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DISCLAIMER Cesa

This handbook material does not contain sufficient information to be used,
in any way, in the context of the 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 official ITT [AO/1-xx/21/NL/XxX]
documentation found on esa-star.

Registration in esa-star is an essential pre-requisite to bid!
To register in esa-star:
https://esastar-emr.sso.esa.int/

2

— 0 b c= ™ - I ™ = T [ 0] D D I e Il = 2 B S = im I+l » THE EUROPEAN SPACE AGENCY



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

HANDBOOK — BASIC OF ESA PROCUREMENT
ESA electronic procurement tools

— https://doing-business.sso.esa.int/ —

Portal for access to the entire esa-star toolset, including associated ESA corporate applications like esa-p

» All applications are connected, making it easier for users to access the systems and retrieve information
» Optimised and supported for use with the Google Chrome browser

DOTNG BUSTNESS WITH ESA

Doing Business with ESA
This portal provides access to the different ESA IT Corporate Applications for all economic aperators doing business with, or intending to intermct with, ESA

A click an the *More Details.” Buttan provided for each TF Corporate Application reveals a briel description which explains the purpase of and process supporied by the related system. To access any of the applications. please wse the "Atcess” buttons. Some sjstems can be entered ax a guest user, without the need 1o log-in. However, functianalities and data available will be limited
Additional information about the ESA Promurement Process and further useful finks for economic operators ark provided on the right-hand gide. -

.
-

esa-star . . ' esa-star 4t esa-star
® Registration A L ] Tendering -

Publication

Useful Links

esa-star

esa-match
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

DOING BUSINESS WITH ESA

Doing Business with ESA ; ‘
g a‘\O“

This portal provides o thy ere Corporate Applications fo econol pperators doing b with, or intending to interact with, ESA.

A dick on the a p c o s the purpose of and pracess supporfed by the related system. To access any of the applications g a quest user, without the need ta bag-in. However, functianalities and data available will be mited.

esa-star S esa-star
Registration uEr . . Publication

Useful Links

esa-star

esa-match

Daing Business with E54 « 1.0
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

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

esa-star Registration supports the following processes:

» Registration of Legal Entities in the ESA corporate systems for tendering, purchase and financial tasks

» Collection and regular update of data provided by the registered entities used by ESA procurement, industrial policy
and finance processes

» Registration and maintenance of entities’ user information, in order to grant them access to the esa-star
Registration, esa-star Publication, esa-star Tendering, esa-match, esastar ECM and esa-p systems.

esa-star Registration is made up of the two principal components:
» esa-star Registration Public Web Site: this application allows registration of a new entity in the ESA corporate tools.
» esa-star Registration Internal Web Site: this application allows updating of entity information as required and maintenance of

entities’ user account information, i.e. in order to grant entity users access to the esa-star Tendering, esa-star Publication, esa-
match, ECM and esa-p systems.
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

esa-star
@ esa Registration

Home

NEW REGISTRATION

» New Reaistration

Start 0 Please select one of the two options:*
Resume 0 A.Iam an Entity that has the capacity as "legal entity”
Maintain Entity O @ B. 1 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

Registered SME List

Click on “new
registration” and then
on “start”

Download the user
manual on “Help”

esa-star Ver. 3.0 - Registration Contact Us Help Frivacy Notice Terms & Conditions
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

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 SME status can be claimed. Validated SMEs within ESA can benefit from

special SME tendering and payment conditions (when so defined).
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

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

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

U “Light” registration awarded after entity nationality verification.

Will grant access to esa-star services (i.e Access ITT, upload offers you are allowed
to bid for in relation to your entity nationality).

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

4. Once registration is validated, you will receive your login credentials to all esa-star tools.
5. If you need help:

« Email esait.Service.Desk@esa.int

« Phone +39 06 941 80700
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Registration

The following image shows what information to provide for both a Light Registration and Full

Registration.
QUESTIONNAIRE
1 - Identification Enth Inforetion 2 - Entity Details 3 - Locations
T T T L___ya
Mandatory
Sections for Light
Registation
4- Entity Type 5- Financial and 6 - SME Info ““h;.‘,‘:ﬂ:‘m 7 - Structure
stalf Basics
T EEETE L ase ]
“,.,:.'M‘“' of ESA Mm' Mandatory Sections
Procur. Reg. for Full Registration
Number of missing
information for full =
registration
Provious Entity MEA, Split, Spin-off
Home Operations Lt i Bank Details
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HANDBOOK — BASIC OF ESA PROCUREMENT
esa-star Registration

Registration In esa-star Is essential!

