing elements. The EUD may request up to 5 of the provided pictures to be printed out and framed.
In addition to the photo coverage of the EU assistance related events, the Contractor is to provide photo and/or video coverage for other events, places, activities, visits of EU officials indicated by the EUD. Up to 20 events arc expected per month.
All such materials shall be with the EU-related recognisable images or EU officials  in focus. The text in Serbian and in English, both proofread, together with the pictures shall be posted within 5 hours after the event. When the event is held after 17.00 o'clock the materials shall be submitted no later than 10.00 o'clock on the following day.
The Contractor will be requested to propose and produce web-oriented and audio-visual materials for each campaign. The Contractor  will submit to the Contracting Authority  the script of audio-visuals to be produced for approval.

4.2.10 Online communication
The Contractor will provide full management of EU Delegation and EUIC websites and social media accounts, with the objective to ensure the widest possible outreach of accurate and  interesting infonnation about the EU, its values, policies, programmes,  and assistance  in Serbia. Any changes to this requirement will be communication to the Contractor in advance.
The Contractor is expected to provide updates, full technical maintenance and adequate level of security of the EUD website (www.europa.rs) as well as EUIC website (www.euinfo.rs). The EUD website will continue to serve as the official inforn1ation provider of the EU Delegation. The existing design and content of the existing web page can be further used and enhanced.
All content for the Delegation's website will be prepared in close coordination and in agreement with the Delegation's Press and Infonnation Officer and the programme manager. Under the supervision of the EU Delegation, the Contractor will have full accessibility and control of all content management, regardless whether certain technical elements require outsourcing to third parties. The project includes the regular editorial maintenance and content update of both, the English and Serbian language sections of websites, as well as all subsections, links, search engines and short-cuts to related sites in line with the templates provided by EUD. The Contractor will popularise both websites and direct traffic to them from social media, innovate, consta,9t}y and pro- actively update their contents and increase number of users.	/    I'
The  Contractor  shall  in  coordination  with  EUD  Communication  Team  provid..,!!eI//tl/i9/ fo11·l/,i11g
 (
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website services, including, but not limited to:	/;	;I //.////!;	J
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· Newswire-ready web coverage of EU assistance programme, events/activities organised by EUD, events attended by EUD officials, as well as other public events in the capital and country-wide that EU officials are invited to;
· Uploading all texts, data-bases, tables, graphs, applets, images and sounds, ensuring coherence among material on the website, and with websites of EU institutions, where possible;
· updating and maintaining the database of EU funded projects and the Map of EU Funded Projects ( hUp://mapa.cuinfo.rs);
· Ensuring the provision of the newsletter sign-up and distribution facility;
· Ensuring maintenance and updating of an automated mailing list for distribution of press releases and other information. This mailing list should be open to subscriptions through the web sites;
· Producing, sourcing, uploading and advertising audio, photo and video material covering EUD events and other activities (incl. on Youtube);
· Streaming of relevant events and debates
· Developing and implementing Search Engine Optimization strategies to increase website visibility;
· Provide daily web monitoring to ensure pages and website arc up and running;
· Hosting and updating onlinc public database of EU funded projects in Serbia. This should include maintaining the system for acquiring new data from EUD and putting it into the database;
· Checking for consistency and expiration of deadline of uploaded data;
· Changing design, textual, video and audio content, upon request of the Contracting Authority;

The Contractor shall assume responsibility for the organisation of a routine review of the websites content, its features and functionalities, and the performance of content update rates and other site statistics, including feedback comments from external users. The Contractor shall then provide feedback and reconnnendations to EUD.
The Contractor shall provide a monthly statistics repmt for both websites on the following: Number of unique visitors;
Number of visits;
Number of pages;
Number of hits;
Bandwidth;
Traffic;
Summary of the above given parameters per month (as a chart).

In  addition,   the  Contractor   is  expected   to  create   and   maintain   Android   and   iOS mobile
applications. The scope of work required for EUIC web site coJTesponds to all activities  as described in relation to the EUD website maintenance.
/1
 (
t1i..
)Note: The existing web page of the EU Delegation (www. europa.rs) may migrat/lf)afp!he,.\ system  which  requires  a  new  teclmical   hosting,  a  new  content  management  sy,it6. .p.1711 1Jt)ie j
necessary IT security to prevent potential electronic  attacks  on  the  site  from l{a/yei1Jnf. contractor  shall provide all the substanl!ve and  techmcal  assistance to ensure this ipigra!19n:·Tf a
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European Union central server hosts the Delegation's website then the Contractor will need to provide the technical support in its maintenance and updating in accordance with instructions from EU headquarters. Should the migration to a central European Union server not have happened yet then the technical hosting and maintenance of the EU Delegation webpage will have to be covered from this contract.

The Contractors' task relating to social  media ontputs are, but not limited to:
· Managing all EU Info Centre and EU Info Points social media account (until now: Youtube, Facebook, Instagram, Twitter, Flickr, SlideShare.)
· Assisting   /  Advising   the   EU   Delegation   and   m  particular   the  I-lead  of  Delegation in
com1nunicating on social 111edia
· retweeting/reposting	messages/posts	by	the	Head	of	Delegation,	EU	leadership (Commissioners, HR/VP, others);
· daily selection and posting of content, under the general guidance of the Delegation. The Contractor shall ereate, source, publish and publicize content (text, audio-visnals, etc.) on the chosen social media.
· Providing latest information on EU assistance  and  providing  up  to  date  project summaries  (these will also be used for thematic campaigns);
· posting and sharing information from the websites of the Europa domain, EUD and the EUIC, posts from Youtube accounts, as well as relevant websites of partner institutions, government, civil society and others communicating on EU relevant issues;
· current infonnation on EU assistance programme implemented in Serbia and the Western Balkans;
· annonncements and news stories on events/activities organised  or attended  by the EUD, events at the EUIC/EU!Ps;
· raising the level of debate on social media about EU policies, values and projects;

· creating interactive platforms and building a strong online communities;

· organising social media based or enhanced competitions.

The Contractor shall provide a statistics and reporis on the social media accounts of the EU Delegation and EUIC / EUii'.

4.2.11. Technical Assistance and support services
The Contractor will provide the following technical assistance support and services:
o     Maintenance  and updating o[the Delegation's contacts databases

The Contractor will be responsible for verifying, maintenance and updating databases which should contain at least a thousand contacts, in order to facilitate contact management and dissemination of printed and electronic material. The Contractor will propose and source additional  entries for inclusion  in the database. The databases will
be updated regularly and divided  according to the target groups.
 (
I
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The databases will be used for the following purposes:	/  ,i/ I!
· sending  group e-mails (press releases, electronic  EU in Serbia  news inf/;rtr(j1,t/9i"i!
other);	/I  I I/  ;//I j
· producing  mailing  lists  (envelopes,   labels)  for   postal   mailing  o;!/\ni'61;th, tioy
products;	11	c: :'//·  "· .... - ... -.-.......
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· connecting to stakeholders and networks, such EUTEKA and EU-information relays
in local govcrmncnt and municipalities;
· searching the databases and extracting targets following various criteria;
· EUJC library database;
· Q&A database.

o     Interpretation and translation services

Public events and visits of Delegation officials in Belgrade and in the count1y require the engagement of professional interpreters capable of providing both simultaneous and consecutive translation for English and/or French to Serbian language and vice­ versa. When required, the Contractor shall be requested in writing from the Project Manager or members of EUD Press and Information section to engage an interpreter.

