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\ e OD”&N EN EUROPE
Mons - Belgium

Finance and Acquisitions Directorate Tel: +32 65 44 4816

Acquisition Management Branch Fax:

BP 18/A, Bld/bat 101
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POC: Elodie DUVAL
Date : 29 April 2025 Email: elodie.duval@shape.nato.int

SUBJECT: INVITATION FOR PROPOSAL (IFP) SH-25-04 FOR THE PROVISION TO SHAPE OF A COURSE
ON AUDIENCE ANALYSIS & TECHNIQUES TO EFFECT BEHAVOURIAL CHANGE.

Dear Madam or Sir,

Your company is hereby invited to participate in the Invitation for Proposal to provide a course on
audience analysis and techniques to effect behavioural change.

The Bid Closing Date for this IFP shall be on 27 May 2025 at 16.00 hours (Central European Summer Time).
In accordance with the Bi-SC Procurement Directive at reference, the bid opening is not public.

Partial bidding is NOT authorised.

The following documents are integral part of the present IFP:
The Invitation for Proposal IFP-SH-25-04 containing:

Part I: Bidding Instructions
Part Il SHAPE General Provisions
Part IIl: Section A: Special Provisions

Section B: Statement of Requirement (SOR) and its enclosures.

This IFP will be published via the ACO Electronic Bidding Portal at https://aco.procureware.com/home

Your attention is drawn to Part I, Bidding Instructions, which specifies the procedures to be followed when
submitting your proposal.

Sincerely,

(Original signed)
Elodie DUVAL,
Contracting officer
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PART | - BIDDING INSTRUCTIONS

1. GENERAL

The purpose of this contract is to provide a course on audience analysis and techniques to effect behavioural
change to SHAPE.

2. DEFINITIONS TO PART I

21. “NATO” shall refer to North Atlantic Treaty Organisation;

2.2. “ACO” shall refer to the Allied Command Operations;

2.3. “SHAPE” shall refer to the Supreme Headquarters Allied Powers Europe, located at 7010 SHAPE,
Belgium;

24, The term "Prospective Bidder"” shall refer to the entity that has completed and returned the
Enclosure of the transmittal letter of this IFP, and has indicated thereon its intention, without
commitment, to participate in the bidding;

2.5. The term "Bidder" shall refer to the bidding entity that has submitted a proposal in response to this
IFP;

2.6. The term "Contracting Officer" designates the official executing this invitation for proposals on
behalf of the NATO Supreme Headquarters Allied Powers Europe (SHAPE). Only duly designated
Contracting Officers have the authority to obligate SHAPE.

3. ELIGIBILITY

This IFP is open to proposals from firms that:

e originate and are chartered/incorporated within any of the NATO-member nations;

e maintain a professionally active facility (e.g. office/factory/laboratory) within NATO-member nations;

e are legally authorized, at the time of the bidding and afterwards in the event of contract award, to
operate the services described in this solicitation in the country where the services described in this
solicitation shall be provided,;

o have performed at least two contracts within the last five years substantially similar in scope and
magnitude to the requirements described in this solicitation.

4. DURATION OF THE CONTRACT

4.1 The contract shall be effective from its last date of signature until 315t December 2025, with the possibility, subject
to funds availability, of up to one one-year extension option. The Contractor shall not refuse to execute the option period if
SHAPE decides to exercise it.

4.2 Renewal is also dependent upon certification of satisfactory performance, during the previous year. Ratings reported
through the Contractor's Performance Evaluation System will play a key role in the award of the aforementioned
extension option.

4.3. The contracting officer will provide notice of intent in writing no later than 30 days before the expiration date of the
contract.

5. EXEMPTION FROM TAXES

According to the agreements (Article VIII of the Paris Protocol dated 28 Aug 1952, Article 151 of the COUNCIL
DIRECTIVE 2006/112/EC dated 28 November 2006), goods and services under the contract are exempt from taxes,
duties and similar charges. Where notwithstanding, these are imposed by national regulations, bidders will
enclose the list and the amounts of taxes, duties and similar charges which have been included in their bid, with
a justification.
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6. AMENDMENT OR CANCELLATION OF IFP

6.1. SHAPE reserves the right to amend or delete any one or more of the terms, conditions or provisions of
the IFP prior to the date set for the bid closing. An amendment or amendments to this IFP shall
announce such action;

6.2. SHAPE reserves the right to cancel, at any time, this IFP partially or in its entirety. No legal liability on
the part of SHAPE for payment of any sort shall arise and in no event shall a cause of action lie with
any bidder for the recovery of any costs incurred in connection with preparing or submitting a bid in
response hereto. All effort initiated or undertaken by the bidder shall be done considering and accepting
this fact. If this IFP is cancelled prior to the bid opening, the bids already received shall be returned un-
opened to the senders upon their request.

7. BIDDERS REQUEST FOR CLARIFICATION

7.1. Prospective bidders should seek clarification as soon as possible. Any explanation desired by a bidder
regarding the meaning or interpretation of this IFP, clauses or specifications, must be requested in
writing from the Contracting Officer. The Contracting Officer must receive such requests for clarification
no later than ten calendar days before the bid closing date.

7.2. Information given to a prospective bidder shall be furnished to all prospective bidders, as an
amendment to this IFP, only if such information is necessary to bidders in submitting offers or if the lack
of such information would be prejudicial to other bidders. Oral explanations or instructions shall not be
binding unless confirmed in writing by the Contracting Officer.

8. BID CLOSING DATE

Proposals shall be received at SHAPE via the ACO Electronic Bidding Portal at https://aco.procureware.com/home
no later than 27 May 2025 at 16.00 hours (Central European Summer Time) as indicated on the transmittal letter of
this IFP, or the authorised extension thereof. At that date and time the bidding shall be closed.

After the Bid Closing Date, the ACO eBid portal does not allow Bidders to submit bids in response to this IFP.

9. PROPOSAL WITHDRAWAL

A bidder may withdraw its proposal from the eBid portal up to the date and time specified for the Bid Closing Date by
clicking the appropriate button “Withdraw Bid”.

10. EXTENSION OF PROPOSAL CLOSING DATE

Any bidder may request directly to the SHAPE Contracting Officer (elodie.duval@shape.nato.int /
miguelangel.gomezsevillano@shape.nato.int) an extension of the proposal closing date. However, the request must
reach the Contracting Officer, in writing, not later than ten (10) calendar days prior to the bid closing date and must
include a strong justification for the request. The SHAPE Contracting Officer may, at his/her own discretion, grant an
extension of the proposal closing date.

11. PROPOSAL VALIDITY

Proposals submitted shall remain valid until 31 August 2025.

SHAPE reserves the right to request an extension of validity if a decision cannot be made within this time. Bidder shall
be entitled to either grant or deny this extension of validity; SHAPE shall automatically consider a denial as a withdrawal
of the Proposal.

12. CONTENT OF PROPOSAL

The Proposal shall consist of the following minimum documents:
a. Provision of administrative, financial and technical documents:
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1. Atechnical memorandum detailing the following minimum information:

The detailed content of the proposed training.

The teaching methods and materials used / provided to the trainees.

The course and organization of the sessions.

The profiles and detailed qualifications and experience of the training staff and the single

point of contact.

The bidder shall describe in detail all these elements in order to allow an optimal analysis of its
proposal. It shall in particular provide all information allowing SHAPE to verify that the minimum
requirements are fulfilled.

2. The experience and past performance of the bidder (Enclosure 1 to Part | hereto) :

SHAPE may contact the companies referenced and conduct verifications regarding the accuracy of the
references submitted by the bidder.

3. A document certifying that the company is covered by an insurance policy.

4. Bidder shall disclose ALL claims in excess of 250,000 € filed against them on ongoing and/or completed
contracts of a similar nature and duration. Bidder shall also disclose any on-going or past civil or criminal
litigation that pertain to contracts of a similar nature and duration.

Bidders shall also disclose names of their company’s executives or subcontractors who are
known to have been indicted or prosecuted for criminal offenses and indicate whether such
personnel are still active within the company.

In the event that the bidder has had no claims in excess of 250,000 € filed against them or has
not been involved in litigation or any criminal offenses as previously described, the bidder shall
provide a Statement attesting as such.

5. Any document/information as deemed necessary or appropriate by the bidder to support its proposal.

b. Provision of pricing documents:
6. Price Proposal. The Price Proposal shall be submitted in EURO currency on the attached PRICE
FORMAT (Enclosure 2 hereto) or a similar format. Bidders must note that partial bidding is not
authorised. Prices shall be without VAT.

Bidders undertake to establish their proposals in complete independence.

Any information exchange, agreement, or collusion among bidders and prospective bidders
to illegally restrain freedom of competition by agreement to fix prices, or otherwise, will render
the proposals of such bidders void.

SHAPE will take special care to detect signs of collusion, bid rigging or any other form of fraud
to limit competition on the part of bidders. These facts will be reported to the appropriate
authorities and may be prosecuted if found.

13. PROPOSAL EVALUATION

13.1. The best value approach will be adopted to award the contract under this solicitation considering
Price factors (60%) and Non-Price factors (40%).

13.2. The evaluation process shall be based on the information provided by bidders. SHAPE will not be
responsible for searching, locating or confirming any information, which is not clearly identified and
available in the proposal. SHAPE may waive informalities and minor irregularities in proposals
received at its sole discretion as long as such informalities and/or minor irregularities do not affect
the mandatory/essential evaluation criteria stated in this IFP.

13.3. Proposals will be evaluated by using a combination between pass/fail methodology and ranking
system among bidders based on the information/data submitted in the proposal packages received
in response to this solicitation. The list of criteria and methodology that SHAPE will use to conduct
the Proposal Evaluation are provided hereunder in Paragraph 13.7.

13.4. The first step of the evaluation phase will consist in the assessment of the administrative
compliance with the documents that bidders are required to submit in accordance with Paragraph
12 above (Selection criteria: Pass or Fail).