To register in esa-star:

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

Support information in esa-star Registration User Manual:
https://esastar-emr.sso.esa.int/Account/DownloadFile
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Publication

DOING BUSINESS WITH ESA

Doing Business with ESA

This portal provides a the different ESA IT Corporate Applications for all econemic opeaters deing business with, or intending to interact with, ESA. ’
A click on the "Mave [ Bustton provided T Corporate Application reveals a briel description which explains the purpose of and pracess supporfed by the related system. To access any of the applications, please use the "Arece® hittons. Some sjstems can tered as a quest user, without the need ta lag-in. Hawever, functianalities and data available will be ienited.
Additpnol information sbowt te ESA Procurcrent Process amd furtiver wsehul links for ecowomic operstors ark provided o the right-hend Jide. - '

EMITS

replacement

About ESA's Procurement Process

Access Tenders and , ] ;
ESA procurement related news '

Useful Links

esa-star

esa-match

Daing Business with E54 « 1.0
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Publication

News ESA Tender Actions Mon ESA Tender Actions  ESA Interacts Supporting Documentation  48°

@ CeSa i, 3 Log-in

- Welcome to the esa-star Publication System

Competitive, Direct Y - Competitive ITTs
jati : published b

News hde : NorTES Tenyer Acti;l_'ls ESA Interacs

2k - Sea-level rise and Sentinel-6 1000028516 - MAPPING KEYWO... 20.THAL.054 - new \ . Interact 55 - datetime
1000028507 - ESA-STAR OPEN COMPET ... - 20.THAL.0S3 -
1000028512 - ESA-MATCH GEN 3 20.THAL.050 -
1000028503 - PART. COUNTRIES 20.THAL.051 -

All ESA Tender Actions All Non ESA Tender Actions

esa-star Ver. 3.0 - Publication Contact Us  Help Terms & Conditions
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Publication

esa-star Publication

iIs the starting point for participating in Tender Actions

All registered users have access to esa-star Publication and, depending on their role,
are able to:

= View news published by ESA

= Access information on ongoing and planned procurement actions, including ITT
documents (ESA and non-ESA)

= EXpress interest in specific procurement projects

= |nitiate proposal preparation by creating a bidder restricted area
= Access ESA interacts and submit a reply to ESA accordingly
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Publication

Mews  ESA Tander Actions  Nen ESA Tender Actiors 54 Tntwratts  Supportimg Documentation @7

ESA Tender Actions = A
:::::"w" Tender Actions - Open Competition Issued / l

Al ESA Tunddes Betioss

= Dpem Competition * Filters

Quick search

Results: 7 ltems

Notifications

Archoved
AR by Statur

» Restricted Compatition £

¥ Direct Nagetistion

Filter your
prefere nces y save Open Competition

s Within Phuase L, the sctivty wil b 3 4n aely prstutypr that Early Version that ceulé be uied in 62 Tarritien Nagation Trit Bid VI by wed 2021 [15MEurel Aaneancemetrt Dete: 27AL2021

your views e

Chasing Date: 120%/:021

1-10643

1-10580 COPERNICUS SPACE COMPONENT SENTINEL OPTICALIMAGING MISSION PERFORMANCE (LUSTER SER " : Open Competition
" i St 3 Set your favourites to receive —c