Translation services may also be provided at the request of the EU Delegation.

The Contracting Authority will approve the proposed pool of  interpreters  and translators which should be of high professional quality and available on a rotating basis or based on the availability or unavailability of a particular member.

· Jl-anseortation

The Contractor will provide transportation services for selected participants  to trainings, events and visits to cover visibility events and for other events, visits and trainings. Primmy transportation should be the "project vehicle" (see  section  6.3), while for bigger groups sufficient vehicles should be rented.

· Design and woduction o(promotional  material

The Contractor will provide design, printing and distribution of a selection of EU branded promo materials such as: organizers, agendas, posters,  calendars,  pens, pencils, T-shirts, hats, umbrellas, memory sticks (USB), mugs, flags, key chains, umbrellas, balloons, folders or other suggested by the Contracting Authority.

Promotional materials are to be distributed at events and activities and as prizes.

Promo materials have to comply with the "Communication and Visibility Manual for European Union External Actions" available at: http://ec.europa.eu/europeaid/funding/communication-and-visibility-manual-eu­ external-actions en


o     Technical  assistance  and response  to extraordina,y circumstances


The Contractor will provide upon request of EUD other  technical  assistance  which may arise during contract implementation. The maximum duration of this project, including its possible extension, does not allow for a precise plannin - of  the information  and  communication  activities  at this  stage of  tendering.  The 9ob/ractor
will certainly  find  itself  in extraordinary  _situations to which it will haveJtojrps b'.1,d

with means and measures which do not fit m its dmly workmg routme.

1 ,// j / /11 /	/
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The Contractor will be required to adapt its work by identifying :i1 /pt£Jb /.. visibility opportunities, display initiative and sound judgement in consultati9n,.,ifu.. EUD.	(/

4.3. [bookmark: _TOC_250015]ProJect management

4.3.1. Responsible body
The Delegation of the European Union in Serbia, Vladimira Popovica 40, GTC Avenija  19a,  11070 Belgrade, Republic of Serbia, is the Contracting Authority and maintains the overall responsibility for the management of this contract.

4.3.2. Management structure

The Contract shall be managed  by the Delegation of the European Union to the Republic of Serbia in all stages of the implementation of this contract.
A Project Manager will be designated and will work in close cooperation with the Head of Information, Communication and Press. The Contractor will perform all tasks and duties as instructed by the Project Manager.

Weekly/Monthly Project Progress Meetings

The Contractor will meet on a weekly basis with the Project Manager and monthly basis with the EU Delegation's Press and Information team under the overall direction of the  I-lead  of Information, Communication and Press. The Contractor will prepare minutes of these meetings which will be sent to the Project Manager for comment (if any). The Contractor will propose the agenda. The monthly meetings will take place at the premises of EUD in Belgrade or at the EUIC Belgrade premises.

Ad-hoc coordination meetings may be called upon during the performance of the contract by EU Delegation Press and Information staff members.

The working language of this contract is English. Therefore, unless otherwise requested by the Contracting Authority, all reports, minutes, financial and other documents are to be submitted to EUD in English.

The Contractor shall receive instructions and approvals from the Project Manager for this Contract in all the stages of the implementation of this contract. The Contractor will be responsible for implementation of the contract under the supervision of the Project Manager.
In case of absence or unavailability of the appointed Project Manager, the Delegation will appoint his/her replacement/temporary substitute of which the Contractor will be infonned in writing.

4.3.3. Facilities to be provided by the Contracting Authority and/or other parties
The Municipality of Stari Grad in Belgrade provides  EUD with  premises  for EUIC in Belgrade, rent free, for an agreed fixed period of time. The city authorities of  Novi Sad and  Nis provide EUIP premises to the EU Delegation, rent free, for an agreed fixed period of time. However, utility costs must be paid unless indicated otherwise.
,1
For activities in other locations in Serbia, the EUIC and EU!Ps have enjoyed access t6rf cilities of local partners such as municipalities, libraries, sports/culture facilities and others, 9l,4a;/1qr basis.
_1//////J''. ) /r)

5. [bookmark: _TOC_250014]LOGISTICS AND TIMING
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5.1. [bookmark: _TOC_250013]Location
The Contractor will perform all required services in the Republic of Serbia.

il   !/F //   /
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The operational base for the project will be based in Belgrade, Nis and Novi  Sad. However, cxpcris will be required to perform their services and activities in other towns in Serbia as well, in order to implement project activities.

The Contractor will be required by the Contracting Authority to organise on-site visits.

5.2. [bookmark: _TOC_250012]Start date & period of implementation
The intended start date is November 2018 and the period of implementation of the contract will be 24 months from the start date. Please sec Articles 19.1 and 19.2 of the Special Conditions for the actual start date and period of implementation.
The Contracting Authority may, at its own discretion, extend the project in duration and/or scope, subject to the availability of funding. Any extension of the contract would  be  subject  to satisfactory performance by the Contractor.

6. [bookmark: _TOC_250011]REQUIREMENTS

6.1. [bookmark: _TOC_250010]Staff
Note that civil servants and other staff of the public administration, of the partner country or of international/regional organisations based in the counl!y, shall only be approved to work as experts if well justified. The justification should be submitted with the tender and  shall  include information on the added value the expert will bring as well as proof that the expert is seconded or on personal leave.
All working days of all the experts shall be performed in Serbia. Exception to the rules indicated in this paragraph will require prior approval of the Contracting Authority. In terms of leave  all experts under this project are to announce their leave absence at least 48 hours in advance and arc subject to the approval of the Project Manager and in line with articles 21 and 22 of the General Conditions.

All experts mobilised under this contract must:

· be proficient in English language;
· have working-level Serbian language competencies;
· have excellent communication skills;
· have proven knowledge about tbe EU, its policies, and Serbia's accession process;
· have excellent knowledge of traditional and modern communication tools;
· have strong drafting and public speaking skills;

All experts must be independent and free from conflicts of interest in the responsibilities they take on.

Upon request  by the Contracting  Authority,  work on weekends/holidays may be required, as well as travelling within Serbia. Home based work can be approved by the Project Manager.

Any qualifications, skills and experience stated in the respective CV of an expert must be substantiated by supporting documents (with accurate translation into English), such as stamped copies of de6>ree s or diplomas  and employers'  certificates,  otherwise they may  not bl(  ken  into
account. In addition, for all the references stated in the CVs of the key experts, the e,sa9 jiui,ptions
and  duration  of  project  involvement/employment  as  key  expert  must  be  indicated1/1ii{;(J/<'/f911fat
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Travelling time to/from the beneficiary country will not be accounted for as working days and therefore cannot be invoiced as working days. Working days that can be invoiced are considered those carried out in the beneficiary country or on a mission pre-authorised by the Contracting Authority.

Beyond the title and job description of different experts, all should consider their assignments as flexible and they will have to be ready to conduct  activities outside the description  below in order to achieve the overall objectives of the contract. After approval of the Contracting authority, the contractor may decide to reallocate and redistribute tasks and assignments between experts so as to improve the efficiency of the project and improve the delivery of its objectives and activities.

