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DISCLAIMER dcesa

This handbook material does not contain sufficient information to be used,
in any way, in the context of any ESA ITT (Invitation-to-Tender).

This handbook is only an introduction to help understand, in a simplified
manner, some of the Rules and Procedures associated with ESA
procurements.

Please ensure that your Outline Proposal is compliant with the
requirements contained in the specific ITT documentation.
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ESA electronic procurement tools
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Main ESA Corporate Applications which are supporting the procurement process:

- ESA-STAR: ESA’s online System for Tendering and Registration — is the
electronic Tendering interface for ESA and its external partners.

- EMITS : ESA’s web-based system for publishing Invitation-to-Tenders (ITT).

- ESA-P: ESA’s portal for the supplier once a Contract is signed with ESA. It
covers all financial aspects (invoicing/payments) == access ONLY when you
have a contract with ESA.
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ESA electronic procurement tools
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ESA-Star
Tendering

ESA-Star

Registration

W ﬁ
J
\
Update registration Review activities
(1/year) which you might be

interested in

Submit your proposal

Request creation of Bid

Restricted Area in ESA-Star
Tendering
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ESA-STAR Registration (https://esastar-emr.sso.esa.int/)

e, -
@esa oo

Registration on ESA-STAR is a pre-requisite for all entities wishing to do business with
ESA.

Without an ESA-STAR registration (ESA Entity Code) there is NO access to the ITT
documents in EMITS.

User ID and password will be given to you after the ESA-STAR registration is validated
by ESA.
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Click here to register
or edit your
registration

ENTITIES LOGIN ESA Home Page Industry Information Entity Registration m

-

Click on “new registration”
esa-star _
e and then on “start” ol

extranet
ESA Industry Portal Contact Us E
\

15 Mar 2016 ESA Home Page

Home

vEW REGISTRATION

You may download the

» New Registration

Start @ Please select one of the two options:* user manual on “Help"
Resume @] 9 A. I am an Entity that has the capacity as "legal entity”

Hn?’mtam Entity 9 B. I am a Business Unit acting on behalf of a "legal entity”, without being entitled to commit on contracts on my own

Information

ESA Entities Directory

Close Next Section
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ESA — STAR Registration

=

"

= CSa

/ =

To become a “Reqgistered Entity” with ESA (1/2):

1. The first step is to check whether your organisation is currently registered as an “Entity”
and/or a “Business Unit” belonging to an existing Entity .

A Business Unit shares the same VAT number with the main Legal Entity.

2. If not, you can register your entity by completing the ESA on-line questionnaire and
submitting your entry for validation.

Please mention if you have SME Status (Small and Medium sized Enterprises, definition
from the EC). The status gives you access to certain procurement conditions.
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To become a “Reqistered Entity’” with ESA (2/2):

3. You may carry out your registration in 2 steps:

O “Light” registration awarded after entity nationality verification.
Will grant access to all ESA-STAR and EMITS services (i.e Access ITT, upload offers
you are allowed to bid for in relation to your entity nationality).

O “Full” registration:
The award of ESA contracts requires a “Full” registration.

4. Once registration is validated, IDHelp will provide you details for accessing EMITS.
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ESA — STAR Registration

Registration in ESA-STAR Is essential!
To register in ESA-STAR:

Go to https://esastar-emr.sso.esa.int/

Detailed information in:
https://esastar-emr.sso.esa.int/Account/Reqister

Support information in ESA-STAR Registration User Manual:
https://esastar-emr.sso.esa.int/Account/DownloadFile
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ESA’s web-based system for publishing Invitation-to-Tenders (ITT). It includes:

= A list of intended ITTs for Open Competitions: potential Tenderers may declare their
interest and see which companies did the same.

= Many technical, administrative and contractual standards and documents (e.g. PSS-A
forms, ESA GCC, engineering standards etc).