ety Oen Dice: 171020701

notifications and updates s ooy o 2170202

groweated by the ESA Sertnel 2 6

X = Q) esa-star
1-10593 (OMMUNICATIONS SECURT « o Tendering Open Competition
“ The subject ol tha procusement in the ¥ : Registration b teptionsl, a2 E5A's discrrtion] The ssnvite is Taking ovee the comest SSRS senvice contrint, thars plansed for 3 bemisation o0 3008 LMAMY  aneoncement Dt 16/1252020 &
22, a0 well nplarant stdeonal 4 i ASTHA fpactiouta) The procuressent will incluce the tramibien and Buniformation of sxsting seraoes from the icombent 12 new wupplerthe ed-ts-
wrd deloveey of ll sontracond arvions, o @ ICAPA Download User Manuals munagerment and reporting of the centracted wevices [n.g, Koy Preteomances Tndicators, Service Level Agresment, Pmalties, Bifleg, ox e Open Date: 1770277021
engrmarieg soppert virers e tre oo = () AN Comemen Wik Arva Metwerk Servicrs. - commesrsal 40 ataderics Entermet dccevs Serioes; uried deth, vesce and vides sasipsrt mvsrs . Clasing Dabe: ZU04/2021
1) Training

[ esa-star Publication overview
aceess Expressions of [ntecest list
3] Publication of ESA Interact

110522 COPERNICUS SPACE COMPO) B eoiication of B2n Hais ANCE (LUSTER SERVICE Open Competition
This prasusrment st o the deinery rotry i 53 ALTMPTAThe Csparric 53 ALT-MPC service s 3 by alemens of the (epeerios, Spack (empenern (150) eperations, i (harge of (he procestiog Mgatthers 98 tanouncement Date: FS/0412000
BTN e o v o] F ribiation aveeven st o, it i o b AN 3 8 e, i s oonr et fomes A S 4 &
validation - Pravessing Algarithrrm and 1 of Tendar Action Gueryiew  [stinee e pperts of the pament Gapermicus Sentiset3 MPT Service bryosd 2071, cvering eathuiively the Seetinet-3 Land Almvelry wiar kvl products genecited by the 54 OPes Date: 3610202021

Saritevl3 Land Grsennd Segment Ty + @ esa-match bt Mudti sl Fauaociad Frarewerk IFF] comasaints bor the pariod (2021 2027) Phae L Service vl up and phararis rensiag up to the snd 2021, Phuse 2 Basting Dpiestion . Chasing Date: ZU0A/2021
o @ ECH
« & Sacurity Best Practices

7 eza-sTar Documents Change Log

) AND TTC SERVICES FOR COPERNICUS Open Competition

Band dats writion cpeations. ind the S-basd Telemetry, Tracking and [enyel (TTL] seevices The X Bind Acumition
»

Provsterioeet Lirgets the érireey of
Serarel satebies s the debwvry of thy
ace (amparant ({S0) soseationn. the

Aangsntement Date: 3040372050

— Spen o 1751

Cnty Us Help  Te ms & Conditions
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HANDBOOK — BASIC OF ESA PROCUREMENT
esa-star Publication

Cesa,

News ESA Tender Actions  Mon ESA Tender Actions  ESA Interacts  Sipporting Documentation -

ESA Tender Actions ~

TR T Tender Actions - All ESA Tender Actions

My Views

Al ESA Tender Actions ?
» Filters -

¥ Open Competition Filtering

¥ Restricted Competition
* Direct Negotiation

Results: 33 Ttems Found

m = Exportto Excel

Sorting - ~  Announcement Date & A s 10 %

1-28516

Mews ESA Tender Actions Non ESA Tender Actions ESA Interacts  Supperting Documentation

Qm

MAPPING KEYWORDS 2 €33
i e 1 ESA Tender Actions ~
T [ o e e e § ]

optical sub-systems based on high finesse ultra-la

o Full text search
e Mark favourites
e Available filters

e Create a personal view

e Access details of a tender by

clicking its title

Tender Actions - All ESA Tender Actions

~ Filters 6

Countrylies)

Status Tender Type Programme Reference Directocate

Tndustrial Policy Mezsure Product Keywords Technology Keywords
Open Date: from Cosing Dite: from o Anncuncement Date: from

®
dammiyyyy =) | ddimmiyyyy =] ‘ ddimmlyyyy ®m ‘ ddimmiyyyy [2) | adimmiyyyy ®m ‘ ddimmiyyyy ) |

