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Terms of Reference for the Supply of Catering Services to the European Banking Authority (EBA)
Background Information

The European Banking Authority (EBA) was established by Regulation (EC) No. 1093/2010 of the European Parliament and of the Council of 24 November 2010.  The EBA came into being on 1 January 2011 and has taken over all the existing and ongoing tasks and responsibilities of the Committee of European Banking Supervisors (CEBS).  The EBA acts as a hub and spoke network of EU and national bodies safeguarding public values such as the stability of the financial system, the transparency of markets and financial products and the protection of depositors and investors.  
The EBA has a number of broad competences including preventing regulatory arbitrage, guaranteeing a level playing field, strengthening international supervisory coordination, promoting supervisory convergence and providing advice to the EU institutions in the areas of banking, payments and e-money regulation as well as on issues related to corporate governance, auditing and financial reporting.  EBA plans to expand its activities and operations over the coming years.

In this context an important activity of the EBA is the organisation of high level meetings and conferences with national banking representatives and clients from important financial institutions located in the Member States of the European Union and other countries worldwide.  In order to facilitate these meetings the EBA is seeking to contract a catering service provider in order to provide catering services.

Contract Information
The EBA intends to sign a Framework Contract with a single firm for the provision of high quality in-house catering services to the EBA primarily at EBA’s offices in London.  There may occasionally be a need to provide catering services to the EBA at external locations in London.  The catering services will be provided to EBA banking clients coming from important institutions located in the Member States of the European Union and other countries worldwide.  The EBA intends to sign a Framework Contract for a period of one year.  The Framework Contract may be renewed up to three times under the same conditions for a maximum duration of four years in total.  Renewal of the Framework Contract does not imply any modification or deferment of existing obligations.  A Framework Contract is a legal agreement between two parties, in this case between the EBA and the firm selected to provide the catering services.  It will act as the basis for future purchases of 

the catering services by the EBA.  The Framework Contract will include a description of the scope of the catering services that can be purchased by EBA as well as a list of the prices.  

The Framework Contract is a contract of a fixed duration.  The Framework Contract will have a maximum total duration of 4 years.  The Framework Contract has no fixed value.  It does however have an estimated maximum total value which is indicated in the Contract Notice and Instructions to Tender.  The Framework Contract itself is not an order for catering services or supplies and does not constitute a financial commitment on the part of the EBA.

Estimated Volume of the Catering Services

The selected firm will provide catering services at EBA organised meetings which will take place at EBA’s offices in London.  EBA estimates that the average attendance at these meetings will be between 10 and 70 persons.  There could be up to 3 separate meetings with different groups of participants taking place on any one day.  EBA estimates that each month the number of participants at EBA organised meetings will be in the region of 600-800 participants.  These numbers are indicative and based upon EBA’s planned increase in activity and operations.  Please note that these numbers are in no way binding upon EBA.  It is estimated that EBA organised meetings will take place frequently with the exception of the months of July, August, and December.  EBA organised meetings are not foreseen to take place at weekends.
Scope of the Catering Services

Each tenderer must offer a choice of 4 prepared, different buffet lunch options in its tender.  The 4 buffet lunch options must consist of 3 cold buffet lunch menus and 1 buffet lunch menu containing both cold and hot dishes.  All buffet options must include a vegetarian option, a small variety of desserts and some fruit.  Every six months the selected firm must replace at least one of the 4 buffet lunch options with a new menu which will be agreed in advance with the EBA.  The new buffet lunch menu must be offered at the same price as the menu it replaces.  All buffet lunches must be delivered prepared and ready for consumption.  The selected firm should make sure that buffet lunches are presented in an attractive manner and must provide a range of food consistent with a variety of cultural tastes.  The selected firm is responsible for ensuring that the quantity of food provided for each EBA meeting is sufficient to feed the estimated number of participants.  Since some of the meetings may not stick to the exact lunch time foreseen in the schedule, the selected firm must ensure that satisfactory arrangements are in place to keep any hot dishes provided warm until the luncheon interval.
The selected firm will provide catering staff to perform a range of tasks on the day of each meeting as described in the following example of a typical meeting schedule:

08:30hrs

Preparation of coffee, biscuits and set up

09:00hrs

Arrival of guests followed by coffee

09:30hrs

Start of the meeting




Removal of dirty dishes to the dishwasher
Operate dishwasher
11:00hrs

Depending on the schedule arrange for the set up of the coffee break

12:30hrs

Set up the buffet lunch including all the necessary place settings
13:00hrs

Start of lunch

Presence during lunch to answer possible questions regarding the food

14:00hrs
Removal of the buffet lunch and dirty dishes plus cleaning of all surfaces 

Other work related to the meetings as advised by EBA
15:30hrs

Depending on meeting schedule to set up the afternoon coffee break

16:00hrs

Depending on meeting schedule closing time for service
Very occasionally there will be a requirement for catering staff despite the fact that no lunch has been ordered e.g. to prepare the coffee break.
On-Site Protocol
Whilst on-site at the EBA premises the selected firm and its staff shall register at the EBA reception at which time the selected firm’s staff shall receive an entry pass which they shall return on completion of duties.  Upon contract award the selected firm shall receive basic information with regard to emergency exits and procedures in the EBA building.
Implementation Arrangements