6.1.1. Key experts
Key experts have a crucial role in implementing the contract. These terms of reference contain the required key expe1is' profiles. The tenderer shall submit CVs and Statements of Exclusivity and Availability for the following key experts:
Key expert I: Team Leader (minimum 220 days per period of 12 months, in total minimum 440 days)
The Contractor should designate a senior manager that will be fully responsible for, and excel in, conceptualisation, planning and implementation of all outputs under the contract, as well as full quality control envisaged under this contract. The Team Leader is to create and ensure team work and synergies between all activities of EUIC, EU!Ps and ensure that they are part of an overall concerted strategic and programmatic approach. S/he must have excellent  knowledge  of  the Serbian media, government and public institutions, public relations market, as well as civil society organizations in Serbia, and a broad knowledge of the EU and EU-Serbia relations. S/hc must have excellent drafting skills and substantial practical know-how of traditional and modern communication environment, concepts, tools, and methods.

S/he will liaise with and ensure effective and respectful relationships on common projects with counterparts in EU Member States embassies and cultural centres.

S/he will ensure that all networks have access to information materials and promo items, help them organise regular networking events, optimise their activities, and propose to support worthy initiatives, etc.

Working against tight deadlines, the Team Leader will also be responsible for administrative and financial aspects of the contract, as well as routine monitoring and  improvement  of perfonnance and reporting. S/he will motivate, lead and provide guidance to all non-key experts in perfonnance of their duties, and have a decisive role in ensuring efficient use of financial, material, infonnation and human resources, smooth daily operation and crisis management.

S/he should be able to work under pressure and in quickly changing infonnation  environment.  When required s/he will be expected to perfonn duties during weekends and holidays, as well as travel within Serbia (and exceptionally outside Serbia).
S/he will ensure discretion and trust in relations with the Contracting Authority.	/':Jl
 (
9
)The Team Leader will command the respect of all experts and interlocutors and wiJl)>fyhyJnain contact  point  and  reporting authority  for the EUD, working closely with the Proj,;ct;fyrt ¥5'I;
Head of Communication, Information and Media.	//   , 1 / //l//
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Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU la,n61.rnges - than those required for all staff - will be considered an asset.

General  professional experience

· Minimum 6, preferably 8 years of relevant professional experience Ill managmg communication and information assignments.

Specific professional experience

· Leadership and team management of minimum 2, preferably 3 large scale information or conununication assignments aimed at the general public (such as communication, advertising, campaigns, elections, public awareness campaigns, issue/policy advocacy, other);

· Experience in lecturing on EU topics, or moderating EU related events will be  considered
an asset;

· Managing at least one EU funded project will be considered an asset.

Key expert 2 - Senior Communication Advisor and Manager (minimum 220 days per period of 12 months, in total minimum 440 days)

S/he will be responsible for developing and implementing communication strategies for the EU Delegation activities as a whole and for each sector where the EU Delegation is engaged, under the supervision of the EU Delegation.

S/he will be responsible for conceptualising, creating, operationalising, coordinating and implementing all public information and communication campaigns envisaged under this contract and for coordinating and steering communication activities from EU-integration stakeholders and projects in Serbia. Each campaign proposal, submitted well in advance, will have a reference to strategy, clear and measurable objectives, key messages, and media and network engagement cmnponent.

S/he will be responsible for the research and analysis to plan and conduct the media and conununication activities, including media analysis, public opinion analysis, analysis of opinion leaders and influencers.

S/he shall develop and supervise the implementation of visibility campaigns and messaging for the EU overall and for sectors in which the EU is involved.
/l
S/he  will  be  in charge  of  developing  and  implementing  a  public diplomacy strategy/ 1j th? EU
Delegat10n  co_venng 111  particular  culture,. sport  and  youth and  a  strategy  to ensure1B;7·\7 Je ai 11
Jomt commumcat10n on EU issues with cil!zens, CSOs, busmess, etc.	/  ;  1 1 / //1_1   I  J
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Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency  in other EU languages -  than  those required  for all staff -  will  be considered an
asset.

General  professional experience

· Minimum 6, preferably 8 years of relevant professional experience working m communication, advertising, marketing or journalism and with or in media;

Specific professional experience

· Design and implementation of minimum 2, preferably 3 large scale information or communication campaigns aimed at general public (such as communication, advertising, campaigns, elections, public awareness campaigns, issue/policy advocacy, other);

· Leadership   and   team   management   of   minimum   1,   preferably   2,   information  or
communication  assignments  ai111ed  at  general public;

· Experience in cultural communication/diplomacy will be considered an asset.

· Experience in strategic and crisis communication will be considered an asset.

All experts must be independent  and free from conflicts of interest in the responsibilities they take
011.

6.1.2. Non-key experts
Profiles requiring five years or more of general professional experience will be considered senior experts. Others will be considered junior experts.
The profiles of the non-key experts for this contract are as follows:
Media Relations and Information Officer (minimum 220 days per period of 12 months, in  total minimum 440 days)

Mobile, dynamic and flexible, s/he will be based in Belgrade and will coordinate and implement activities related to relations with media. In close co-operation with the EU  Communication Officers, this expert will be the key contact point for Serbian media and in the lead of increasing presence of the EU in media and ensuring adequate media presence at EU related  events taking place in the EU Info Centre and in the field.

 (
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)S/he will provide close assistance to the EU Delegation on its communication ac!Jv1!Jes, in particular to the Head of Delegation and Head of Communication and will assist with,..slJ611-tenn
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reactions to external events, as well as crisis communication when needed.
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Tasks will_ include identifying and using to full exi_ent and promoting through media/7lf Y\i1iHtf opportumtles to lughhght the positive aspects of European mtegrat10n for Serbia, a$· we11t 91f J:R) assistance  to  Serbia  and  support  to reforms,  their concrete  benefits  for citizens.  SY!1e wiJl··Jfoifiii..
(//

identifying and mobilising cultural / sport and other influencers to promote the EU and EU activities in Serbia or its interests.

S/he will assist the ElJ Delegation in planning, preparing, organising or participating in drafting  and publication of information materials, Press Releases and delivering statements  in  public events, press conference and interviews.

In cooperation with the EU Delegation, s/he will draft and disseminate information materials and press releases. S/he will plan, prepare, organise the delivery of public statements, interviews in different media, and the participation in press conference and press briefings for ElJ officials - notably for the Head of the ElJ Delegation lo Serbia and for visiting high-level officials. Such interviews should be planned in a communication strategy and planning or should take place on an ad hoc basis and on request. S/he will provide support for ElJ officials to prepare and deliver the interviews and statements in Press Conferences and Briefings (briefings, draft answers, reviews, translations, set-up, photographs and videos if necessary... )
S/he will assist the ElJ Delegation in organising and implementing events and visits to Serbia (notably for high-level visits from ElJ Headquarters) and throughout  Serbia (notably for the Head of Delegation): agenda; visits; meetings; briefings; speeches; interviews; events; media; press releases and press announcement; social 1nedia; reporting.