13.5. The second step of the evaluation phase will consist in the assessment of the technical compliance
with the mandatory requirements set out in Part Il hereto (Selection criteria: Pass or Fail).

13.6. The third step of the evaluation phase will consist in the assessment of the financial responsibility
using as a reference the Dun and Bradstreet (D&B) “Failure score” system. Any score lower than
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40 will result in the bidder’s proposal not being considered unless the bidder can provide proof of
financial soundness upon invitation by SHAPE (Selection criteria: Pass or Fail).

13.7. The fourth step foresees the evaluation of the Price and Non-Price Factors in accordance with the
following criteria:

- Price Factors, total of 60%

The price for the provision of a course shall be given a weighed score calculated as follows:
A =P1 min/P1 (i) x 60

P1 min = the lowest total price proposed for the provision of one session of a course.
P1(i) = total price proposed by the bidder for which the score is calculated.
A = Weighed price score

- Non-Price Factors, total of 40% broken down as follows:

The non-price factors will be assessed on the basis of the technical memorandum, curriculum vitae
and enclosure 1 to Part | provided by the bidder in its proposal. The non-price factors will be
assessed on the basis of the technical memorandum and enclosure 2 to Part | provided by the
bidder in its proposal.
e Sub-criterion A: Adequacy and completeness of the content of the course — 25 % of the total
final score (i.e. Price score + Non-price factor score).
e Sub-criterion B: Adequacy of the profiles and qualification of the training staff — 10 % of the
total final score.
e Sub-criterion C: Relevance of the organization and methodology to be implemented for the
performance of the services — 5 % of the total final score.

CLARIFICATION OF PROPOSALS

During the entire proposal evaluation process SHAPE reserves the right to clarify any proposal with the bidders in
order to clearly identify what is being offered and to resolve any potential areas of non-compliance. Besides, any
bidder may be requested to confirm, by demonstration, the technical content of its proposal.

AWARD

SHAPE will determine the ranking of the proposals and will select the Bidder whose conforming proposal
represents the best value solution for SHAPE, and demonstrates that it can fully accomplish the IFP
requirements.

DEBRIEFING

Bidders are eligible to receive a debriefing on the Award decision. To obtain that, bidders shall submit a written
request to the Contracting Officer within 5 working days of the date on which they receive notification of the
aforementioned decision.

RIGHT OF PROTEST / APPEAL

17.1. Right of Protest:

a. Prospective bidders may submit a written protest by registered letter within 10 working days
from the publication of the IFP and its specifications. The Contracting Officer will consider
the protest and make a decision that will be communicated in writing to the originator within
10 working days from the receipt of the written submission of a protest. The date of receipt
will be that of the registered letter receipt. The Protest shall stay the award until the
Contracting Officer communicates the decision. If the protest cannot be resolved amicably
with the Contracting Officer the IFP will proceed normally.

b.  An unsuccessful bidder may submit a written protest by registered letter within 5 working
days of the notification of the decision to award. If the protest cannot be resolved amicably
with the Contracting Officer, the ACO Head of Contracts shall assess the merits of the
protest. A decision will be rendered and communicated by email to the originator within 5
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working days from the receipt of the written submission of a protest. The date of receipt will
be that of receipt of the email by the Contracting Officer. The Protest shall stay the award
until the decision is communicated.

Right of Appeal:

An appeal may be submitted in writing via registered letter within 5 working days of receiving the
decision to the first level of protest as per the subparagraphs 17.1 here above, for review by the ACO
Head of Contracts. A final decision will be communicated in writing within 5 working days from the
receipt of the appeal. The Appeal shall not stay the award. Submitting a bid demonstrates acceptance
of these conditions and any limitations therein.

18. COMMUNICATIONS

19.

18.1.

18.2.

18.3.

Any communication related to this IFP, between a prospective bidder or a bidder and SHAPE shall only
be through the SHAPE Contracting Officer in the first instance. Designated SHAPE personnel shall
assist the Contracting Officer in the administration of this IFP. There shall be no contact with other
SHAPE personnel. This is to maintain all bidders on equal and competitive footing;

POINTS OF CONTACT:
Ms. Elodie DUVAL, Contracting officer

Telephone: +32 (0)65 44 4816
Email address: elodie.duval@shape.nato.int

or

Miguel Angel GOMEZ SEVILLANO,

Head, ACO Corporate Acquisition and Management Oversight Section
Tel: + 3265 44 68 61

E-mail: miguelangel.gomezsevillano@shape.nato.int

All correspondence shall be forwarded to:

FINANCE & ACQUISITION DIRECTORATE
Acquisition Management Branch
IFP-SH-25-04
POST BOX 18/A, Bldg 101
B - 7010 SHAPE, BELGIUM

“ZERO TOLERANCE POLICY”

19.1.

19.2.

19.3.

19.4.

All ACO Purchasing and Contracting personnel observes a "zero tolerance” policy and does not accept
any type of gift or any offer of hospitality. Bidders are therefore expected not to offer any gift or hospitality
during any phase of the acquisition process (i.e. pre-award, award, post-award).

By submitting a proposal in response to this IFP the bidders implicitly certify that neither the bidders nor
their agents or representatives have offered or given any gratuity whatsoever to any NATO personnel
with a view to securing a contract or favourable treatment with regard to the award, modification or
execution of any contract under this solicitation.

The Contracting Officer may, by registered letter, terminate any contract awarded as a result of this
solicitation at no cost to SHAPE without notice if it is found, after an investigation that gratuities such
as, but not limited to entertainment and gifts were offered or given by the Contractor to SHAPE
personnel with the respect to the award of any contract under this solicitation, or to the taking of any
decision regarding its execution.

If the Contracting Officer established that the provisions stated in paragraphs 19.1, 19.2 and 19.3 above
have been disregarded, the bidder(s) may be removed from any NATO source list after SHAPE will
have informed both NATO Commands and the relevant national authorities.
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Enclosure 1 to Part | — Past Experience

Tables: Past Performance — Description of the bidder’s experience

The bidder shall list/describe the services performed during the past 5 years of the same nature as those described
in the SOR (bidders can add as many lines as needed).

In accordance with Paragraph 3, Part |, the bidder can be declared not eligible to submit a proposal if it fails to
demonstrate that it is in possession of the required experience.

I. Table A - Experience to be taken into account to check the eligibility of the bidder in accordance
with Paragraph 3 to the biddings instructions, Part I' :

Project Title / Description? Period of Amount Customer Customer’s
performance contact
information

II. Table B - Experience to be taken into account as part of the assessment of the technical criteria
(Paragraph 13.7 of the bidding instructions, Part I) :

Project Title / Description? Period of Amount Customer Customer’s contact
performance information

(Bidder’'s Name and Signature) (Date)

' Bidders shall “have performed at least two contracts within the last five years substantially similar in scope and annual magnitude to
the requirements described in this solicitation.
2 The bidder shall describe how the service performed relates to the service matter of this contract.
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Enclosure 2 to Part | — Price proposal

PRICE PROPOSAL

This document shall be signed by a person duly authorized to bind the company.

Ms/Mr acting as on behalf of the

firm proposes to apply the following and is

committed to the truthfulness of the information provided in its entire proposal:

All prices shall be expressed in euros without VAT.

PRICE FOR 2025

U.M. Quantity for PRICE IN EURO VAT
PRICING ELEMENTS (Unit of 202%’ EXCLUDED PER
Measurement) SESSION

Provision of a course on audience analysis
and techniques to effect behavioural Lump Sum 1 session

change for maximum 30 attendees.

PRICE FOR 2026
(If option-year is exercised)
U.M. Quantity for PRICE IN EURO VAT
PRICING ELEMENTS (Unit of 202%’ EXCLUDED PER
Measurement) SESSION

Provision of a course on audience

analysis and techniques to effect 2 sessions

: : Lump Sum i
behavioural change for maximum 30 maximum
attendees.

(Signature and Date)
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PART Il - GENERAL PROVISIONS

1. DEFINITIONS

As used throughout the contract, the following terms shall have meanings as set forth below:

1.1.
1.2.
1.3.
1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.
1.11.

1.12.

“NATO” shall refer to North Atlantic Treaty Organisation;
“ACO” shall refer to the Allied Command Operations;
“SHAPE” shall refer to the Supreme Headquarters Allied Powers Europe, located at 7010 SHAPE, Belgium;

"Contracting Officer" designates the official executing this invitation for proposals on behalf of the NATO
Supreme Headquarters Allied Powers Europe (SHAPE). Only duly designated Contracting Officers have the
authority to obligate SHAPE;

“Contracting Officer’s Technical Representative” or “COTR” designates the staff element appointed by the
Contracting officer that has the authority to coordinate, monitor and control Contractor’s performance and
compliance with the technical requirements of the contract.

“Ordering Officer” means a staff member of SHAPE appointed in writing by the contracting officer to place
orders on to the contractor;

“Project Controller” means a staff member of SHAPE appointed in writing by the Chief, Engineer Branch for
the purpose of determining that the contractor has all required approvals and permits to execute the contract;

“Health, Environment & Safety Officer” means the staff member of SHAPE appointed by the Commander
of the International Headquarters and Support Command for the purpose of determining compliance with
health protection, hygiene and safety regulations;

“Contractor” designates the entity (firm or person) to whom the contract is awarded and on whose behalf duly
authorised persons shall execute it;

“Purchase Order” means the contractual document used by SHAPE to order supplies and services;
Unless otherwise specified in the contract, the term “Days” shall be interpreted as meaning calendar days.

“Force Majeure” means act of God, natural disaster, invasion or armed conflict (whether declared or not) and other
hostilities, revolution, rebellion or industrial disturbances, except whether solely restricted to the employees of the
Contractor, insurrection or riot, commotion or other disorder, ionizing, radiation or contamination by regular activity
from any nuclear fuel or waste, radio-active/toxic explosives or other hazardous properties of any explosives, nuclear
assembly of nuclear components thereof, or epidemics of contagious diseases or quarantine restrictions, or other act,
event or circumstance of a similar nature or force arising from circumstances beyond the control of the Parties which
could not reasonably be expected to have been taken into account at the time of the conclusion of the Contract and
which, or the consequences of which, the Parties could not reasonably have avoided or overcome.