The draft Framework Contract is attached to the Instructions to Tender.  EBA’s catering requirements will be ordered via a single Purchase Order issued on a weekly basis by the EBA.  The Purchase Order will indicate the following: the title, date, and time of the event, the number of participants, location, catering requirements, price, and the name and contact details of the EBA staff member responsible for the meeting.  In normal circumstances the Purchase Order will be issued at least 4 calendar days before the date the catering services are required.  In special cases, however, the selected firm must be able to provide the catering service at shorter notice.  Within 2 working days of a Purchase Order being sent by EBA to the selected firm, EBA shall receive it back duly signed and dated.  No legal or financial commitment exists on behalf of either party until the Purchase Order is signed by both parties.
Facilities

EBA’s meeting space is restricted which is one reason why the selected firm is required to provide buffet lunches.  The EBA’s current capacity consists of 3 meeting rooms namely the River Room with a maximum capacity of 40 persons, the Cathedral Room with a maximum capacity of 20 persons and the Tower Room with a maximum capacity of 10 persons.  The River and Cathedral Rooms may be joined to provide a maximum capacity of 60 persons.  There is one single reception area for all meetings furnished with a few high tables and lounge chairs.  There is a buffet station in the reception area where the buffet lunches are 
set up.  Equipment such as tables, chairs, and table clothes do not need to be provided by the selected firm as there is no suitable space for a seated meal.  

EBA will provide the following:

· access to electricity and running water
· kitchen space for storage
· cutlery
· 80 small plates (17cm diameter)

· 80 large plates

· drinks such as water, juice, tea, coffee, milk

· coffee machines

· biscuits for coffee breaks

· napkins 

The delivery times at Tower 42, 25 Old Broad Street, London EC2N 1HQ are from 08.30hrs to 12.00hrs and from 15.00hrs to 17:00hrs and must be taken into account by the selected firm.
Quality Assurance
The selected firm shall ensure that the quality and presentation of its catering is continuously monitored.  The selected firm must ensure that its menu options contain nutritious, high quality ingredients and adequate quality assurance measures are in place and enforced at all times.  After EBA’s meetings feedback from the participants on the quality of the catering services is frequently sought by the meeting organisers.
Service Staff and On Site Personnel

As the selected firm shall at times be working directly with EBA staff and visitors participating in EBA events it is essential that a high and consistent level of quality and customer service is sustained throughout the duration of the Framework Contract and that all staff involved in the delivery of the catering services perform at all times in an appropriate manner and provide the highest level of customer service.  All on site personnel should have a good command of spoken English.  In addition all service staff should wear uniforms during the delivery of the catering services.  The uniforms should be clean and similar to each other.  The provision and cleaning of the uniforms and any other clothes used for the catering service remains the responsibility of the selected firm.  In the event that EBA is not satisfied with the performance of a member of the catering service staff or on-site personnel the selected firm will be obliged to provide a suitable replacement.
Health and Hygiene
The selected firm shall ensure throughout the duration of the Framework Contract that all necessary health and hygiene certificates and/or licences are held and all applicable statutory regulations and standards are enforced and upheld.  In particular the selected firm 
must ensure its compliance with all current and changing legislation concerning all aspects of Health, Safety and Hygiene at work with particular reference to the relevant Food Safety Acts.  The selected firm shall comply with all relevant internal house rules including fire safety and protection regulations at the EBA premises and in particular with the following regarding keeping food warm: ‘in order to keep food warm gas burners and burning paste 
may be used’.  However the flame should at no time be left unsupervised and in the event of an emergency should be easily extinguishable.  The selected firm shall ensure that on-site personnel are equipped with a CO2 fire extinguisher (5kg) and are able to deploy it in the event of an emergency.  The use of fan ovens, roasting or baking equipment and/or any other equipment which gives out large amounts of smoke or steam should not be used in order to avoid the activation of any fire alarms or sprinkler systems in the building.
Reporting
Each year the selected firm will be requested to provide the EBA with a complete list of the catering services it has provided during the year giving the date of each meeting and the number of participants.

Contract Manager

The selected firm will appoint a Contract Manager to be responsible for the management of the Framework Contract on its behalf and to act as a contact point for all contractual issues, orders, and invoicing.  The Contract Manager should have experience working in a similar role and should possess a very good level of spoken English.

Payments
Upon completion of the services the selected firm shall submit a separate invoice to EBA for each signed Purchase Order.  Payments shall be executed only if the selected firm has fulfilled all its contractual obligations by the date on which the invoice is submitted.  The selected firm shall ensure that invoices contain the following information:
· The reference number of the Framework Contract and Purchase Order to which the invoice refers

· The list of services provided i.e. option number, number of participants and price 

· The price should indicate the net, gross and total amounts in GBP i.e. the price with and without VAT

· Name, address and bank account details of the selected firm as provided for in the Framework Contract 

Any increase to the foreseen and agreed budget of the Purchase Order must be specified and approved in writing in advance by the EBA.  Any increase to the costs not approved by the EBA and included in the invoice may result in delays to the payment process and possible non-payment.  Within 30 days of the date of receipt of the relevant invoice(s) payment of the balance corresponding to the relevant invoices shall be made.