T

w

Results: 34 Ttems Found e Announcement Date & ZA s 104 l

p — @

130676 ESA-STAR REL 3.0 UAT PASS 2 - TEST ALE 2 - TA OPEN (OMPETITION e

‘The preject chijectives invoive the development of an integrated combination of opto-electronic controd technclogy and eptical sub-systems Based on high finesse ultra-low-expansion glass
optica] cavities for the parllel frequency / wavelength stabilisztion of multiple narmow-spectrsl-linewicth lasers. It is intended here to develap eventually 3 prototype to TRLG/7 under the ESA
GSTP programme element 6.1, whee an essential preliminary part will be first 3 -month de-risking actiity 10 evaluate key therma-mechanical issuss which have been identified under the,
new completed, TRP activity. A positive outcome fram the propased de-risking activity Would provids the basis to procesd towards achieving TRLE by Q1 2022, which

Il
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Dpen Competition
Announcement Date: 20/12i2020

Open Date: 13/00/2021
P 15
sing Date: ZT’DUEUZe
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esa-star Publication W T T

Be notified

of tenders of
your interest

Tender Actions (In Open Competition) -

Tender Actions [In Open Competition] @

Update for which types of Tender Actions Receive notifications for
Issued By ESA @ Mon ESA () Tender Action Information
Updates
Directorate 5
Tender Action Package
Publication, at Opening Date
Tender Actions opened to Economic Operators in my Country @

Clarifications @
Tender Actions opened to Economic Operators from other Countries

Cancellation or Re-issuing

Only for the Tenders for which my entity has expressed interest @
Extension of Closing Date

RAA A A




HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Publication

e MAPPING KEYWORDS 2{__; Title and TA number | *

Detail of a Tender Action (s 126516 )
I T T S AN

Publication/Update date | Last Update 0n

Announcement Date |

Update Reason
02/12/2020 . —X © 02n2r020 08:51 CET Dasing Date Changed
-4
Go to esa-match module to find
. . The project objectives involve the development of an integrated combination of opto-electronic control technology and optical sub-systems based on high finesse ultra-low-expansion glass optical cavities for the pamllel frequency | wawvelength
a pOtentIa| COI’]SOFtI um of multiple il |-l dth lasers. It is intended here to develop eventually 2 prototype to TRLE/T under the ESA BSTP programme element 6.1, where an essential preliminary part will ba h, a 9-month de-risking activity to
evaluate key thermo-mechanical issues which have been identified under the, now completed, TRP activity. A positive outcome from the proposed de-risking activity would provide the basis to proceed towards aghisar .. Read more
| Description |——'
Displays the list of submitted _
. Directorate Directorate of Ind., Proc. Legal Serv. Contracts Officer
Exp ressions Of I nte reSt Estabilishment ESTEC Initiating Service IPL-PT
Open Date 02/12/2020 DB:A8 CET IP Measure LU
Closing Date 14/12/2020 18:00 CET Prog. Reference E/0G00-00 - General Studies
e Allows you to express interest DS Required o
* See esa-star Publication Help - manual “Expression of Classified o —
Interest’ Price Ranga - ‘ TA Package | e
'\7//—# | Clarifications
o .
If you wish to submit an offer Tonder Typa open f - ) P
P P =
B [] TA Information Tender Action Package (3) Carifications [0)
you have to create a Bidder Open To Tendarers From BeDEY J
. . - Name Type
Technology Keywords 26-0THERS
Restricted Area in esa-star
d - d I 14-CIII-Biobarriers
STANDARD Cover Letter ITT april2020 COVID-192020113-155851.dock Letter of Invitation
Ten erl ng mo u e Products Keywords 2-0-11.1-b-Mators C&P: Motor housing and shaft, Sliprings, . o @ - n e
1-A-3.1-b-Heater Control
O [H  ReportGricViewExport_AllData_10_13_2020, 3_43_14 AM (1] xisx Statemant of Work
e Allows you to create an ad in o EXPRO_Tendering_Conditions_ncaber201920201023-16645 pai Tender Conditians

esa-match Marketspace -
B Download ~

(open competition only) | o |

£%1 Find Business Partners in esa-match ] Other Interested Entities -} Express Interest E5 Create Bidder Restricted Area % Create AD in esa-match