= Open Competitive ITTs, Direct Negotiation and Restricted Competition
= Competitive ITTs published by other entities under ESA Best Practices scheme
= NEWS — Consultations to industry, Announcements, etc.
= Companies can see the tender documents in case :
* Participating country in open competition,
* Direct negotiation with the company,

* For restricted tenders, if they are a company addressed by ESA.
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EMITS — Expression of Interest
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To be notified of changes, updates and clarifications of the call, you MUST express your interest

by ticking the appropriate box.

-
R
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EMITS — User Preferences \&

We advise you to set up your preferences regarding which ITT’s you would like to be notified
of:

Cesa e T TR T gy gy e "
A
aricw= ESA Open Invitations To Tender / Ordered by ate [rr]
T
oS 5
B {10pen Invitations to Tender
i ‘":g;g:;:g g; gpo?n[g)aDt:te Last Update 31/05/2016,14:51:56 (AO8572: Loaded a new Clarification(English version)) CI' k h t t
inpevikeword IC ere to set u
SeCRohallles! I 1 ew Aossge L3t GRAVITATIONAL WAVE OBSERVATORY METROLOGY LASER . X P VTG
Referance D : ~  (From 31/05/2016 to 12/07/2016 13:00:00, Act.Ref.: 16.164.05) your notlflcatlons
@ Software Packages and Links
h to Tender
SPECIFICATION FOR CERTIFICATION OF ESA DIRECTORATES: EOP, HRE, LAU, OFS, TEC
N i AO8637 ’ . ’ .
2 MNew AO893(From 31/05/2016 to 12/07/2016 13:00:00, Act.Ref.: 16.1QQ.04) pl’efel’enceS SE0S/2050
IMPROVEMENT OF METHODOLOGIES FOR THERMO-ELASTIC PREDICTIONS AND VERIFICATION (PTRP)
3 Newt  AO8619 p31/05/2016 to 07/09/2016 13:00:00, Act.Ref.: 16.127.01) 2/05/2016
PAYLOAD EXECUTION PLATFORM SOFTWARE
4 [ AO8B58 (£ om 30/05/2016 to 11/07/2016 13:00:00, ActRef.: 16.132.02) E0/05/2016
LOW SIDE LOBE LEVEL IMAGE RECONSTRUCTION IN MICROWAVE INTERFEROMETRY
3 ] AQ8803 Lo 30/05/2016 to 11/07/2016 13:00:00, Act.Ref.: 16.1ET.08) 30/05/2016
HIGH POWER L-BAND SWITCHES - EXPRO PLUS
6 MNew  AOBSBL i 27/05/2016 to 08/07/2016 13:00:00, ActRef.: 15.1ET.06) 220572015
H2020 WP15-H0012 NAVIGATION ANTENNA TECHNOLOGY FRAMEWORK
N ! AO8650
7 New AO8950 (From 25/05/2016 to 06/07/2016 13:00:00, Act.Ref.: 16.154.04) Z505/2050
GNSS SPACE SERVICE VOLUME (SSV) EXTENSION - T710-301GF - EXPRO+
8 Updated! 808803 (o 54/05/2016 to 05/07/2016 13:00:00, Act.Ref.: 15.112.19) 23052016
o newt  aggges VDE FS - ASSESSING THE POTENTIAL OF FUTURE MARITIME APPLICATIONS IN THE CONTEXT OF VDE (VHF DATA EXCHANGE SYSTEM) - EXPRO PLUS -
b B98I (miom 24/05/2016 to 02/09/2016 13:00:00, ActRef.: 16.1AA.01)
ANTENNA WITH DEPLOYMENT SYSTEM FOR PENETRATOR MISSIONS - EXPRO PLUS
10 Updated! AM (Fram 2A/MNGSIDINA +a NE/NQ/MIN1A 1 2-0N-NN A~+ DafF - 16 1FF NAY 24/05!2016
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EMITS — User Preferences
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EMITS Invitston To Tender System % JE el
() @ ens.so0 n.rmiemsiom e e o |[Q sewan "Ee 9 3w =
@—' eSa emits [ iuiinies | coumomerme | vty womaion | our iy osass | _user retesnses | _servcepesk || _oun ]
4 News User Preferences
~~Pprocurement Review Board Announce
E-BDiect Hegatiation R —
Username @ dearapin
- gResncted Competition
B @e0pen Invitations to Tender ESABD code : 0
E-@ntended Invitations to Tender Country code : 77
:::ﬂxmmmnmm Last Access : 2016/11/15 12:16:03
ECOS Resgurces . -
E-@asearch Invitations to Tender w..h address : oW int