S/he will prepare briefings and speeches for EU officials participating in events (whether they are organised by the ElJ Info Centre, the ElJ Delegation or by other organisers),  notably for the I-lead of the EU Delegation lo Serbia. Speech writing will be an important aspect of the task: in cooperation with relevant services of the ElJ and EU Delegation to Serbia, s/he should "translate" the information to deliver into well-drafted and convincing speeches for the specific audience and in a way which matches the style of the speaker. Excellent  coordination  with  the EU delegation will be needed for this.
S/he will be responsible for media monitoring and analyses and will be reactive to media developments.

S/he will be active in fighting disinformation.

Quaf!fications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Perfect c01mnand of English and Serbian lan6>uage (minimum level Cl), notably to write speeches;

· Fluency in other EU languages will be considered an asset.

General  professional experience
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· Minimum 2, preferably 3 years of professional experience in writing - in both English and Serbian·- public speeches, articles, news stories (including on areas of EU policies and EU integration process) to prominent media or with national coverage or equivalent.

· Previous experience in covering and reporting from visibility events of EU  funded projects, or events related to EU - Serbia relations or local prominent  institutions promoting European integration process in Serbia will be considered an asset.

· Experience in strategic and crisis communication will be considered an asset.

Two EU Communication Officers (each minimum 220 days per period of 12 months, in total each minimum 440 days)

Mobile, dynamic and flexible, they will be based in Belgrade and will steer, coordinate and implement communication activities related to all aspects of ensuring high visibility of  EU accession process and EU activities in Serbia, in line with the Communication strategy. Their role will be in particular to maximise the impact of the visibility of EU assistance in Serbia and steer communication activities which are developed across different EU-funded projects, programmes, and implemented by a diversity of stakeholders such as Serbian government, EU or International Organisations, bodies and agencies, NGOS+s and CSOs or other project implementers so that they are coordinated, integrated in wider political messages and enhance the communication  strategy and the campaigns launched by the European  Delegation  in Serbia. They will  work closely with the communication advisor and manager, and in interactions with programme  and  project managers in the EU, the EU Delegation, the relevant Serbian ministries (in particular the Ministry of European Integration and the Ministry of Finance, Department for Contracting and Financing of EU Funded programmes - CFCU) and implementers and beneficiaries of EU assistance projects  and programmes, the EUIP managers, and other non-key experts.

With their coordination and steering role, communication and visibility of EU policies, activities and assistance should be coordinated within and across sectors so as to increase impacts.

Responsibilities will include identifying and using to  full  extent  visibility  opportunities  to highlight the positive impact of EU assistance to Serbia and support to reforms, their concrete benefits for citizens. They will coordinate activities on EU  assistance  visibility  in  close cooperation with EU Delegation; source, produce and actively distribute quality success stories for use by the media, and publish on all media platfmms and in dedicated print and electronic publications; conceive and produce quality visibility and promo materials on EU assistance; contribute to designing and implementing a successful EU assistance  visibility strategy in Serbia and dedicated information campaigns/major events. They will be responsible for logistics and practical aspects of assistance visibility events, and coordinate all parties  involved  in  the execution.

They will engage in active and timely sourcing, writing, editing, quality control, production, and sending out of infonnation products relevant to assistance visibility and reforn1s (press announcements, press releases, 1nedia coverage/monitoring reports, other).

They will liaise between the Delegation, Government, project implementers and their Public Relation Officers, and beneficiaries. They will be responsible for updating and maintaini11g the database of EU funded projects and the Map of EU Funded Projects (http://mapa.euinfo.rs(/fhey
will show imagination and  creativity  in communicating  EU  assistance  and  EU  backef'.i; f\/t'l);IS, while at the same time ensuring  strict  application  of EU visibility guidelines. They  yl'i)l ;p)"ovlde 1
guidance   and   training   about   communication   and   visibility   to   relevant   stakeholdtps' /jr{.jtf{,/;1
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They will ensure quality control and production process of all leaflets, brochures, other publications. They will ensure all necessary copyrights, permits and registration.

They will organise and implement study, training and field trips, in or outside Serbia.

They will be in operational contact with the Communication, Information and Press section of the EU Delegation.

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU lan6ruages - than those required for all staff - will be considered an
asset.

General  professional experience

· Minimum   3,   preferably   4   years   of   relevant   professional   experience   working  in
communication1   adve1tising, 1narketing or journalism and with or in 1nedia;

Spec(fic prq/Cssional experience

· Experience in organising and delivering minimum  I,  preferably  2 large scale information or communication campaigns aimed at general public  (such  as  communication, advertising, campaigns, elections, public awareness campaigns, issue/policy advocacy, other);

· Previous experience in orgamsmg media visibility events of EU funded projects, EU institutions or local prominent institutions promoting European integration process  in Serbia will be considered an asset.

· Experience in moderating events and publishing will be considered an asset.

Audio-visual Producer (minimum 220 days per period of 12 months, in total minimum 440 days)

Mobile, dynamic and flexible, s/he will be in the lead of the EU Info Center's audio-visual production. S/he will supervise cooperation and partnerships with TVs and radio stations and key web portals using NV production. S/he will work in close co-operation with Media Relations and lnfon11ation Officer in order to build up and maintain regular working relationships with television and radio stations across the country. S/he will also work closely with the reporter and Web Editor and the social media officer to produce and disseminate audio-visual  material  on internet  and social media. The focus of his/her engagement will be to ensure:

· Frequent, regular or on-demand production for broadcasting or internet / social media posting of audio-visual  / television / radio / products (e.g. feature stories on ,EW, funded
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· Establishment of a working relationship with ex1stmg networks of local and regional television stations, with a purpose of offering video products and programme exchanges among network members

· Establishment of a media partnership with a national broadcaster or several of them (terrestrial and/or cable) with the aim of enhancing EU visibility and activities in the country.

· Occasion or regular video recording of statements hy EUD management members which would later be uploaded on YouTube, social networks and other relevant media.

S/he will regularly a!!end events and acquire first-hand information to produce quality A/Vs and/or source them through agencies. S/he will closely collaborate with EU Communication Officer and Social Media Officer. S/he should be able to record first audio-visual materials relevant for the objective  of!he contract.

S/he will provide website and social media content, working in close collaboration with  !he Reporter and Web Editor and acting as his/her back up as needed.


Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU languages - than those required for all staff - will be considered an asset.

General professional experience

· A minimum of 5, preferably 7 years of professional experience in the field of audio-visual production in television or news oriented audio-visual production.

Specific  professional experience

· Managing production or directly producing minimum 20 news reports of general  nature and minimum IO feature pieces (duration not less than 5 minutes) of general nature.

· Experience in producing innovative audio-visual materials for TV, internet, social media will be considered an asset.

· Previous experience in covering and reporting from visibility events of EU  funded  projects, or events related to EU - Serbia relations or local  prominent  institutions promoting European integration process in Serbia will be considered an asset.

· [image: ]Experience in production of EU activity related news reports and considered  an asset.

Reporter and Web Editor (minimum 220 clays per period of 12 months, in total minimum 440 clays)

Based in Belgrade and working under pressure and tight deadlines, s/he will source, write, edit and post daily news stories on the EU Delegation and EU Info centre websites, and regularly update non-news content. S/he will actively and operatively use information from EU institutions, EU Delegation, EU project managers and implementers, EU-related events and assistance visibility events in Serbia, as well as other EU sources, to maintain the websites as key reference points for news on EU-Serbia relations and events of EUINFONET.