2
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HANDBOOK — BASIC OF ESA PROCUREMENT
esa-star Publication

Al Docement
* Reteranin Donmastation

wsa-star Ve 3.0 - Peblication

Mews  E5A Tender Artions  Man E5A Tender Articas  ESA

Practs  Suppeeting Documertation @

Supporting Documentation =

ECS5 Standards

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

ESA Penalty Palicy

ESA Security Regulations

ESA Security Regulations, rev. 1

EXPRO

g e———

. et v “EXPRE" (EXprens PROvrwren] staniesd packege, aiv made svalatie b
Pregrssal Teeaplate, V7.7 - Detobar 2019 EXPRO RFP Riripeste Tessplate, VA5 - Detcber 2000 fuied in risr-competitivs beaces aétians For which & kil progonal i st reusrndIWAth the exseption of ¢
il the ivaalsle stanitied opticrn which muy bt deleited by the Mgy far s puipsrst of 4 specfic EXPRO Lavtstion ts Tender (TTT] or Request b Propesal [RFPIch the xception of the EXPRD Trdering Cenditiors [EXPR
kg the declecation of armphance srauarrd tereendte, o are kindly ineted 1 axiluiiery feber 10 the sctaal sobtition pickge (TTT/RFP] a3 tadosed for tha prcllc purperse dnd 15 he the trmplitrs attiched thirees. DRAFT [ONTRALT Ses the ftachrmest: ORAFT_(DNTRACT_SMALL SERVECES. Oeteber013_EMITS DO pfSes the

General Clauses and Conditions for ESA Contracts - ESA/REG/D02

£48 Con BI032 Sew the attachment: ESa-S26-000_GOC pdffiocument complet en Frastais [sera publi? sit’newement]

General [lauses and [onditons for ESA Contracts - ESA/REG/D0Z, Revl

fom Chauses and for £54 6

, Arelbee the aachment: £54_FEG_002_GEC ey Lot

General Clauses and Conditsons for ESA Contracts - ESA/REG/D0Z, Rew2
Dlissas and Casitisers b ESA Gostricts ESATREGIOOE, Rew 2 Sie the ttackrraset: ESA 266 -002mmad Frevch pll

Costact U Holp  Terms B Conditions

Technical Standards
Publication Bute: E/03/2021

Administrative Documents
Fublication Bats: LA/3/7071

Administrative Documents
Publization Date. 1/T37071

Administrative Documents
Publication Bate: 1A/T3/2071

Administrative Documents
Fublication Ba: 1B/T1/Z021

Administrative Documents
Publization Date. 1/T37071

Administrative Documents
Publication Bate: 1A/T3/2071

Administrative Documents
Publication Bate: LA/T1/2021
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esa-match

DOING BUSINESS WITH ESA

This portal provide: : ing b SA. .
A chick on the "Mon * ot h c wihic s the ecx supported by the related system. To access any of the spplications, please e the "Access” hittons. Some sjstems can be entered a% a guest user, without the need ta lag-in. However, funetianalities and data available will be mited.
. . i

- ~

esa-star = esa-star

Registration . Tendering

Useful Links

esa-star

esa-match

Daing Business with E54 « .0
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-match

Cesa =

: esa-match
Welcome to the European Space Agency's matchmaking portal for industrial entities

@ ® ® o

esa-match Directory Marketspace Tenders Match Area
Complete your esa-match profile and showcase your competences Let others know about your needs, ideas and uptoming projects and Browsze tenders and Marketspace ads and identify the right partners in all tenders, Marketspace ads and esa-match profiles to find
and capabilities. Find others easily search for suilable collaborators and business opportunities

All {(Match Area) =

Morway Finland
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-match

esa-match profile pages for each Business Unit + Legal Entity
* Competences & Capabilities
* Experience (ESA contracts, other projects and studies [non-ESA]); Certifications)

esa-match Directory

®

« find entities. Option to filter, display them on a map, etc

esa-match Directory

Marketspace
* place “ads” (and link them to tenders)