Language

& English © French

Enter your
email address

E-mail Distribution

Do you want to receive information about Invitations To Tenders via e-mail?

o No V
& Yes, to e-mail address:

Insert other e-mail addresses:

\ =

\ Specify the Invitations To Tender for which you want to receive notifications: Filte r you r

preferences for

Re uest ema" ESA Invitations To Tender I- e '
no';]ifications Entities Invitations To Tender for ESA Programmes |- \‘ notlflcatlo nS

Entities Invitations To Tender not related to ESA Programmes ‘-
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EMITS — User Preferences
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S
&esa emits eurinies | csrome puse | incusioyintomaton | _vour oy veate | _user reterences|_servcevesi|_ten | _aue |

r&News

QDirect Negotiation
QRestricted Competition
@Open Invitations to Tender
Q[ntended Invitations to Tender
@Reference Documentation
QSoﬁ:ware Packages and Links
@Search Invitations to Tender

 Invitations to Tender for which you have expressed interest

ESA Open Invitations To Tender
Search Criteria

) From (included): |28 =| - |un =] - |2011 'I
" Closing Date: !
To (included): 17 =| - |pEC =] - |2020 'I

Price Range Establishment
I"'No Range

| Tick this box and get all
notifications for ITT’s for
which you expressed
interest

" < 50 KEURO M ESAHQ
" 50-100 KEURO T~ ESOC

I"100-200 KEURO I ESRIN Narrow your
I 200-500 KEURQ ™ ESTEC
"> 500 KEURO prefe rences

by country

Lo o | e

Special Provision:

Keywords:
Keywords Products:
Keywords Tecnology:
Budget Reference:

ESA UNCLASSIFIED - For Official Use
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EMITS — User Preferences

y
(0]
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@ esa emits | entimies | esAbomePoge | industy iformation | Vour Entty Datain | _User Preteremces | service Desk | e | _cui_|
r VA HOLY SEE (VATICAN CITY STATE) -
e r HN HONDURAS
4 procurement Review Board Announce r HIC HONG KONG
24 tiati r HU HUNGARY
Eapen Invitations to Tonder r 15 ICELAND
i @intended Imvitations to Tender =) N INDIA
o inok Docimaniatig s D INDONESIA
B @Search Invitations to Tendsr r IR IRAN, ISLAMIC REPUBLIC OF
r Q IRAQ
r E IRELAND
r L ISRAEL
r I ITALY
r M JAMAICA
O » JAPAN
C 0 JORDAN
r KZ KAZAKSTAN
r KE KENYA
1fi i = K1 KIRIBATI
Get all no'tlflcatlor_]s r KP KOREA, DEMOCRATIC PEOPLE'S REPUBLIC OF
related to ITT’s with z KR KOREA, REPUBLIC OF
X L. r Kw KUWAIT
special provisions for r K6  KYRGYZSTAN
F LA LAC PEOPLE'S DEMOCRATIC REPUBLIC L |
[COUNTRY] | @ T
r LB LEBANON
L Ls LESOTHO
& LR LIBERIA
& Ly LIBYAN ARAB JAMAHIRIYA
& L LIECHTENSTEIN
r I LITHUANIA
E Lu LUXEMBOURG
=) MO MACAU
= MK MACEDONIA, THE FORMER YUGQOSLAY REPUBLIC OF
r MG MADAGASCAR
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ESA — STAR Tendering N\

ESA-STAR Tendering (https://esastar.sso.esa.int/)

o, -
deesa =
ESA Home Page

» Heme

Once you are registered in ESA-STAR Registration, you can access EMITS.
When you find an ITT in EMITS for which you want to bid, you need ESA-STAR Tendering

In EMITS you request the system to create a dedicated work area (the Bidder’s Restricted
Area in ESA-STAR) where you can:
1. submit clarification and extension requests up to the deadlines set by ESA.