S/he will contribute to producing A/V and social  media  content and should  be able to take photos
of  events and locations.

S/he will animate a lively network of journalists and media covering EU affairs in  Serbia (including a Media Club) to be able to respond to their needs and good ideas.

S/he will regularly (at least once a week) edit the weekly newsletter / e-mail with  latest news  stories and announces of forthcoming events that will be sent out to at least 600 media. She will  also regularly update networks developed and  maintained  in the framework of this contract, such as the EUTEKA network and EU-information relays in local govenunen! and municipalities. Drafting and sending press releases and media monitoring is pmi of the job. She will also assist the EU Delegation on providing regular information about EU activities in Serbia to Embassies of EU member States in Serbia, other embassies and International Institutions and to Headquarters.

In cooperation with other key and non-key experts, s/he will be  responsible  for  supporting activities of the networks developed and maintained in the framework of this contract, such as  Team Europe, EUTEKA network and EU-information relays in local government and municipalities. S/he will promote and suppmi these networks and involve them in events and campaigns. S/he will act as the contact point for the National Libra1y, and ref,>ularly update the EU in Serbia part ofthc Digital Library of the National Libra1y, and promote it through networks.

S/he will be in operational contact with the Communication, Information and Media section  of EUD.

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Perfect command of English and Serbian language (minimum level Cl);

· Fluency iu other EU languages will be considered an asset.

General  professional experience

· [image: ]Minimum  5, preferably  7 years of communication, journalistic  or a  similar
media sector;

Specific professional experience

· Minimum 2, preferably 3 years of professional experience in writing - in both English and Serbian - articles, news stories (including on areas of EU policies and EU integration process) to prominent media or with national coverage or equivalent.

· Minimum 2, preferably 3 years of professional experience in producing, editing and / or distributing written, audio-visual and electronic information material on internet and/or social media.

· Previous experience in covering and reporting from visibility events of  EU  funded projects, or events related lo EU - Serbia relations or local prominent  institutions promoting European integration process in Serbia will be considered an asset.

Events Officer (minimum 220 days per period of 12 months, in total minimum 440 days)

Highly mobile and flexible, s/he will contribute lo conceptualising, creating, operalionalising, coordinating and implementing all public information and communication events and campaigns envisaged under this contract. S/he will create, develop, organise and  fully  implement  highly visible and popular public events at the EUIC in Belgrade, as well as in other locations throughout Serbia. Contract envisages large scale outdoor public awareness campaigns and events, visits, lectures, debates, press conferences, networking events, conferences,  open  air  cultural/sports events, prize awarding ceremonies, other with the participation of the Head of Delegation, senior officials, and high-level visitors from Brussels. For each campaign, s/he will provide feedback (lessons learnt) and media coverage report lo the Delegation. Each event and campaign proposal, submitted well in advance, will have a reference to strategy, clear and measurable objectives, key messages, and media and network engagement component.

S/he is expected to have experience in working with different  target  groups  and/or  multipliers (civil societies, media, academia, government, business, other) preferably in Serbia. S/he will be responsible for all logistical requirements and practical aspects of information campai1,'l1s, ranging from the organisation, acquisition of all necessary permits and licences, coordination of all parties involved in the execution from team members to outside support staff or especially contracted personnel. S/he will work in close cooperation with the Senior Communication Advisor  and Manager and other non-key experts to ensure media components and partnerships for events and campaigns, and involvement of information multipliers and networks.

S/he will support public diplomacy activities of the EU Delegation: offering, proposing and organising I implementing snpport and sponsorships to public, cultural, sport, social youth events organised by other stakeholders.

S/he will create news content on EU-related and assistance visibility events that can be later re­ published  in the Serbian media.

Tight deadlines and crisis management  are part of the job.

Qualifications and skills
· Bachelor's  degree - where a university  degree has been awarded on completion of three or
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General professional experience

· Minimum 3, preferably 4 years of relevant professional experience in organisation and/or management capacity of large scale visibility events, public awareness or communication campaigns;

5]Jeq'fic professional experience

· Experience in a position of events organiser or similar (management position) in minimum 2, preferably 3 large scale communication events aimed at general public (marketing / advertising campaigns, elections, public awareness campaigns, issue/policy advocacy, other);

· Experience in organising large scale outdoor events, including knowledge of requirements, authorisations and procedures;

· Previous experience in organising visibility communication events of EU funded projects, EU institutions or local prominent institutions  promoting  European  integration  process will be considered an asset.

Social Media Officer (minimum 220 days per period of 12 months, in total minimum 440  days)

Based in Belgrade, s/hc will be responsible for communication through social media in close interaction with the EU Delegation. S/hc will be in charge of defining and implementing a strategy for social media, well integrated in the wider communication Strategy. S/he will be in charge of all social media accounts and of the daily content update, posts, discussions, moderation and management of social media sites. S/he will monitor activities  and discussions  and debates  on social media and will report on it and propose way to adapt communication on social media.

S/he will also assist the EU Delegation and in particular the Head of Delegation in managing and posting content on social media accounts. The language used for social media should be both Serbian and English depending on the medium and target group. In cooperation with other non-key experts, s/he will promote the networks and involve them in events and campaigns. When required s/he will be expected to perform duties during weekends and holidays.

In cooperation  with the Audio-visual Producer and the Repmter and Web Editor, s/he will produce
/ adapt / disseminate i1movative audio-visual and multimedia material, pictures, infographics, games, applications for social media and internet.

S/he will be in operational contact with staff of Infonnation  Section  of  EUD, in  pmticular  for social media. S/he must be able to work under time pressure and within short deadlines.

When required s/he will be expected to perform duties during weekends and holidays.

Qualifications and skills

· Bachelor's  degree - where a university  degree has been awarded on completion  oftlu·ee or

more years of study in a university or equivalent institution
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· Fluency  in other EU  languages -  than those required  for all staff -  will  be considered an
asset.

General  profC!ssional experience

· Minimum 3, preferably 4 years of communication, marketing, advertising, journalistic or a
similar career in the media sector;

Specific professional experience

· Minimum 2, preferably 3 years of experience in producing, editing and / or distributing written, audio-visual and electronic information material on internet and/or different popular social media.


EUIC Public Space Manager (minimum 220 days per period of 12 months, in total minimum 440 days)

S/he will be responsible for the smooth planning, organisation and running of all daily activities of the EUIC in Belgrade. S/he will be present during EUIC opening hours and responsible for coordinating the work of the EUJC support staff. Tasks range from: ensuring high visibility and interest in EUJC services from individual and group visitors, proactively organising group visits to EUIC and Delegation, speaking to them and inviting speakers, organisation of events in EUIC premises, organisation of other optimal customer service including public queries.

S/he will he responsible for making the EUIC an interesting, welcoming and lively place, attracting interesting exhibitions, events, speakers, guests. S/he will  offer  opportunities  to  other implementers of EU assistance projects and to other third parties to host events in the EUIC.