2. APPLICABLE LAW AND REGULATIONS

2.1.

2.2.

2.3.

Except as otherwise provided in the contract, the contract shall be governed, interpreted and construed in
accordance with the Civil Law of the Kingdom of Belgium.

When performing at NATO Installations the contractor and its personnel (including also the sub-contractor’s
personnel, if any) shall comply with all applicable laws of the host nation and all relevant official NATO and
SHAPE/local installation Directives.

Both parties are under duty of good faith. The contract includes not only the specific terms, but also law and

customary practice applicable in the place where the contract is to be carried out and to the Type of Trade to
which the contract relates.

3. ORDER OF PREFERENCE

In the event of any inconsistency in the contract, unless otherwise provided herein, the inconsistency shall be resolved
giving precedence in the following descending order:

1st

The Part | of the Contract!

The Special Provisions and Statement Of Work (Part I1l);

' This document will be established and signed upon award
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- 39 These General Provisions (Part Il);
- 4%  The Contractor’s Proposal accepted by SHAPE.
The above documents form entire part of the contract.

4. AUTHORITY

Any modifications, including changes, additions or deletions and instructions under the contract shall not be binding
unless issued in writing by the contracting officer.

5. CONSUMER PROTECTION

SHAPE is a non-profit international organisation that shall use the goods and services ordered through the contract for
its own self-consumption and not for sale. Therefore, the contractor agrees that SHAPE must be treated as a consumer
for the purposes of the application of any benefits derived from prevailing regulations on consumer protection (e.g., all
applicable EU directives on the matter). Specifically, the contractor agrees to extend to SHAPE the same guarantees
and protection applicable to consumers in accordance with any of the stated regulations.

6. CONTRACTOR STATUS

The contractor's status shall be that of an independent contractor and it is expressly understood that neither the
contractor (nor its personnel) nor sub-contractors shall be considered in any respect as being employees, servants or
agents of NATO.

7. CONTRACTOR RESPONSABILITY

The contractor shall be responsible for the execution of all terms of the contract. It may not delegate its rights or transfer
its obligations without the prior permission of the contracting officer.

8. CONTRACTOR PERSONNEL

8.1. The contractor shall provide and pay, as required, qualified personnel as needed for the proper performance
of the services required under the contract; it shall strictly comply with all Belgian Labour Laws, tariffs and
social security and other regulations applicable to the employment of its personnel. Contractor may be required
to provide a copy of the employment contracts of its personnel.

8.2. Privileges and Immunities extended to SHAPE personnel are an exclusive right and as such not transferable
to the contractor and its employees. This includes the right to access and use the facilities managed and/or
operated by SHAPE's Community Services.

9. SUB-CONTRACT

9.1. The contractor may place, and shall be responsible for the administration and performance of all sub-contracts
that it deems necessary to meet the requirements of the contract in full. The contractor shall apply to the
contracting officer for approval before sub-contracting any part of the work. Should approval be granted, the
same documentation, related to the sub-contractor’s personnel to be employed at SHAPE, as stated in the
Clause titled “EMPLOYEES” herein, must be presented.

9.2. The designation of a sub-contractor must be approved by the SHAPE Contracting Officer, who may, for
reasons of his own, refuse such designation.

9.3. Even if a sub-contract is placed, the contractor remains responsible to SHAPE for all obligations it assumes
under the contract.

94. Sub-contractors shall be limited to persons and firms of member nations of NATO, unless specifically
authorised by the contracting officer.

9.5. The sub-contractor, if any, shall procure all permits and licenses necessary for the execution of the contract,
at no cost to SHAPE.

9.6. Cancellation of the present contract shall automatically terminate all sub-contracts, unless agreed otherwise
between SHAPE and the sub-contractors.

9.7 Sub-contracting of the totality of services / work under the contract is not authorized.

10. AUTHORISATION TO PERFORM

The contractor warrants:
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that it and its sub-contractors have been duly authorised to provide the required services and do business in
Belgium;

that it and its sub-contractors have obtained or shall obtain all necessary licenses and permits required in
connection with the contract;

that it and its sub-contractors shall fully comply with all the laws, decrees, labour standards and regulations of
Belgium during the performance of the contract;

and that no claim for additional moneys with respect to any authorisations to perform shall be made upon
SHAPE.

11. SECURITY

11.1.  The contractor shall comply with all security requirements prescribed by SHAPE and the National Security
Authority or designated security Agency of the Kingdom of Belgium.

11.2.  The contractor is responsible for the safeguarding of NATO classified information or any other information
labelled sensitive, entrusted to it or generated by it in connection with the performance of the contract. It
undertakes not to pass on to anyone outside its staff information provided for the performance of the contract,
or any information it may become privy to. It undertakes not to pass on such information or to use it for any
purpose whatsoever. Similarly, all contractor personnel employed at SHAPE shall be required not to disclose
any information they may become aware of in the performance of the contract.

11.3 Any known or suspected breaches of security or other matters of security significance shall be immediately
reported by the contractor to the contracting officer and to the SHAPE Security Officer.

114 The contractor ensures that its employees are informed that they may be searched when they enter or leave
SHAPE's premises.

11.5 The contractor shall place the sub-contractor, if any, under security obligations no less stringent than those
applied to its own contract.

11.6 If requested, the contractor undertakes to provide SHAPE Security Officer with an information sheet on all its
employees, before they take up their duties, using the form provided by that officer.

11.7 The contractor accepts to terminate immediately the duties at SHAPE of any employee whose presence is

deemed undesirable by SHAPE on the same day that such notification is given by the contracting officer or
SHAPE Security Officer, without SHAPE being required to state the reasons. Furthermore, in no case may
SHAPE be held responsible for the consequences of such a decision.

12. ACCESS CONTROL

Before commencing work on SHAPE’s premises, the contractor’'s personnel must be in possession of access cards,
and all its vehicles must display access permits. The request for these documents must be submitted to the COTR and
the contractor should plan 15 days to obtain these. The access cards and permits remain valid until the date indicated
on them; any renewal must be requested at least 15 days before the expiration date. Time lost due to the failure of the
contractor to request in a timely manner access cards and access permits shall not entitle him to a claim for lost time
or for an extension of the completion date for the performance of the contract.

13. INSURANCE

13.1.

13.2.

The contractor agrees to procure and maintain, without any cost to SHAPE, any workmen's compensation,
employees’ liability or other type of insurance required by Belgian Law.

The contractor agrees to procure and maintain, without any cost to SHAPE, a suitable civil liability insurance
to cover, on the one hand, damage which could be caused to SHAPE’s premises, e.g. by fire, and on the other
hand, injury to persons. This insurance shall be submitted to the contracting officer for verification of adequacy.

14. HEALTH, SAFETY AND ACCIDENT PREVENTION

14.1.

14.2.

The contractor shall comply with the European Union, Belgian Laws and Regulations on safety at work and
with the Regulations in force with regard to health protection, safety and hygiene.

If the contracting officer or the COTR notifies the contractor in writing of any non-compliance in the
performance of the contract, with regard to safety and health rules and requirements prescribed by applicable
national or local laws, ordinances and codes, and the contractor fails to take immediate corrective action, then
the contracting officer may order the contractor to stop all or part of the work until satisfactory corrective action
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has been taken. Such an order to stop work shall not entitle the contractor to an adjustment of the contract price or
other reimbursement for resulting increased costs or losses;

14.3.

14.4.

At any time, SHAPE Health, Environment & Safety Officer and Belgian labour inspection authorities shall be
entitled to inspect any contractor’s activities in order to guarantee that this clause is enforced.

The contractor shall comply with the Belgian Réglement Général pour la Protection du Travail (RGPT), with
the Belgian Code on well-being at work with the Federal and Regional Laws and Regulations on safety at
work, and with the Regulations in force at SHAPE with regard to health protection, safety and hygiene.

15. LABOUR AND MATERIAL STANDARDS

All labour and materials shall comply with all applicable International/European Norms, Regulations and Standards.

16. INSTALLATION WORKS AND VARIATIONS
Not applicable.

17. CONTRACTOR’S FURNITURE AND EQUIPMENT

17.1.

17.2.

17.3.

The contractor may furnish, install and maintain its own furniture and equipment without any cost or expense
to SHAPE. Approval from the contracting officer or its representatives is required prior to the installation of any
major item of contractor equipment. The equipment, furniture and fixtures provided by the contractor shall not
be removed without prior written approval of SHAPE and, in the event of removal all costs and expenses
thereof shall be borne by the contractor.

The contractor shall provide all appropriate equipment (tools, scaffolding, etc.), necessary for the completion
of the work. The contractor shall maintain their equipment during the work in order to avoid any delay or
accident. At the end of the contract, the contractor's equipment shall be evacuated from the area unless
otherwise agreed by the contracting officer.

The storage of the contractor's tools, equipment and material shall be the contractor's responsibility and shall
be confined to a designated area. Access to this area is possible only during working days and normal working
hours. The contractor remains sole responsible for the security of its stored equipment and supplies.

18. SHAPE FURNISHED PROPERTY (if any)

18.1.

18.2.

18.3.

18.4.

18.5.

SHAPE shall deliver to the contractor, for the use only in connection with the contract, the property stated in
the Part Il of the contract (hereinafter referred as “SHAPE furnished property”), at the times and locations
stated therein. If NATO furnished property suitable for its intended use is not so delivered to the contractor,
the contracting officer shall, upon timely written request made by the contractor and if the facts warrant such
action, equitably adjust any affected provision of this contract.

Title to SHAPE furnished property shall remain vested in SHAPE. The contractor shall maintain adequate
property control records of SHAPE furnished property in accordance with sound industrial practice.

Unless otherwise provided in this contract, the contractor, upon delivery to him of any SHAPE furnished
property shall assume the risk of, and shall be responsible for, any loss thereof, or damage thereto, except for
reasonable wear and tear, and except to the extent that such property is consumed in the performance of the
contract.