Marketspace R
* “I'm looking for” + “I offer”

Tenders area
* search Tenders and ESA Interacts (new ESA Publication feature)

Tenders » area to find suitable “matches” (depending on competences set, country, etc)
@ “Lounge area” (communications area)
Metch rea » for messages between industrial entities
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esa-match

Entity Profile Page

esa-match Directory Marketspace Tenders Match Area @°

All (Match Area) = aQ

@ Show Gallery

Space Entity by is a supplier of high-reliability components for the space industry. Entity Description

Competences & Capabilities Experience

Space Entity bv

Competences (GPT +
Technology Tree)
Entity Code: 1000233773 .
Business Unlt Code: 8000238435 PquUCtS and SEFV|C9$
SME Status: Yes Testing & Manufacturing

A Facilities and Labs
H % . . ' the section
Address Entity Information (from esa-

Kepleriaan star Registration)

3896 LD, Nod H H H

i qunmal R_ange Inforr_nanon
Social Media Information

Entity Information

e Top 10 ESA Contracts
¢ Other Projects

Access the section ¥

Business Units Certifications

No data avallable No data avallable

> Access the section  »

Access the section

esa-star Ver. 3.0 - esa-match Comtact Us  Help
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esa-match

» To display, search and browse the list of entities in esa-match
» Entities are displayed in 2 different views:
= As a list (by default)

= As an interactive map (by clicking on “Show Map”) '\'
» List of entity -
profiles re
» Map view of = Hid oy
entities. A click i
reveals additional T N

information and

/ b 'Rumu@
links to an entity’s o T

profile page
*‘;.“*a'ﬁ}
%:‘%E% P‘:vF IIIII r::r L ELASTD & t
'\*!‘m“_.' . Wk S . .
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esa-match

esa-match
marketspace

Ad Details

My Sentinel-5 Ad

We are looking for a consortium member

My text for the abstract

Published on: 23/09/2020
Expiration Date: 04/09/2022
Looking for Entities In: iT-italy
Type of Entity Wanted: 2ny
Status: published

Link at the Tender Action: [

DESCRIPTION FROM BUILD REVIEW #5 TEST ELASTIC

Entity Information
Test POEntityNewRegistration
1000033634 - 8000038670

IT-Italy
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-match

Geaz= =

My Favsnts Wengen
E— @M Tenders

Tenders Sl

My Entity Profile  esa-match Direciory Marketspace Tenders Match Aea @

esa-match

¥ Filters T

Results : 150 items found Export in Excel [

il i i i HBEW

} PROOF OF CONCEPT OF USER SEGMENTS TECHNOLOGIES

“;,.‘F i S e e et ey e

Expressions of Interest

[ —— This section shows all entities
® that have expressed interest in
Soms ot by this particular tender (via esa-
star Publication, the new
SVIRES))

Ads linked to the tender
This section shows all ads in
the Marketspace linked to the
tender which were placed by
entities

e Mg S Other Matching Entities
@ This section shows entities
e Lntrganes ety “ “ with matching Product and
o ——— p— >} Technology keywords,
= i identified automatically by the

[ &nmems | == system
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
esa-star Tendering

DOING BUSINESS WITH ESA

Doing Business with ESA

This portal provi different ESA IT Corporate Applications for all economic oper: ing b with, or intending to i
A click on the L h i descrigtion which explabns the purposs acfed by the related system. To access any of the applications, please ise the "Access™ histtons. Some sjstems can be entered a< a quest user, without the need ta bag-in. However, functianalities and data available will be fenited.
hedditional information sbuut the ESA Pro g '

esa-star = \ esa-star

Registration . Tendering

mit your proposal

Useful Links

esa-star

esa-match

Daing Business with E54 « 1.0

26
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
ESA — STAR Tendering

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

* covers the end-to-end tendering process
e supports offer preparation and submission to ESA for evaluation,
*  management of clarifications and extension requests for Tender Actions

When you find an ITT in in esa-star publication for which you want to bid, you choose

B8 (reate Bidder Restricted Area

You will be re-directed you to esa-star Tendering where you create your dedicated work
area (the Bidder’s Restricted Area). Here you may:

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

27
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
ESA — STAR Tendering

£33 -star
a Tendering

Ces

CONTALT US

Questions on
+ Download User Manuals esa—Star Tendel’ing?