In addition, s/he will manage EUJNFO subscriptions, library collection, publications stocks and distribution, and organize presentations of new publications. S/he will ensure that shelves, newspapers and all EUIC facilities are operational and in good order. S/he  will  propose  and manage the selection of EU material and books displayed at the EUIC/EU!Ps and their distribution to all participants. S/he will be expected to moderate some public events in the EUIC. S/he will manage the EUIC calendar and announce events in EUIC public space on websites and social media.

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· [image: ]Fluency in other EU languages - than those required for all staff - will be considered an asset.

General  professional experience

· Minimum    3,   preferably    4    years of   relevant	professional
relations/conununication.

Specific professional experience

· Minimum 1, preferably 2 years of relevant professional experience in customer service and direct contact with the public;

· Experience in moderating events and/or lectures about EU will be considered an asset;

· Experience in lecturing will be considered an asset.

Two EUIP Managers (each minimum 220 days per period of 12 months, in total each minimum 440 days)

The Contractor should propose two Managers responsible for implementing activities of EU!Ps in Novi Sad and Nis respectively. EUIP Managers will work under the guidance of the Team Leader and coordinate activities on regional level with above listed non-key experts and supervise respective EUIP Public Space Managers.

EUIP Managers will be fully responsible for implementation of all contract ac!Jv1!Jes in their respective EU!Ps. They will also be responsible for the smooth functioning of the EUIP public space activities, social media, coordination of EUIP support staff'. and for local events. They will contribute to producing news and A/V items, maintain local contract databases and mailing lists.

They are expected to have experience in working with different target groups and/or multipliers in respective regions (civil societies, media, academia, government, business, other).

When required they will be expected to perform their duties during weekends and holidays. Tight deadlines and crisis management arc part of the job.

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU languages - than those required for all staff - will be considered an asset.

General professional experience

· Minimum 3, preferably 4 years of relevant  professional  experience in communication and
information;

Specific professional experience

· Team management experience in minimum 1, preferably 2 infonnation or communication assignments aimed at the general public (such as communication, advertising, campaigns, elections, public awareness campaigns, issue/policy advocacy, other).

Two EUIP Public Space Managers (each minimum 220 days per period of 12 months, in total each minimum 440 days)	/)
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activities, coordination of EUIP support staff, and will also be in charge of local social media accounts, in close coordination with the Social Media Officer. When required  they  will  be expected lo perform their duties during weekends and holidays. Tight deadlines and crisis management are part of the job.

S/he will be responsible for making the EU!Ps an interesting, welcoming and  lively  place, attracting interesting exhibitions, events, speakers, guests. S/he will offer opportunities to other implementers of EU assistance projects and to other third parties lo host events in the EU!Ps.

They will create, develop, organise and fully implement visible and popular public events in their respective regions and at respective EUIP public spaces. These may be outdoor public awareness campaigns and events, visits, lectures, debates,  press conferences,  networking  events,  conferences, open air cultural/spmis events, prize awarding ceremonies,  other. They will provide feedback  to the EUINFONET Team Leader providing objective overview with indicators of participation and 111edia coverage.

They are expected to have experience in working with different target groups and/or multipliers in respective regions (civil societies, media, academia, and government, business, other).

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university or equivalent institution

or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU languages - than those required for all staff - will be considered an asset.

General  professional experience

· Minimum 3, preferably 4 years of relevant professional experience 111 public relations/communication.

Specific professional experience

· Experience in a position of events organiser or similar (management position) in minimum 2, preferably 3 large scale communication events aimed at general public (marketing / adve1iising campaigns, elections, pnblic awareness campai.,'Bs, issue/policy advocacy, other);

· Minimum I, preferably 2 years of relevant professional experience in customer service and direct contact with the public will be considered an asset;

· Experience in moderating events and/or lectures about EU will be considered an asset;
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strong presence and coverage of EU assistance projects events and information, and to provide content on EU assistance for websites, publications and social  media. They will  write, edit  and post local and regional news stories and audio-visual (A/V) news materials for EUJC/EU!Ps website, and contribute with relevant news to EUIC/EU!Ps websites and social media accounts. They will regularly attend local and regional EU-related and assistance visibility  events  and acquire first-hand information to produce quality news. They will assist the European Union Delegation in preparing and implementing visits of EU officials (from the Delegation and the Headquarters) outside Belgrade {preparation of programme, briefings, media contact, report, etc.) In addition, they will be responsible for sending press releases and media monitoring. In coordination with EUIPs experts and support staff, they will also be responsible for the smooth functioning of the EU!Ps regular day-lo day activities.

Tight deadlines and crisis management arc part of the job.

Qualifications and skills

· Bachelor's degree - where a university degree has been awarded on completion of three or more years of study in a university

or equivalent institution or alternatively minimum 3 years of general professional experience in addition to the minimum number of years of general experience specified below will be considered equivalent;

· Fluency in other EU languages - than those required for all staff··- will be considered an asset.

General  pn (essional experience

· Minimum 3, preferably 4 years of relevant professional experience working in communication, advertising, marketing or journalism and with or in media;

/:i)Jecific professional experience

· Experience in organising and  delivering  minimum 1, preferably  2 large scale information or communication campaigns aimed at general public (such  as  communication, advertising, campaigns, elections, public awareness campaigns, issue/policy advocacy, other);

· Previous experience in organising visits media visibility events of EU funded projects, EU institutions or local prominent institutions promoting European integration process  in Serbia will be considered an asset;

· Experience in working with different target groups and/or multipliers in respective region (civil societies, media, academia, and government, business, other).

[image: ]The contractor should propose in the offer a pool of other non-key experts with a m1111mum number of working days which would be necessary for the fulfilment of the objectives and the performance of tasks and that are part of this contract, as well as specific tasks that might be required for implementation of a specific activity under the Contract.

Such functions may include but be not limited to:

· IT services;
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· production of specialised information and promotion materials, especially books, brochures, publications, NV  products, infographics, applications, games;

· provision of services and expertise on specific sectors, policies and / or competencies and techniques;

· technical maintenance of websites and swift uploading of information on websites.

Such Non-key Experts will have as a minimum requirement a Bachelor's degree - where a university degree has been awarded on completion of three years study  in  a  university  or equivalent institution, minimum 3 years work experience for junior and minimum 5 years of work experience for senior, be fluent in English and Serbian lani,'1.lage, and have expertise in the fields of communication, marketing, advertising, journalism and/or audio-visual production skills or similar or specific knowledge and / or competencies necessary to achieve the results needed by the project.

CVs for non-key experts should not be submitted in the tender but the tenderer will have to demonstrate in their offer that they have access to experts with the required profiles.
The Contractor must select and hire other experts as required according to the profiles identified in the Organisation & Methodology and/or these Terms of Reference. It must clearly indicate the experts' profile so that the applicable daily fee rate in the budget breakdown is clear. All experts must be independent and free from conflicts of interest in the responsibilities they take on.
The selection procedures used by the Contractor to select these other experts must be transparent, and must be based on pre-defined criteria,  including professional  qualifications, language skills and work experience. The findings of the selection panel must be recorded. The selected experts must be subject to approval  by the Contracting  Authority  before the start of their implementation of tasks.

6.1.3. Support staff & backstopping
The Contractor will provide suppo1i facilities to their team of experts (back-stopping) during the implementation of the contract.
Backstopping and support staff costs must be included in the fee rates.