The contractor shall, upon completion of this contract, return all NATO furnished property, as may be directed
or authorised by the contracting officer.

The contractor shall not modify any SHAPE furnished property unless specifically authorised by the contracting
officer or directed by the terms of the contracts.

19. MAINTENANCE OF SHAPE OWNED PREMISES AND FIXTURES
Not applicable.

20. ON-SITE UTILITIES
Not applicable.

21. SITE PROTECTION
Not applicable.
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22. PROTECTION AND INDEMNIFICATION OF SHAPE

221.

22.2.

22.3.

22.4.

The contractor shall at all times hold SHAPE, its agents, representatives and employees harmless from any
and all suits, claims, charges and expenses which arise from acts or omissions of the contractor, its agents,
representatives, employees or sub-contractors.

The contractor shall indemnify and hold SHAPE harmless against claims for injury to persons or damages to
property of the contractor or others arising from the contractor's possession or use of SHAPE furnished
property, including facilities and utilities.

The contractor shall pay compensation for all damage occurring to any SHAPE’s property, facilities and
utilities, occasioned by the contractor, its agents, representatives, employees or sub-contractors, arising from
its or their presence on SHAPE’s premises in connection with the contract.

All property of the contractor while at SHAPE’s premises shall be at the risk of the contractor, and SHAPE
shall accept no liability for any loss or damage, except to the extent that any loss or damage is the result of a
wilful act or gross negligence on the part of SHAPE’s agents, representatives or employees.

23. PREFERRED CUSTOMER

23.1.

23.2.

24. PRICES

The contractor warrants that the prices set forth in the contract are as favourable as those extended to any
Government, Agency, Company, Organisation or individual purchasing like quantities of services covered by
the contract under similar conditions. In the event that prior to termination of the contract the contractor offers
any of such services in substantially similar quantities to any customer at prices lower than those set forth
herein, the contractor shall so notify SHAPE and the prices of such services shall be correspondingly reduced
by an amendment to the contract.

Price in this sense means “Base Price” prior to applying any bonus, export tax reductions, turnover tax
exemptions and other reductions based on National Policies.

Unless otherwise indicated in the contract, all prices are firm and fixed.

25. TAXES AND CUSTOMS CHARGES

251.

25.2.

25.3.

According to the agreements (Article VIII of the Paris Protocol dated 28 Aug 1952, Article 151 of the COUNCIL
DIRECTIVE 2006/112/EC dated 28 November 2006), goods and services under the contract are exempt from
taxes, duties and similar charges. Where notwithstanding, these are imposed by national regulations, bidders
shall enclose the list and the amounts of taxes, duties and similar charges which have been included in their
proposal, with a justification.

The contract price, including the prices in any sub-contracts hereunder, does notinclude any customs charges,
taxes or other charges levied by the member nations of NATO, or any political subdivision thereof, on the work
performed by the contractor or his sub-contractors under this contract.

Payment for all such charges shall be made directly to the concerned member nations of NATO or any political
subdivision thereof by SHAPE to the extent that SHAPE is not, by virtue of law, regulation or governmental
agreement, exempt from such charges and SHAPE shall hold the contractor and his sub-contractors harmless
therefrom. In the event such charges are levied against, and must be paid directly by, the contractor to his
sub-contractors, SHAPE shall reimburse the contractor the full amount of the charges upon receipt of the
contractor's invoice and appropriate documentation.

26. PERFORMANCE BOND / BANK GUARANTEE

26.1.

26.2.
26.3.

26.4.

If the contract foresees that the contractor deposits with SHAPE a Performance Bond this shall be a Bank
Guarantee in the form of an irrevocable letter of credit, or such other financial instrument issued by any
authorized banking institution acceptable to the contracting officer.

Limited or automatically terminated bank guarantees are not acceptable.

The bank guarantee shall usually represent 10 percent of the contractual amount or of the estimated
contractual amount.

The bank guarantee must be delivered to the contracting officer within 30 days of award of the contract.

27. CONTRACT EFFECTIVE DATE

The effective date of the contract is the date of last signature by the Parties, or a specific date set forth in Part | hereof.
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28. DURATION OF CONTRACT

The duration of the contract is stated in Part | of the Contract.

29. OPTIONS

SHAPE shall have the right to exercise any or all of the options, in whole or in part or none, at the terms and conditions
set forth in the contract.

30. CHANGES

30.1.

30.2.

30.3.

30.4.

Any changes, modifications, additions or deletions and instructions under the contract shall not be binding
unless issued in writing as formal amendments by the contracting officer and signed by both Parties in the
same manner as the contract.

The contracting officer may at any time, by a written order, make changes, within the general scope of this
contract.

If any such changes cause an increase or decrease in the cost of, or in the time required for the performance
of any part of the work under the contract, an equitable adjustment shall be made to the contract price. Then
the contract shall be modified in writing accordingly.

Failure to agree to any adjustment shall be a dispute concerning a question of fact within the meaning of the
Clause titled “DISPUTES” herein. However, nothing in this clause shall excuse the contractor from proceeding
with the contract as changed.

31. REGULAR WORKING HOURS AT SHAPE

31.1.

31.2.

31.3.

The work shall be performed on weekdays in accordance with the official working hours of SHAPE: 08:00H till
17:00H (Fridays: 15:30H). The contractor shall obtain from the COTR the list of the SHAPE holidays during
the period of performance for the contract.

Special requests shall be made to the COTR for permission to work outside normal SHAPE working hours or
on SHAPE holidays. Start times and planning of various stages of the work shall be co-ordinated with the
COTR and these times shall be adhered to.

Exceptionally, the contractor accepts that SHAPE may have a requirement that work be performed outside
the normal working hours. The financial compensation shall be mutually agreed between the contractor and
the contracting officer.

32. COMMENCEMENT, EXECUTION AND COMPLETION OF WORK

32.1.

32.2.

32.3.
32.4.

Unless the dates and the implementation schedule for the execution of the contract are set in the contract, the
contractor shall commence work within 30 working days after the date of his acceptance of the contract, or,
after receipt of a purchase order to execute the requested work. The contractor shall complete the entire work,
ready for acceptance and use, within one calendar year.

The contractor shall report in writing to the COTR any weather inclemency which may preclude the
continuation of work in accordance with the requirements of pamphlet "Marché Public” in force at the time of
execution of contract. The final date of the works completion shall be corrected in accordance with the
provisions of that document.

The time for completion of the work shall include final clean-up of the site.

Exceptionally or in the case of emergency, the contractor must be prepared to commence work on receipt of
a written site instruction signed by the Project controller and the COTR. This instruction will be issued on the
understanding that it will in the fullness of time be followed up with a formal purchase order. The contractor
undertakes to provide this level of readiness at no additional cost to SHAPE.

33. CONTRACTOR'’S NOTICE OF DELAY

33.1.

33.2.

In the event the contractor encounters difficulty in meeting performance requirements, or when it anticipates
difficulty in complying with the contract delivery schedule or date, it shall immediately notify the contracting
officer in writing, giving pertinent details. This data shall be deemed to be information only in character and
this provision shall not be construed as a waiver by SHAPE of any delivery schedule or date, or of any rights
or remedies provided by law or under the contract.

When such delay has been caused by the occurrence of any cause constituting Force Majeure and as soon
as possible, the contractor shall give notice and full particulars in writing to the contracting officer of such
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occurrence, as well as its claim for a reasonable extension in time for completion of its obligations under the
contract. If the contractor, in despite of that extension, remains unable by reason of Force Majeure to perform
its obligations and meet its responsibilities under the contract, SHAPE has the right to suspend or terminate
the contract on the same terms and conditions as are provided for in the clause titled “DEFAULT” herein.

34. LIQUIDATED DAMAGES

For each calendar day of delay in the performance of any relevant task or duty under the contract, and in lieu of actual
damage, the contractor shall pay to SHAPE as fixed, agreed, and liquidated damages, 0.1% of the total contract price,
less handling, transportation and taxes, to a maximum of 10% of the contract price. Alternatively, SHAPE may terminate
the contract in whole or in part as provided in the first paragraph of the “DEFAULT” clause and in that event the
contractor shall be liable, in addition to the excess costs provided in second paragraph of the “DEFAULT” clause, for
such liquidated damages accruing until such time as SHAPE may reasonably obtain delivery or performance of similar
supplies or services. The contractor shall not be charged with liquidated damages when the delay arises out of causes
beyond the control and without the fault or negligence of the contractor, as defined in third paragraph of the “DEFAULT”
clause and in such event, subject to the “DISPUTES” clause, the contracting officer shall ascertain the facts and extent
of the delay and shall extend the time for performance of the contract when in its judgement the findings of fact justify
an extension.

35. SHAPE DELAY OF WORK

35.1.

35.2.

35.3.

35.4

If the performance of all or any part of the work is delayed or interrupted by an act of SHAPE in the
administration of the contract, which act is not expressly or implicitly authorized by the contract, or by its failure
to act within the time specified in the contract (or within a reasonable time if no time is specified), an adjustment
shall be made for any increase in the cost of performance of the contract caused by such delay or interruption
and the contract modified in writing accordingly. Adjustment shall be made also in the delivery or performance
dates and any other contractual provision affected by such delay or interruption. However, no adjustment shall
be made under this clause for any delay or interruption (i) to the extent that performance would have been
delayed or interrupted by any other cause, including the fault or negligence of the contractor; or (ii) for which
an adjustment is provided or excluded under any other provision of the contract.

No claim under this clause shall be allowed (i) for any costs incurred more than twenty (20) days before the
contractor shall have notified the contracting officer in writing of the act or failure to act involved; and (ii) unless
the claim in an amount stated, is asserted in writing as soon as practicable after the termination of such delay
or interruption, but not later than the date of final payment under the contract.