2. upload and submit offers to ESA.
3. recall your proposal at any time before the closing date.

Video: http://www.esa.int/spaceinvideos/Videos/2016/03/Bidder Restricted Area creation and structure
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25 Nove 2016 ESA riome Fage ‘ EHITS ESAF ESA Industry Ports! Contact s ik _

\\ CONTACT US

You can contact IDHelp from Monday to Friday from 8:00 to 18:00 CET at:
ID Helpdesk - ESA Corporate Agplications: 80700 (option 2)
External lines: +39 06 941 80700

Email: IDHelp@esa.int

Questions on ESA-STAR Tendering?

Video: http://www.esa.int/spaceinvideos/Videos/2016/03/0ffer_Preparation _and_ Submission
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ESA-P - ESA Portal for suppliers
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You won’t need to access ESA-P until you have a contract with ESA

1. All financial aspects, like advance payments, milestones
achievements with deliverables and invoicing/payments are dealt
with using ESA-P, ESA’s financial tool based on SAP

2. You can request a username and password to our helpdesk:
esalt.Service.Desk@esa.int or +39 06 941 80700, option 2

3. Tutorials on how to use ESA-P are available on the supplier’s portal:
http://esa-p-help.sso.esa.int/QUICK_GUIDE_How_to_SUBMIT_a_MAC_or_INV_or_ADV.pdf
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Basic Step-by-Step Recipe

START
| have an .
. S Registered
idea and | want to bid in in ESA-STAR?

the Call for Outline

YES

Get AO
Documents in
EMITS

s,
{cesa
Read:
—P « Cover Letter

« Clarifications

Proposals
v
* EXpress your
. :Dnrteerzrs; I; EMITS. in th = Ilt d Register
P N the panne in ESA-STAR
proposal when activities?
ITT is published.
YES
Search links in the Annex A
Is your of Cover Letter: YES Still

Idea already
there?

* Workplans: GSTP, ARTES,
etc.
* EMITS

NO
SEE NEXT VIEWGRAPH
ESA UNCLASSIFI Official Use
— 01 b c= ™ I ™= "Il - - 5 == B0 11

intending to send a_ >4

proposal?

EIP"
Al

v

Idea fits
subjects in Cover
Letter?

Read:

* App. 1 — Draft Contract

* App. 2 — Tendering Conditions

* App. 3 - Proposal Template
(also its Cover Letter)

* Clarifications
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Basic Step-by-Step Recipe \

» Create your Bidder

el et e (IR L2 Restricted Area in the
IR — |77 page in EMITS
* PSS Forms (A1,A2, A8 & A15.1) I .

* Fill in Consortium

Structure in ESA-STAR

.

» Fill declaration of
Compliance and Key
Acceptance Factors

e Sign and scan your
Proposal

Review proposal

. Clarification using ¢ Prepare proposal
* Upload and submit needed? “Submission using template
your proposal Checklist”

in ESA-STAR
Tendering T
YES Access “My requests” in
END p| your Bidder Restricted
Area and create a new
Notes: Clarification request
. Maximum length of a proposal is 25 pages (without PSS forms)
. Maximum of 2 independent and unrelated proposals
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Basic Step-by-Step Recipe K €Sa

e ALL questions related to this Invitation to Tender must be submitted via ESA-STAR
Tendering in your Bidder Restricted Area. **

= Those Questions and Answers that are of relevance to all Tenderers, will be
published on EMITS as a clarification for the benefit of all Tenderers.

** With the exception of questions relating to EMITS and ESA-STAR which
should be addressed to esait.Service.Desk@esa.int
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