The Contractor shall provide appropriate support and backstopping (at least 3 in Belgrade and I in each EUIP) in order to ensure effective and efficient implementation of the project  (e.g. support staff for smooth functioning of the EUIC in Belgrade and EU!Ps project office and public spaces in Nis and Novi Sad, financial and procurement assistant, IT maintenance, webmaster, NV technical support at EUIC and EU!Ps, secretaries/receptionists, handyman, driver, city transport  costs, outside subscription costs, etc.). No separate provision should be made.
The EUIC and EUIPs shall be adequately staffed without interruption, with the exception of Saturday afternoons, Sundays, public holidays and summer and winter holiday closure.
Adequate backstopping and support staff will ensure mobile and flexible technical, logistical and practical suppo1t to EUIC Belgrade, EU!Ps in Novi Sad and Nis, as well as in other locations in Serbia as required. This in particular applies to all mobilising stakeholders, meeting specialised logistical requirements of campaigns, events (both in and out-doors), and fairs, organisation of targeted media projects, organisation of pmiicular complex visit, producing original public<J,tions, coordination of all parties involved, etc.	/).,
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Office accommodation  of a  reasonable standard and of approximately  10 square  mMres foriij.ch	·---·-···­ expert working on the contract is to be provided by the Contractor and covered  by the fee 1'tes:·

Upon agreement with the Contracting Authority, some experts may be located al the EUIC/EUIP premises, especially those who are in direct contact with the management of the respective public spaces. Other experts should be located in project premises situated in Belgrade and preferably close to the EU info Centre or close to the EU Delegation.

6.3. [bookmark: _TOC_250009]Facilities  to be provided  by the Contractor
The Contractor shall ensure that expe1is are adequately supported and equipped. In particular it shall ensure that there is sufficient administrative, secretarial, and interpreting provision to enable expe1is to concentrate on their primary responsibilities and the smooth functioning of the EUIC in Belgrade and EU!Ps. It must also transfer funds as necessmy to suppmi its activities under the contract and lo ensure that its employees are paid regularly and in a timely fashion.
The Contractor will be in charge of the financial and administrative management of the EU Information Centre in Belgrade as well as the EU!Ps including all expenses (heating, electricity, water and sewage supply, installation and use of fixed telephone lines and internet cmmections, internet, insurance of the EUIC/EUJP premises, maintenance of equipment, cleaning services and any other related costs), and these will be covered by the provision for incidental  expenditure. Costs of official mobile phones which at least the key expert and EUJP Managers should possess will be covered by the fees of the Contractor.

The Contractor will make available, as necessary, a vehicle for performing the transpmiation requirements under the contract with a driver (e.g. storage deliveries from/to EUJC in Belgrade and or to EU!Ps throughout the country for project activities, travelling of experts  when  required within the country, media transportation  to events  outside of Belgrade, other). The vehicle must not be older than 5 years. All costs of the vehicle and driver  are to be covered  by the fee rates of the experts.

The Contractor will provide full IT support for the smooth operation of the EUJC and EUJPs and successful implementation of the contract.

If the Contractor is a consortium, the arrangements should allow for the maximum flexibility in project implementation. Arrangements offering each consortium member a fixed percentage of the work to be undertaken under the contract should be avoided.

6.4. [bookmark: _TOC_250008]Equipment
No equipment is to be purchased on behalf of the Contracting Authority/ partner country as pmi of this service contract or transferred to the Contracting Authority / partner country at the end of this contract. Any equipment related to this contract that is to be acquired  by the partner country must be purchased by means of a separate supply tender procedure.

6.5. [bookmark: _TOC_250007]Incidental expenditure
The provision for incidental expenditure covers ancillary and exceptional eligible expenditure incurred under this contract. It cannot be used for costs that should be covered by the Contractor as part of its fee rates, as defined above. Its use is governed by the provisions in  the  General Conditions and the notes in Am1ex V to the Contract. It covers the following categories of expenditures:
1. financial  and administrative management  costs of the EUIC in Belgrade and  EUJPs, such
as fixed telephone lines, heating, cleaning, security,  insurance, repairs, inten}C1:f ..f101.11ain,
photocopying  (not an exhaustive list) and rent of premises of EU info Centre;afp  'Ii Inf,5\
Pomts m case necessaiy dunng the course of the contract;	./  /  !  i  1 ! 11   1 :
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2. storage costs (external storage from main EUIC and EUii' premises of publications stocks, promo material, stands, roll ups, etc);

3. websites' and databases' management-related items/ services that cannot be conducted by experts, e.g. renting of servers

4. transport and dissemination costs;

5. travel costs and subsistence allowances for missions, outside the normal place of posting, unde1iaken as part of this contract. If applicable, indicate whether the provision includes costs for environmental measures, for example CO2 offseUing.

6. design, production and implementation of communication campaigns, including broadcasting costs, advertising, media buying, paid placement;

7. various audio-visual production, co-production or distribution  costs,  including broadcasting costs (radio, TV, generic products, animation, digital products, games, music, film, advertising in audio-visual, electronic and print media and on billboards, multimedia, press clipping, other);

8. organisation of or participation in public events in and outside of Belgrade (cultural/sport/social events, campaigns, promotion of EU visibility activities, networking events, infonnation sessions, debates, press conferences, seminars, trainings, round tables, etc.), including costs for invitation, venues, equipment rental, catering, fees and costs of performing artists etc.;

9. organisation of large scale events activities (volunteering costs,  manning stands, support for interactive games and other activities, Fair stand support, not an exhaustive list);

10. support to communication activities of EU Integration stakeholders in Serbia, multipliers, influencers and relevant networks such as Team Europe, EUTEKA, and EU-information relays in local government and municipalities;

11. designer, proofreading, layout, translation, pre-press, printing and branding costs;

12. costs of speakers for networking, lectures, trainings, seminars, events;

13. costs of engaging moderators, entertainers, personalities, for the purposes of public events organisation  or participation;

14. ceremonies and prizes (vouchers, tablets, study trips and  visits, equipment,  other) as part of campaigns, events, activities and competition;

15. possible prize trips and other trips and study tours for identified target groups;

16. promotional items and gadgets;

[image: ]I 7. costs of EU topic books/brochures and information material production, translation, printing or purchase;

18. photographic and video services;

19. paid placements in media;

20. campaign outputs and media buying.

21. renting ofteclmical equipment;

22. repair of equipment or replacement when equipment cannot he economically repaired;

23. costs of consecutive/simultaneous interpretation services;

24. press / media clipping and media monitoring services including media audience share / ratings (including TV);

25. opinion polls, focus groups, surveys, researches and analyses

26. sponsorship of cultural, sport, youth and social events;

27. support to third parties;

28. catering costs;

29. purchases related to the normal functioning of the EU info Centre and EU Info Points and related to implementing tasks defined in this ToR;

30. other communication related costs (internet, television and radio data measurement,  ratings, not an exhaustive list).

The provision for incidental expenditure for this contract is EUR 1.385.000. This amount must be included unchanged in the Budget breakdown.
Daily subsistence costs may be reimbursed for missions foreseen in these terms of reference or approved by the Contracting Authority, and carried out by the contractor's authorised  experts, outside the expert's nonnal  place of posting.