No claim under this clause shall be allowed for any delay resulting from the restriction of access to SHAPE
facilities as a consequence of the conduct of security or safety exercises provided that such restrictive
measures do not exceed five (5) working days over a year period, and that the access restrictions are notified
by the contracting officer, in writing, to the contractor at least 10 days prior to their implementation.

No claim shall be made by the contractor for delays incurred in gaining access to SHAPE for contractor
employees, sub-contractors, suppliers and other personnel engaged in the work. In addition, where the
contractor is required to provide escort for personnel without appropriate security clearance, no claim will be
accepted. The contractor is expected to provide escort throughout the period where access is required.

36. STOP WORK ORDER

36.1.

36.2.

The contracting officer may, at any time, by written order to the contractor, require the contractor to stop all,
or any part, of the work called for by the contract for a period of ninety (90) days after the order is delivered to
the contractor and for any further period to which the parties may agree. Any such order shall be specifically
identified as Stop Work Order issued pursuant to this clause. Upon receipt of such an order, the contractor
shall forthwith comply with its terms and take all reasonable steps to minimise the incidence of costs allocable
to the work covered by the order during the period of work stoppage. Within a period of ninety (90) days after
a stop work order is delivered to the contractor, or within any extension of the period to which the parties shall
have agreed, the contracting officer shall either:

- cancel the stop work order, or

terminate the work covered by such order as provided in the "Termination for Convenience" clause of
the contract.

If a stop work order issued under this clause is cancelled, or the period of the order or any extension thereof
expires, the contractor shall resume work. An equitable adjustment shall be made in the delivery schedule or
contract price, or both, and the contract shall be modified in writing accordingly, if:

- the stop work order results in an increase in time required for, or in the contractor's cost properly
allowable to, the performance of any part of the contract and
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- the contractor asserts a claim for such adjustment within thirty (30) days after the end of the period of
work stoppage; provided that, if the contracting officer decides the facts justify such action, he may
receive and act upon any such claim asserted at any time prior to final payment under the contract.

36.3. If a stop work order is not cancelled and the work covered by such order is terminated for the convenience of
SHAPE the reasonable costs resulting from the stop work order shall be allowed in arriving at the termination
settlement.

37. DISPUTES

37.1.  Alldisputes arising from the performance of the contract shall be settled through amicable settlement between
the contracting officer and the contractor.

37.2. Should the contracting officer and the contractor fail to come to an amicable settlement of the dispute, the

dispute shall be settled in the competent Court of Belgium, arbitration councils included, unless otherwise
specified in the contract. In case of using the judicial avenue, the contractor shall waive the coverage of those
courts corresponding to its fiscal residence in order to rise before the competent Belgian court.

38. TERMINATION FOR DEFAULT

38.1.

38.2.

38.3.

38.4.

38.5.

SHAPE may, subject to the provisions of paragraphs below, by contracting officer’s written notice of default to
the contractor, terminate the whole or any part of the contract in any one of the following circumstances:

- if the contractor fails to provide or perform the services within the time and as specified herein or in any
extension thereof; or

- if the contractor fails to perform any of the other provisions of the contract, or so fails to make progress
as to endanger performance of the contract in accordance with its terms;

- and in either of these two circumstances does not resolve such failure within a period of ten days (or
such longer period as the contracting officer may authorise in writing) after receipt of notice from the
contracting officer specifying such failure.

In the event that SHAPE terminates the contract in whole or in part as provided in the paragraph above,
SHAPE may procure services similar to those so terminated and the contractor shall be liable to SHAPE for
any excess costs for such similar services. The contractor shall continue the performance of the contract to
the extent not terminated under the provisions of this clause.

Except with respect to defaults of sub-contractors, the contractor shall not be liable for any excess costs if the
failure to perform the contract arises from causes beyond the control and without the fault or negligence of the
contractor. If the failure to perform is caused by the default of a sub-contractor, and if such default arises from
causes beyond the control of both the contractor and sub-contractor, without the fault or negligence of either
of them, the contractor shall not be liable for any excess costs for failure to perform unless the services to be
provided by the Sub-contractor were obtainable from other sources in sufficient time to permit the contractor
to perform the contract.

If the contract is terminated as provided in the first paragraph of this clause, SHAPE, in addition to any other
rights provided in the clause, may require the contractor to transfer title and deliver to SHAPE in the manner
and to the extent directed by the contracting officer:

- any completed supplies and

- such partially completed supplies and materials, parts, tools, dies, jigs, fixtures, plans, drawings,
information and contract rights (hereinafter called "manufacturing materials") as the contractor has
specifically produced or specifically acquired for the performance of such part of the contract as has been
terminated; and the contractor shall, upon direction of the contracting officer, protect and preserve
property in the possession of the contractor in which SHAPE has an interest. Payment for completed
supplies delivered to and accepted by SHAPE shall be at the contract price. Payment for manufacturing
materials delivered to and accepted by SHAPE and for the protection and preservation of property shall
be in an amount agreed upon by the contractor and contracting officer; failure to agree such amount shall
be a dispute concerning a question of fact within the meaning of the clause of the contract entitled
"Dispute". SHAPE may withhold from amounts otherwise due the contractor for such completed supplies
or manufacturing materials such sum as the contracting officer determines to be necessary to protect
SHAPE against loss because of outstanding liens or claims of former lien holders.

If after notice of termination of the contract under the provisions of this clause, it is determined for any reason
that the contractor was not in default under the provisions of this clause, or that the default was excusable
under the provisions of this clause, the rights and obligations of the Parties shall, if the contract contains a
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clause providing for termination for convenience of SHAPE, be the same as if the notice of termination had
been issued pursuant to such clause.

Both Parties are under duty of good faith. The contract includes not only the specific terms, but also law and
customary practices applicable in the place where the contract is to be carried out and to the Type of Trade to
which the contract relates.

39. TERMINATION FOR CONVENIENCE OF SHAPE

39.1.

39.2.

39.3.

39.4.

39.5.

The performance of work under the contract may be terminated by SHAPE in accordance with this clause, in
whole or in part, whenever the contracting officer shall determine that such termination is in the best interest
of SHAPE. Any such termination shall be effected by delivery to the contractor of a Notice of Termination
specifying the extent to which performance of work under the contract is terminated and the date upon which
such termination becomes effective.

After receipt of a Notice of Termination and except as otherwise directed by the contracting officer, the
contractor shall:

- stop work under the contract on the date and to the extent specified in the Notice of Termination;

- place no further orders or sub-contracts for material, services or facilities, except as may be necessary
for completion of such portion of the work under the contract as is not terminated;

- terminate all orders and sub-contracts to the extent that they relate to the performance of work terminated
by the Notice of Termination;

- settle all liabilities and all claims arising from such termination of orders and sub-contracts, with the
approval or ratification of the contracting officer, to the extent he may require, which approval or
ratification shall be final for all the purposes of this clause;

- transfer title of property and deliver to SHAPE in the manner, at the times, and to the extent, if any,
directed by the contracting officer:

o the fabricated parts, work in process, completed work, and

o the completed or partially completed plans, drawings, information, and other property which, if the
contract has been completed, would have been required to be furnished to SHAPE;

- complete performance of such part of the work as shall not have been terminated by the Notice of
Termination.

After receipt of a Notice of Termination, the contractor shall submit to the contracting officer its termination
claim, in the form and with certification prescribed by the contracting officer. Such claim shall be submitted
promptly but in no event later than three months from the effective date of termination. Upon failure of the
contractor to submit its termination claim within the time allowed, the contracting officer may determine, on the
basis of information available to him, the amount, if any, due to the contractor by reason of the termination
and shall thereupon pay to the contractor the amount so determined.

When such claim has been submitted, and the Contractor and the Contracting Officer agree upon the whole
amount to be paid, SHAPE shall thereupon pay to the Contractor the amount so determined. In the event of
failure to agree upon that amount, SHAPE shall pay to the Contractor the amount determined by the
Contracting Office. The total sum to be paid to the Contractor under this paragraph shall not exceed the total
Contract price as reduced by the amount of payments otherwise made and as further reduced by the contract
price of work not terminated;

Unless otherwise provided for in the contract, or by applicable statute, the contractor, from the effective date
of termination and for a period of three years after final settlement under the contract, shall preserve and make
available to SHAPE at all reasonable times at the office of the contractor but without direct charge to SHAPE,
all its books, records, documents and other evidence bearing on the costs and expenses of the contractor
under the contract and relating to the work terminated hereunder, or to the extent approved by the contracting
officer, photographs, micro-photographs, or other authenticated reproductions thereof.

40. SPECIAL TERMINATION CLAUSE

40.1.

If at any time, while the contract is in force, either party find itself in one of the following situations:
- Death, supervened incapacity or extinction of its legal entity;

- Declaration of bankruptcy, reorganisation of debts, take over by a trustee, or any other legal status
implying lack of capacity to enter new financial liabilities;
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- Change of activity in such a manner that it becomes incompatible with the purpose of the contract;

then, the other party shall be entitled to terminate the contract upon giving written notice of termination under
the provisions of this clause to the other party. Such termination shall not be considered as termination for
convenience and shall be effective on the date stated on that notice of termination.

However, notwithstanding the above, SHAPE may terminate the contract immediately without compensation
or advance notice if it is unable by reason of Force Majeure to perform its obligations under the contract, or if
NATO were to undergo a major reorganisation or cease to occupy the current premises in its actual location.

41. DOCUMENTATION

41.1.

41.2.
41.3.

41.4.

Any document which is required to be submitted for SHAPE review and approval shall be categorised by
SHAPE as follows:

- Approved;

- Conditionally approved subject to the incorporation by the contractor of SHAPE comments;
- Not approved for the reasons stated by SHAPE.

No contractual relief shall be granted for documents not approved.

All documents to be submitted by the contractor, unless specified differently in the contract, shall be submitted
in three (3) hardcopies and on “soft” support (one copy), the latter if available in a form to be agreed between
the contractor and SHAPE.

SHAPE reserves the right without further payment to reproduce and/or translate, in whole or in part, for sole
use in SHAPE, any or all documentation supplied by the contractor under the contract.