Video: http://www.esa.int/spaceinvideos/Videos/2016/03/0ffer Preparation _and Submission

28
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HANDBOOK — BASIC OF ESA PROCUREMENT
esa-p

DOING BUSINESS WITH ESA

Doing Business with ESA

rate Applications for all economic opertr ving bu: .
provided fog IT Carparate Application reveals a brief deseription which explabns the purpose of and pro

sturement Protess and further useful ks for ewnomic operatars ark provided an the right-hand dide.

esa-star | : esa-star
Tendering . Publication

L esa-match

Daing Business with E54 « 1.0

Abeut E5A’s Proo,

Useful Links
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HANDBOOK — BASIC OF ESA PROCUREMENT
esap Cesa

I You won’t need to access esa-p until you have a contract with ESA I

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:
esait.Service.Desk@esa.int or +39 06 941 80700, option 2
From 08:00 to 18:00 CET/CEST, Monday to Friday

Tutorials on how to use ESA-P are available on the supplier’s portal:

http://esa-p-help.sso.esa.int
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HANDBOOK — BASIC OF ESA PROCUREMENT
esap Cesa

Important note for contract payments:

1) Advance payment is transferred after the signature of contract and submission of Advance Payment Request (APR) in esa-p:
http://esa-p-help.sso.esa.int/Extended_Guide_How_to_submit_and_approve_an_Advance_Payment_Request.pdf

2) Milestone payments are released after submission of Confirmation and Invoice in esa-p with relevant deliverables approved
by ESA Technical Officer attached:

http://esa-p-help.sso.esa.int/Extended_Guide_How_to_submit_and_approve_a_MAC_confirmation.pdf
http://esa-p-help.sso.esa.int/Extended _Guide_How_to submit_and_approve_an_Invoice.pdf

3) Tax exception:

Intra-community transactions supplied to an International (Governmental) Organisation (like ESA) are free of VAT according
to Directive 2006/112/EC Article 151 1.b. if the related exemption form (still referring to Directive 77/388/EEC - Article 15/10)
is issued and provided to the entitled supplier. Note subcontractor does not receive any VAT exemption certification, only the
contractor who has a legal binding contract with ESA:

http://esa-p-help.sso.esa.int/no_VAT_details.html
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
Basic Step-by-Step Recipe

START
I have an Registered YES Doc(jr?eﬁ?s in Read:
idea and | want to bid in in esa-star —p) esa-star —P « Cover Letter
the Call for Outline registration? L » Clarifications
publication
Proposals
NO i
v
* Express your
rapeaon " o oo
. ) ) egister . .
* Prepare a in the intended in eza—star subjects in Cover
proposal when ITTs? Letter?
ITT is published.
YES
Read:
Is your Search YES Still * App. 1 — Draft Contract
Idea already « ITT Appendix 4 intending to send a * App. 2 — Tendering Conditions
there? - esa-star publication proposal? * App. 3 - Proposal Template
(also its Cover Letter)
« Clarifications

SEE NEXT VIEWGRAPH

mE = e - Y| » THE EUROPEAN SPACE AGENCY
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
Basic Step-by-Step Recipe

e Create your Bidder
Download (in esa-star publication): Restricted Area in the
@—P * ITT package —> ITT page in esa-star
* PSS Forms (A1,A2, A8 & A15.1) tendering

* Fill in Consortium
Structure

» Fill declaration of
Compliance and Key
Acceptance Factors

e Sign your Proposal

Review proposal
Clarification

i using ' Prepare proposal
* Upload and submit needed? “Submission using template
your proposal Checklist”

in esa-star Tendering

1

YES Access “My requests” in

your Bidder Restricted

Area and create a new
Clarification request

END

A 4
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HANDBOOK — BASIC OF ESA PROCUREMENT @esa
Basic Step-by-Step Recipe

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 esa-star publication as a clarification for the benefit of all Tenderers.
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