The per diem is a flat-rate maximum sum covering daily subsistence costs. These include accommodation, meals, tips and local travel, including travel lo and from the airport. Taxi fares are therefore covered by the per diem. Per diem are payable on the basis of the number of hours spent on the mission by the contractor's authorised experts for missions carried out outside the expert's normal place of posting. The per diem is payable if the duration of the mission is 12 hours or more. The per diem may be paid in half or in full, with 12 hours= 50% of the per diem rate and 24 hours
= I 00% of the per diem rate. Any subsistence allowances to be paid for missious undertaken as part of this contract mnst not exceed the per diem rates published on the website - hlli2://ec.europa.eu/eurgpeaid/funding/about-calls-tender/procedures-and-practical-guide-prag/diems en - at the start of each such mission.

The Contracting Authority reserves the right to reject payment of per diem for time spent travelling if the most direct route and the most economical fare criteria have not been applied.
Prior authorisation by the Contracting Authority for the use of the incidental expenditure is not needed with the exceptions of expenditures categories listed above in points 14, 15, 26 \Id  27 as well as any expenditure above EUR 2500.	/  /,
I I   I//      fI       I/

6.6. [bookmark: _TOC_250006]Lump sums
No Jump sums arc foreseen in this contract.

6.7. [bookmark: _TOC_250005]Expenditure  verification
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The provision for expenditure verification covers the fees of the auditor charged with verifying the expenditure of this contract in order to proceed with  the  payment  of any interim  payments  and final payments.

[image: ]The provision for expenditure verification for this contract is EUR 35.000. This amount must be included unchanged in the Budget breakdown.
This provision cannot be decreased but can be increased during execution of the contract.

7. [bookmark: _TOC_250004]REPORTS

7.1. [bookmark: _TOC_250003]Reporting  requirements
Please sec Atiicle 26 of the General Conditions. Interim reports must be prepared every six months during the period of implementation of the tasks. They must be provided along with the corresponding invoice, the financial rep01t and an expenditure verification report defined in Article 28 of the General Conditions. There must be a final report, a final invoice and the financial report accompanied by an expenditure verification report at the end of the period  of implementation of  the tasks. The draft final rep01t must be submitted  at  least one month before the end of the period of implementation of the tasks. Note that these interim and final reports arc additional to any required in Section 4.2 of these Tcnns of Reference.

Each report must consist of a narrative section and a financial section. The financial section mus! contain details of the time inputs of the experts,  incidental  expenditnrc  and  expenditure verification.

To summarise, in addition to the documents, rep01ts and output specified under the duties and responsibilities of each key expert above the Contractor shall provide the following reports:

	Name of report
	Content
	Time of submission

	Inception Report
	See section 4.2
	No later than 45 days after the start of the implementation

	Yearly report on EU Co111111unication activities  in Serbia
	· See section 4.2.1

· report should be on the EU Communication activities in Serbia (beyond outputs of this contract) and provide lessons learnt and recommendations for the next year

· Report should include statistical data

· Report should be drafted within a template agreed with or provided by the Contracting Authority
	November each year

	Progress	Reports (Interim Report 1 & Interim Report 2)
	· short description of progress (technical and financial) including problems encountered with analytical assessment and  lessons learned of each deliverable;

· description of planned activities for the ensuing 6 months accompanied by an invoice and the expenditure verification report 6- month perfonnance record of the contract, listing all activities undertaken,
	In June and December of every year as applicable ,.1
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	· monitoring of the situation 111 the EU information and comtnunication environn1enl and monitoring of project implementation

· table providing a detailed breakdown of the current state of the whole budget with provisional forecast of expenses (incidentals)
	

	Draft Final Report
	Short description of achievements including problems encountered and recommendations
	No later than 1 month before the end of the implementation
period.

	Final Report
	Short description of achievements including problems encountered and recommendations; a final invoice and the financial  report accompanied by the expenditure verification report.
	Within   1   month   of
receiving    comments on the  draft  final report  from  the Project	Manager identified 111 the contract.



7.2. [bookmark: _TOC_250002]Submission & approval of reports
Two copies of the reports referred to above must be submitted to the Project Manager identified in the contract. The reports must be written in English. The Project Manager is responsible for approving the repmts.
Upon the comments given by the Project Manager, the Contractor shall unde1take the best of its resources to reply and include them in the next submitted version, in a promptly manner.

8. [bookmark: _TOC_250001]MONITORING  AND EVALUATION

8.1. [bookmark: _TOC_250000]Definition of indicators
The performance of the Contractor will be judged upon reaching the pmvoses  of this contract  as well as obtaining its results, as indicated in the above Section 2.2 and 2.3 respectively.

Furthermore, the Contracting Authority will base its judgement on satisfactory performance of the Contractor under this contract on motivation, efficiency, reliability, quick response and professionalism of all the staff engaged under this contract, especially key experts.

The Contracting Authority shall monitor the successful implementation of activities carried out by the Contractor according to the following additional indicators:
· statistical data from EUIC and EU!Ps - number of visitors, number of queries, speed  of response, quality of customer services, presentation of public space premises;

· number of events/activities with satisfactory  number of participants/attendance;

· number / share of Serbian citizens reached by communication campaigns and who are ablf to correctly recall key facts about EU actions in Serbia (according to opinion polls}	/  /.
////  / /l
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· increase in reports/articles available in audio-visual, print and electronic national media on EU issues and EUIC/EUIP events/activities;
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· quantitative and qualitative number of EU information products produced and disseminated;

· quantitative and qualitative number of EUIC and EUii' led activities, events, campaigns and information products carried out and the quality and positive impact of these in the media;

· quantitative and qualitative number of visitors of EUD and EUIC/EUIP websites;

· number of libraries actively cooperating in communicating the EU in Serbia;

· press conferences, information sessions, media trainings and briefings to the  media  are organised and coverage of EU affairs in Serbian media is achieved.

8.2. Special requirements
In the course of implementation of all the activities under this Contract, as well as those relating to all the information and publicity products that arc to be produced under this  Contract,  the Contractor must follow the latest Communication and Visibility Manual for EU External Actions concerning acknowledgement of EU financing of the project.
The Contractor shall not_ use its company logo in connection to any activity carried on! in the context of this contract (e.g. on the publications, website, all other information products, any other insignia, etc.). The Contractor will propose a visual identity/logo for the EU in Serbia Communication Network and use it for all contract  activities. Repmis submitted to the Delegation in course of the implementation of the contract will be exempted from that requirement.

The Contractor and its staff will not make any public statements in regard to the execution of the Contract or Contract related issues without prior approval of the Contracting Authority.

By signing the contract, the Contractor agrees to hold in trust and confidence any information or documents ("confidential  information"  but also all internal  communication), disclosed/discovered or prepared to/by the Contractor in the course of or as a result of the implementation  of  the contract, and agrees that it shall be used only for the purposes of the contract implementation and shall not be disclosed to any third party. The Contractor is not to retain copies of any written information or prototypes developed or produced under the contract in its own archive and for its own use.

Any products made as part of this Contract are exclusive property of the Contracting Authority and cmmot be under any circumstances used by the Contractor and its team members, unless a special permission is obtained by EUD and are to be handed over at the completion of the contract.

* * *
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