42. SHAPE PROVIDED DRAWINGS
Not applicable.

43. AS BUILT DRAWINGS
Not applicable.

44. TECHNICAL BROCHURES AND MAINTENANCE PLANNING
Not applicable.

45. MARKING AND LABELING
Not applicable.

46. NOTICE OF SHIPMENT
Not applicable.

47. SAFETY TESTS AND INSPECTIONS

47.1.

47.2.

Unless otherwise specifically provided for in the contract, all equipment, materials and articles incorporated in
the work covered by this contract are to be new and of the most suitable grade of their respective kinds for the
purposes intended. All workmanship shall be first class.

It is the Contractor’s responsibility to obtain, at no additional cost to SHAPE, the suitable official certificates
for all parts, equipment and installations that before putting into use and because of Belgian safety regulations
require tests or inspections by formally recognised agencies or firms. This includes but is not limited to tanks,
generators, transformers, gas lines, boilers, pressure vessels, electrical installations, lifts, elevators, and fire
detection systems. It is the contractor's responsibility to ascertain the necessity or otherwise of such
inspections. The certificates, together with the validated test reports, shall be available and submitted to the
COTR prior to the start of the acceptance testing by SHAPE. In case of a disagreement between the COTR
and the contractor concerning the conformity of materials and equipment, tests may be called for by SHAPE,
whereby in the event of failure of the item under test, all costs associated with the tests costs shall be at the
contractor's expense. All new electrical and mechanical installations or modifications must be inspected and
accepted by a certified inspection agency when required by Belgium or EU regulations.
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All supplies (which terms throughout this clause includes without limitation raw materials, components,
intermediate assemblies, and end products) shall be subject to inspection and test by SHAPE, to the extent
practicable at all times and places including the period of manufacture, and in any event prior to acceptance.

If any inspection or test is made by SHAPE on the premises of the contractor or sub-contractor, the contractor
without additional charge shall provide all reasonable facilities and assistance to SHAPE inspectors in the
performance of their duties. If SHAPE inspection or test is made at a point other than the premises of the
contractor or a Sub-contractor, it shall be at the expense of SHAPE except as otherwise provided in this
contract. In case of rejection SHAPE shall not be liable for any reduction in value of samples used in
connection with such inspection or test. SHAPE reserves the right to charge to the contractor any additional
cost of SHAPE inspection and test when supplies are not ready at the time such inspection, when test is
requested by contractor or when re-inspection or retest is necessitated by prior rejection. Failure to inspect
supplies shall neither relieve the contractor from responsibility for such supplies as are not in accordance with
the contract requirements nor impose liability on SHAPE therefore.

In case any supplies are defective in material or workmanship or otherwise not in conformity with the
requirements of this contract, SHAPE shall have the right either to reject them (with or without instructions as
to their disposition) or to require their correction or to accept them against reduction in price which is equitable
under the circumstances.

In case of a disagreement between the COTR and the contractor concerning the conformity of materials and
equipment, tests may be called for by SHAPE, whereby in the event of failure of the item under test, all costs
associated with the test costs shall be at the contractor's expense.

The inspection and test by SHAPE of any supplies does not relieve the contractor from any responsibility
regarding defects or other failures to meet the contract requirements which may be discovered prior to
acceptance.

48. ACCEPTANCE

48.1.

48.2.

48.3.

Acceptance is the action by which SHAPE acknowledges that the contractor has fully demonstrated that the
deliveries are complete and operational.

Acceptance or rejection of supplies or works shall be made as promptly as practicable after delivery or
completion, except as otherwise provided in the contract. For supplies, at the time and place of delivery,
inspection will only be made on the exterior state of the packaging and its accompanying documents. Any
damage will be noted on the delivery documents, dated and signed.

Acceptance will occur when the following requirements have been met:

- Availability at final destination of all deliverables;

- Successful completion of acceptance testing;

- Satisfactory completion of all training or other services, if any, required by that date.
48.3.1.  Provisional Acceptance:

Provisional Acceptance will occur when the works required under the individual purchase order is
substantially complete but discrepancies exist. In this case:

- The COTR or his nominated deputy and the contractor shall agree and establish a list of
discrepancies with corresponding clearing dates;

- SHAPE reserves the right to withhold from payment an amount commensurate with the
importance of these, which in any case will be less than 10% of the total contract price,
excluding options, until all discrepancies are solved.

48.3.2.  Final Acceptance:

Final Acceptance will occur when either no discrepancies exist or the recorded discrepancies have
been corrected. It shall be conclusive, except for latent defects, fraud, gross mistakes amounting
to fraud, or otherwise stated in the contract.

49. TITLE TOP PROPERTY AND RISK OF LOSS

49.1.

49.2.

Unless this contract specifically provides for earlier passage of title, title to property of the supplies covered by
this contract shall pass to SHAPE upon formal acceptance, regardless of when or where SHAPE takes
physical possession.

Unless this contract specifically provides otherwise, risk of loss or of damage to supplies covered by this
contract shall remain with the contractor until, and shall pass to SHAPE upon:
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- delivery of the supplies to a carrier, if transportation is Ex Works (EXW);!

- acceptance by SHAPE or delivery of the supplies to SHAPE at the destination specified in this contract,
whichever is later, if transportation is Deliver at Place (DAP)?;

49.3. Notwithstanding 49.2. above, risk of loss of or damage to supplies which so fail to conform to the contract as
to give a right of rejection shall remain with the contractor until cure or acceptance by SHAPE.

49.4.  The contractor shall not be liable for loss of or damage to supplies caused by the negligence of officers, agents
or employees of SHAPE acting within the scope of their employment.

50. WARRANTY
Not applicable.

51. SERVICE PARTS AND AVAILABILITY
Not applicable.

52. INVOICES

Invoices shall contain: contract number, item number, contract description of supplies or services, sizes, quantities, unit
prices (exclusive of taxes or duties for which relief is available) and extended totals.

53. PAYMENTS

53.1. Payments for all supplies and services shall be made within the following month when properly supported and
acceptable invoices submitted upon completion of delivery, or of the works, inspection, and acceptance, have
been received.

53.2. No payment shall be made with respect to undelivered supplies, work not performed and/or services not
rendered under the contract.

53.3. Payment shall be made in the currency or currencies of the contract and the contractor shall bear all related
charges.

53.4. SHAPE shall not bear any cost related to financial guarantees, which the contractor is required to provide
under the contract.

54. ASSIGNMENT OF CLAIM

No assignment of claim shall be made by the contractor without prior written authorisation from the contracting officer.

55. AUDIT

SHAPE audit personnel or any person designated by the contracting officer shall have the right to inspect or audit the
contractor's account books and to make such inspections or audits as may be considered necessary to verify and
ensure strict compliance with all provisions of the contract and with the applicable SHAPE Directives.

56. CORRUPTION AND ILLICIT GRATUITIES

56.1.  The contractor certifies that neither it nor its agents or representatives have offered or given any gratuity
whatsoever to any SHAPE personnel, with a view to securing a contract or favourable treatment with regard
to the award, modification or execution of the contract.

56.2. SHAPE may, by registered letter, terminate the contract without notice if it is found, after an investigation
instituted by SHAPE, that gratuities (in the form of entertainment, gifts or others) were offered or given by the

" From INCOTERM - EXW — Ex Works (named place of delivery).The seller makes the goods available at its premises.

2 From INCOTERM 2020: DAP — Delivered at Place (named place of destination).
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contractor to SHAPE personnel with respect to the award of the contract or to the taking of any decision
regarding its execution.

57. RELEASE OF NEWS/INFORMATION

57.1.

57.2.

No news release (including photographs and films, public announcements, etc.) on any part of the subject
matter of the contract shall be made by the contractor without prior written approval by the contracting officer.

Furthermore the contractor shall, in no other manner whatsoever use the name, emblem or official seal of
NATO and/or SHAPE in connection with its business or otherwise.

58. INCONSISTENCY BETWEEN ENGLISH VERSION AND TRANSLATION OF CONTRACT

In the event of inconsistency between any terms of the contract and any translation thereof into another language, the
English language meaning shall prevail.

59. CONTRACT ADMINISTRATION AND COMMUNICATIONS

59.1.

59.2.

59.3.

59.4.

59.5.

The contractor shall direct all inquiries, notices and communications regarding the contract to the contracting
officer.

All inquiries, notices and communications which may be personally delivered, mailed, or copied to the address
indicated in Part | hereto.

All inquiries, notices and communications between the contractor and SHAPE shall be written in English and
in all correspondence the contract number shall be mentioned.

Any discussion/negotiation between contractor and contracting officers or COTR shall be recorded in Minutes
which shall be signed by authorised representatives of both contractor and SHAPE. All minutes are considered
to be a summary record of discussions and specific actions to be undertaken by the parties as a result of
meeting.

If, however, it is considered by either party that certain discussions and decisions fall outside the scope of the
contract, then this fact should be recorded at the time and contract amendments will be necessary prior to any
action. In this respect it is stated that any changes or instructions which are to be binding shall be given in
writing only by the NATO Contracting Officer.
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PART lll - SECTION A — SPECIAL PROVISIONS

1. TYPE OF CONTRACT AND SCOPE

This an indefinite delivery type of contract for the provision to SHAPE of a course to train analysts in methods and
techniques to assess audiences and effect behavioural change.

The provision of a course is subject to the prior issuance of purchase order duly signed by an authorized
contracting officer.

2. DURATION OF THE CONTRACT

2.1 The contract shall be effective from its last date of signature until 31st December 2025, with the possibility,
subject to funds availability, of up to one one-year extension option. The Contractor shall not refuse to execute the option
period if SHAPE decides to exercise it.

2.2 Renewal is also dependent upon certification of satisfactory performance, during the previous year. Ratings
reported through the Contractor’s Performance Evaluation System will play a key role in the award of the
aforementioned extension option.

2.3. The contracting officer will provide notice of intent in writing no later than 30 days before the expiration date
of the contract.

3. ACCREDITATION REQUIREMENTS

Throughout the whole duration of the contract, the Contractor shall:

e  Originate and be chartered/incorporated within NATO-member nations.
Maintain a professionally active facility (e.g. office/factory/laboratory) within NATO-member nations.
Work in the field of required services and be legally authorised to operate in Belgium.
Ensure that all personnel engaged on the contract have the necessary qualifications and work permit.
Conform to a recognized Quality Assurance model.

4. COMPLIANCE WITH LAWS, DIRECTIVES AND NORMS

The Contractor shall:

e  Comply with all relevant Belgian, social, fiscal and administrative legislation.

e Provide updated certificate(s) from its insurer stating that it is covered for third party liability and work
accidents for all personnel assigned to the contract.

e Inaccordance with Belgian laws, compliance with the above requirements is an essential condition for
SHAPE to proceed with the payment of received invoices for works under this contract from the
Contractor. Contractor compliance can be verified at any time by either the SHAPE Contracting Officer
or the COTR.

5. EXEMPTION FROM TAXES
According to the agreements (Article VIII of the Paris Protocol dated 28 Aug 1952, Article 151 of the COUNCIL
DIRECTIVE 2006/112/EC dated 28 November 2006), goods and services under the contract are exempt from taxes,

duties and similar charges. Where notwithstanding, these are imposed by national regulations, bidders will enclose the
list and the amounts of taxes, duties and similar charges which have been included in their bid, with a justification.

6. PRICES

6.1 This contract is awarded for firm fixed prices. It will be established in Euro, VAT excluded.
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6.2 The prices shall include all costs incurred by the Contractor in the performance of this Contract with the
exception of the travel expenses referred to in Paragraph 7, Section A to Part Ill and Paragraph 7, Section B to
Part 11l below.

6.3 Costs associated with travel for services performed outside of SHAPE or Contractor's premises shall be
charged at actual cost under the conditions set forth in Paragraph 7 below.

7. CONTRACTOR’S PERSONNEL TRAVEL

Contractor providing the training may be required to travel to the location where the course shall be provided as
per Paragraph 7, Section B to Part lll below.

Contractor’s personnel travel is undertaken on a strictly cost reimbursable basis.

Before starting any kind of travel at SHAPE expense, the contractor shall seek prior written approval from the
COTR. SHAPE will not reimburse any travel costs or per diem incurred by the Contractor’s personnel without
appropriate authorization by the COTR.

For the sake of authorization / reimbursement of travel expenses and per diem, the COTR will refer to the ACO
(Allied Command Operations) Directive 060-050, Travel on International Duty. To that extent, he/she will establish
a ceiling for the contractor “not-to-exceed”.

A summary of pre-approved travel dates and related itineraries, travel expenses, scanned images of signed
charges and the traveller’'s claim receipts shall be submitted along with the contractor’s invoice.

The Contractor is responsible for all liabilities during performance of travel.

8. INVOICES AND PAYMENT

8.1. Payment under this contract will be made in EURO within 30 days from the date of receipt of a
properly supported and acceptable invoice submitted after completion of the service and delivery
of the requested deliverables.

8.2. The invoice shall be addressed to SHAPE Accounts Payable Building 101, room D 315, B - 7010
SHAPE, BELGIUM, at shapeaccountspayable@shape.nato.int and contain:

- Its reference and issue date;

- The Purchase Order number ;

- The description of deliverables provided/services performed;

- The unit prices (exclusive of taxes and duties);

- The total amount to be paid;

- The bank account details where the Contractor will receive the payment;

8.3 All supporting documentation shall be provided in attachment to the invoice for the expenses
reimbursed at cost as per Paragraph 7, Section A to Part Ill and Paragraph 7, Section B to Part
lll. These supporting documents shall give evidence of the reality of the expenditure and may be
subject to verification by SHAPE.

8.4. The standard principle applied by ACO HQs is that payment will only be made upon full
compliance with all contract terms by the contractor.

8.5. Each party shall bear its own costs for Electronic Fund Transfers related to any and all payments
in the execution of this contract.

8.6 No advance payments may be made. The Contractor can request partial payments, upon
completion of services and/or supply of deliverables. The request shall be made in writing to
SHAPE and a progress payment plan decided.

9. OTHER DIRECT COSTS

None.
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10. ACCEPTANCE

All services and deliverables under the Contract shall be subject to written acceptance by SHAPE COTR.
The acceptance will be granted when the following conditions are met:
- the services are satisfactorily completed in accordance with terms and conditions of the Contract;
- the deliverables comply in quantity and quality with the requirements of the scope of requirement.
11. INDEPENDENT CONTRACTOR

11.1 Independence in the performance of the services

The Contractor shall not use the provision of the services and deliverables described in Section B to Part Il of the
present contract to provide unjustified advantages to external companies or entities against the interests of NATO.

The Contractor shall also ensure that all personnel entrusted with the performance of the services under this
contract are independent from such companies and that there is no conflict of interest in advises and
recommendations.

11.2 Independence from SHAPE & NATO

The personnel provided by the Contractor are at all times employees of the Contractor and not SHAPE or NATO.
In no case shall the Contractor personnel act on behalf of, or as an agent for, NATO or any of its bodies. In no
way shall the Contractor personnel claim, directly or indirectly, to represent NATO in an official capacity or claim
themselves to be NATO employees. All Contractor personnel shall identify themselves as such in all formal
communications, email included. Under no circumstances will Contractor personnel be under the direct
supervision of SHAPE personnel.

12. TRANSPARENCY AND ETHICAL STANDARDS

12.1 Transparency of Contractor personnel

The Contractor shall inform the Contracting Officer, for every personnel of the team performing the services,
whether this personnel has any family members working for NATO and whether the identified personnel have
previously been NATO employees (identifying Civilian/Military status with employed dates and position). In
accordance with NATO internal policy, certain personnel may be excluded for carrying work for SHAPE.

12.2 Prohibition against recruitment of serving NATO staff

The Contractor is prohibited from approaching active NATO staff (Civilian or Military) to discuss future employment
opportunities with their firm, or to act as a broker for employment with other firms, not including advertisements in
the public domain. This does not prohibit the Contractor from approaching non-NATO personnel working for NATO
on a contracted basis, nor does it prevent the Contractor from approaching former NATO staff that have retired
or separated, consistent with the disclosure requirements herein.

12.3 Confidentiality

The Contractor is bound by an obligation of confidentiality. As such, the Contractor shall not disseminate or use
outside the execution of the contract any information or document communicated in a formal or informal way
within the preparation of the course or the performance of a session. The use of such information / document shall
also be limited to what is strictly necessary for the performance of the contract.

13. SPECIAL CONDITIONS OF PERFORMANCE

The Contractor’s personnel shall, in all circumstances, respect the rules of access, security and confidentiality of
the site on which they work under this contract.

They shall refer to the designated COTR for guidance in case of any doubts regarding the rules to follow and
regulations to apply in terms of access, security and confidentiality.
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14. CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE

For its direct official control and coordination requirements, the Contracting Officer designates a staff element
having the authority to coordinate, monitor, and control contractor's performance.

15. POINTS OF CONTACT

Elodie DUVAL,

Contracting officer

Tel: +32 65 44 48 16

E-mail elodie.duval@shape.nato.int

Or

Miguel Angel GOMEZ SEVILLANO,

Head, ACO Corporate Acquisition and Management Oversight Section
Tel: + 3265 44 68 61

E-mail: miguelangel.gomezsevillano@shape.nato.int
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PART Ill - SECTION B - STATEMENT OF REQUIREMENT (SOR)

1. INTRODUCTION & BACKGROUND

As part of the new SHAPE J10 trial Structure, and the current initiative to develop an Information Environment
Assessment (IEA) capability for ACO, training requirements for IEA Specialists have been revised and
updated. These training requirements are not fulfilled with current training solution offered by NATO
recognized Education and Training Facilities (ETF) according to ACT’s Education and Training Opportunities
Catalogue (ETOC).

Therefore, our aim is to fill this existing training gap with this solution both to train IEA Specialists within ACO
and to mature training requirements.

2. PURPOSE AND QUANTITY

The purpose of the course under subject contract is to train analysts in methods and techniques to assess
audiences and effect behavioural change.

For the base period of the contract, one course may be ordered, for the second option period if exercised,
SHAPE may ordered up to two sessions.

However, SHAPE cannot guarantee that the total value of the purchase orders will reach any minimum in
amount or quantity.

3. SECURITY REQUIREMENTS
The requested training will be at UNCLASSIFIED security classification.

The Contractor and its personnel will be required to comply with all security protocols set forth by NATO
(SHAPE).

4. SCOPE OF REQUIREMENT

The course shall cover as a minimum requirement the following subjects:
¢ Qualitative and quantitative research of audiences.
Audience segmentation techniques.
Audience analysis techniques.
Problem space mapping techniques (or similar).
The use of a behavioral change model (theory of planned behavior, or COM-B, or social
cognitive theory, or basic behavioral model).
e Campaign design process.
o Assessment of campaigns.

4.1 Qualitative and quantitative research of audiences.

The following subjects shall be covered under this topic as mandatory requirements:

o Data collection: Understanding of surveys as a mode of for data collections including knowledge of
questionnaire design, sampling techniques and open source survey data, as well as the ability to
craft and design surveys and survey questions. PL.300—- Essential

o Data collection: Understanding of focus groups as a mode of for data collections including knowledge
of framework design, participant sampling and facilitation techniques. PL. 200 — Essential

o Data collection: Understanding of other relevant public data sources. PL.200— Essential

o Data collection: Understanding of mixed methods approach, i.e., combining quantitative and
qualitative approaches for richer insights and validation. PL.300— Essential

The following subjects might be covered under this topic as desirable requirements but not mandatory (PL.
200 - Desirable):
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o Data collection: Understanding of interviews as a mode of for data collections including knowledge
of framework design, interviewee selection, facilitation techniques and interview types.

o Data collection: Understanding of ethnographic research including participant observation.

o Ability to craft and design surveys and survey questions using appropriate methodologies.

4.2 Audience segmentation techniques.
The following subjects shall be covered under this topic as a mandatory requirement (PL.300 — Essential)

o Data processing: Ability to segment audience research data using appropriate techniques (e.g.,
clustering, latent class analysis, factor analysis, cross tabulation).

4.3 Audience analysis techniques.

The following subjects might be covered under this topic as a desirable requirement but not mandatory (PL.300
— Desirable)
o Data processing: Ability to code and analyze qualitative data from interviews and focus groups to
identify patterns, themes and insights using appropriate techniques (e.g., thematic analysis).

4.4 Problem space mapping techniques (or similar).

The following subjects shall be covered under this topic as a mandatory requirement (PL.300 — Essential):
o Objective setting: Ability to connect research objectives to broader organizational objectives.

The following subjects might be covered under this topic as desirable requirements but not mandatory (PL.300
Desirable):

o Objective setting: Ability to translating research hypothesis to research questions.

o Objective setting: Ability to balance ambition with time, budget and resource constraints.

4.5 The use of a behavioral change model (theory of planned behavior, or COM-B, or social cognitive
theory, or basic behavioral model).

The following subjects shall be covered under this topic as mandatory requirements (PL.300 Essential):

o Behavioral Theories: Understanding of and an ability to apply behavioral science frameworks
including theories of behavior change (e.g., Theory of Planned Behavior, Social identity theory,
COM-B).

o  Behavioral Theories: Understanding of how to influence motivation parameters, i.e. parameters that
control and influence behavior such as social context parameters and propensity for change
parameters (e.g., identity, attitudes, social norms and perceived control).

o Baseline assessment: Ability to execute audience profiling, i.e., to identify demographic,
psychographic, and sociographic characteristics to understand drivers and barriers to behavior.

o Baseline assessment: Ability to execute stakeholder mapping, i.e., identifying key stakeholders and
their influence on the audience and outcome.

o Baseline assessment: Ability to execute communication channel assessment, i.e., analyze
communication channels for their reach, credibility and relevance to the audience.

o Baseline assessment: Ability to analyze the information ecosystem, i.e., mapping information flows,
key influencers, and patterns within the ecosystem that may impact audience behavior.

4.6 Campaign design process

The following subjects might be covered under this topic as desirable requirements but not mandatory (PL.300
Desirable):
o Message Framing: Understanding of Normative messaging, i.e., using social norms to guide
behavior.
o Message Framing: Understanding of emotional appeal, i.e., leveraging positive or negative
emotions to encourage desired outcomes.
o Message Framing: Understanding of Identity-based messaging, i.e., tailoring messages to align
with audience identities to strengthen engagement and action.
o  Persuasion techniques: Understanding of nudging, i.e., gentle interventions to influence.
o Persuasion techniques: Understanding of cognitive biases, e,g., utilizing biases such as social
proof, loss aversion and anchoring in messaging strategies.
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o  Communication strategy: Understanding of how to translate audience insights and behavioral
theories into an actionable strategy (e.g., identify right message, timing and channels to maximize
effect). PL.200- Desirable

4.7 Assessment of campaigns

The following subjects shall be covered under this topic as mandatory requirements (PL.300-Essential):
o Measuring behavioral change: Ability to evaluate the effectiveness of a campaign for a given
audience (e.g., pre / post comparison, longitudinal analysis).
o Interpreting audience data: Ability to contextualize qualitative and quantitative data (e.g., in relation
to objectives) and extract key insights (e.g., trends, actionable insights).
o Visualizing audience data: Ability to create effective visualizations based on audience data.

The following subjects might be covered under this topic as desirable requirements but not mandatory (PL.
300 - Desirable):
o Transparent reporting: Ability to clearly communicate methods, limitations and assumptions of
research.

5. CONTENT OF THE COURSE

The content of the course delivered shall be in accordance with the specifications and the programme
presented by the Contractor in its proposal.

The course provided shall also be up to date with the latest developments in the field of training.

SHAPE does not expect the Contractor to develop especially a course for the purpose of this Contract, but to
provide a course which content would already have been tested on other audiences and that could be tailored
towards the intended SHAPE training audience (for instance through relevant case studies and practical
exercises).

6. CONTRACTOR’S PERSONNEL EXPERIENCE AND QUALIFICATIONS

6.1 Single point of contact (SPOC)

The Contractor shall provide a company’'s SPOC, technically competent and empowered to commit
company’s resources, who can be contacted during routine working hours to service requirements under
this contract. This SPOC shall have full authority for all contractor actions/performance required under this
contract including the ability to make financial decisions on behalf of the company, including the provision
of necessary resources to perform the work and to negotiate all contract modifications and delivery orders.
The SPOC shall be responsible for all management/supervision/administration aspects of the contract.

6.2 Characteristics of personnel

The trainer(s) set up for the execution of the contract shall have the necessary diplomas, experience and
training for the execution of the services. The Contractor shall provide SHAPE with proof of diplomas and
qualifications held by the training staff on any request from the COTR or the contracting officer.

6.3 Personnel Replacement

In the event of unforeseen unavailability of the trainer indicated in its proposal, the Contractor shall notify
the Contracting Officer and provide him/her with the Curriculum Vitae (CV) of the new personnel within ten
working days of the occurrence of the event, SHAPE can refuse the personnel within five working days from
the receipt of the CV, the Contractor shall in this case propose another personnel for the execution within
another delay of ten working days. It shall be able to replace the latter within a maximum period of one
month, or as otherwise may be agreed between the Contractor and SHAPE.

7. ORGANIZATION OF THE TRAININGS

7.1 Format

The course shall be organized in person, virtual course is not authorized.
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7.2 Location

The exact location of the course shall be decided jointly between SHAPE and the Contractor considering in
particular the final number of trainees, the dates of the course and the availability at that time of a room on
NATO premises or on the Contractor’'s premises.

In the event that an outside conference room is to be rented:

- The Contractor shall process the rental formalities.

- The rental costs of room and equipment if necessary and justified shall be paid by the
Contractor and reimbursed at actual cost by SHAPE. The exact location, all the equipment
rented and the related cost shall be approved by SHAPE prior to any commitment by the
Contractor, indicated on the purchase order issued prior to the course, and all supporting
documentation provided with the final invoice.

- The travel expenses of the Contractor’s trainer may also be reimbursed at actual cost under
the conditions provided for in Paragraph 7, Section A to Part IIl.

7.3 Audience of the course

The course shall be organized exclusively for trainees designated by SHAPE and cannot be common to
other entities unless expressly agreed to by SHAPE.

The maximum number of trainees per session is 30.

The level of knowledge of trainees sent to the course may vary. The Contractor shall adapt to student levels
and propose any measures that will ensure the effectiveness of the course provided compared to the initial
level of students.

7.4 Duration

The target duration of this training is approximatively two weeks and cannot exceed 17 calendar days.

7.5 Working days and hours

The Contractor shall be required to provide trainings during normal working hours (0830 — 1730). The
SHAPE holidays schedule will be provided under separate correspondence upon award of the contract.

7.6 Language

The course and all supporting materials shall be delivered in English. The Contractor must be able to
conduct all business and correspondence with SHAPE in English.

7.7 Planning and cancellation

The course shall be scheduled with a minimum of 21-calendar days’ notice. SHAPE will send the Contractor
the exact number and list of trainees at least 7 calendar days before the start of the session. In case one or
more attendees on this list are unable to attend or in case of last minute applications, SHAPE reserves the
right to replace them by another person or to modify the list without taking into account the above-mentioned
delay and at no additional cost.

In the event of cancellation at the initiative of SHAPE outside of any case of force majeure, the Contractor
may claim compensation under the following conditions:
- cancellation with less than 48 hours’ notice: 50% of the amount of the cancelled training is due.
- cancellation with less than 7 calendar days’ notice: 35% of the amount of the cancelled training
is due.

7.8 Attendance control / Attendance certificate

The Contractor ensures that the trainees are present at all times by having them sign the attendance sheet
issued by SHAPE, in the morning and in the afternoon. It reports to the designated COTR on any difficulties
encountered. In particular, it shall immediately inform the COTR of any incident or absence during the
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course. At the end of the session, the Contractor shall sent attendance sheet to the COTR and provide all
trainees with an attendance certificate if requested by SHAPE.

8. TRAINING MATERIALS, PREPARATION AND METHODS

8.1 Preparation

The training provided by the Contractor shall be appropriate to the program, the audience and the duration of the
training. The Contractor shall take into account the remarks of the administration and shall proceed, without delay,
to the necessary rectifications and modifications without this authorizing the Contractor to claim damages or to
exempt it from its contractual obligations.

8.2 Training materials

The Contractor shall provide suitable and good quality course materials (content and form) in a number equivalent
to the number of trainees. Handouts and training manuals shall be provided in pdf format to the COTR prior to the
training.

8.3 Methods

The proposed training courses shall be focused on professional practice. Practical cases / exercises shall be
proposed as much as possible.

9. QUALITY CONTROL
The quality control of the given course may be evaluated through two channels :

9.1 Evaluation questionnaire

SHAPE may send to the participants a questionnaire developed by the administration to evaluate the quality of
the course.

9.2 Contractor’s end of course report

The Contractor shall send upon request of SHAPE a feedback report on the execution of the course. This report
shall specify the contextual elements that shed light on the conduct of the session, any difficulties or shortcomings
observed (e.g., prerequisites for training not mastered) and the trainer's suggestions.

10. SPECIAL CONDITIONS OF PERFORMANCE

If its personnel is to come at SHAPE or any other NATO premises, the Contractor shall carry out all the required
steps and provide all necessary information for access to the site. Its personnel shall respect any safety and/or
security instructions that will be given to them on site.

11. GOVERNMENT FURNISHED PROPERTY, EQUIPMENT, AND SERVICES

Contractor shall provide all necessary equipment for the course, to include IT equipment / laptops / workstations,
unless otherwise agreed to by SHAPE.
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