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IDENTIFICATION OF THE TENDERER:

Name of bidder: ……………………………………………

Address: ……………………………………………

Phone: ……………………………………………

Fax: ……………………………………………

Email: ……………………………………………

1.
GENERAL

Tenders must be clear and concise, with continuous page numbering, and assembled in a coherent fashion (e.g. bound or stapled, etc.). Since tenderers will be judged on the content of their written bids, these must make it clear that they are able to meet the requirements of the specifications.

Tenders must be written in one of the official languages of the European Union.

Tenders must include the following information:

· all the information and documents requested by the Contracting Authority in order to assess the tender;

· one specimen signature of an authorised person (agent) on the legal entity form (Annex 1.4 of Standard Application Form – SAF))
· the name of a contact person in relation to the submission of the bid (Annex 4 of SAF).
2.
Consortia or Group of service providers

Joint tenders submitted by several economic operators (a consortium or a group of companies) are allowed. In such cases, one of the members must be designated as the group leader or group manager. All members of a consortium (i.e. the leader and all other members) are jointly and severally liable to the Contracting Authority. 

In addition, each member of the consortium or grouping must provide the required evidence for the exclusion and selection criteria (see section III.2.1 and section III.2.2 of Contract Notice S254-389992 of 31/12/2010). Concerning the selection criteria ‘technical and professional capacity’ (see section III.2.3 a) – c) of Contract Notice S254-389992 of 31/12/2010) the evidence provided by each member of the consortium or grouping will be checked to ensure that the consortium or grouping as a whole fulfils the criteria.

3.
Subcontracting
Subcontracting is permitted to subcontractors proposed in the offers submitted in reply to the call for tenders.
Any intention to subcontract part of the contract must be clearly stated in the tender. Tenderers must indicate the maximum percentage of the contract they intend to subcontract and the identity of the partners they intend to work with, and clearly state the nature of their links to those partners.

Where, in a bid, the amount of subcontracting exceeds 20% of the contract, the subcontractor(s) must provide all the necessary documents for assessing the bid as a whole with regard to the selection criteria.

Furthermore, additional levels of subcontracting (e.g. subcontracting of subcontracts) are not allowed during the execution of the contract.
4.
Structure of the tender

All tenders must be presented as follows:

Administrative details (Annex 4 of SAF)

a)
Where a tender involves several suppliers, they may choose between:

-
making a joint bid, in which case all the providers must be considered as tenderers and, if theirs is the successful bid, as contractors (in this case, one of the tenderers must be put forward as coordinator to manage the contract) (Annex 1.1 or 1.2 of SAF);

or

-
making a bid in the name of only one tenderer, who is then the sole contractor if the bid is successful, the other service providers being considered as subcontractors (Annex 1.3 of SAF).

Whichever type of bid is chosen (joint bid or bid in the name of one tenderer), the tenderer(s) must stipulate the role, qualifications and experience of each service provider and, where relevant, the monitoring arrangements that exist between them.

b)
To identify himself the tenderer must fill in the two forms attached as Annex 1.4 (Legal Entity Form) and 1.5 (Financial Identification Form) of SAF:

- The Legal Entity File, to be signed by a representative of the tenderer authorised to sign contracts with third parties. There is one form for individuals, one for private entities and one for public entities. A standard form is provided in Annex 1.4 of SAF.
-
A bank identification form filled in and signed by an authorised representative of the tenderer and his or her banker. A standard form is provided in Annex C1.5 of SAF.
The Legal Entity File must be supported by the following documents relating to each tenderer in order to show its name, address and official registration number:

For private entities:

-
A legible copy of the instrument of incorporation or constitution, and a copy of the statutes, if they are contained in a separate instrument, or a copy of the notices of such constitution or incorporation published in the national or other official journal, if the legislation which applies to the tenderer requires such publication;

-
If the instruments mentioned in the above paragraph have been amended, a legible copy of the most recent amendment to the instruments mentioned in the previous indent, including that involving any transfer of the registered office of the legal entity, or a copy of the notice published in the relevant national or other official journal of such amendment, if the legislation which applies to the tenderer requires such publication.


If the instruments mentioned in the first paragraph have not been amended since incorporation and the tenderer's registered office has not been transferred since then, a written confirmation, signed by an authorised representative of the tenderer, that there has been no such amendment or transfer;

-
A legible copy of the notice of appointment of the persons authorised to represent the tenderer in dealings with third parties and in legal proceedings, or a copy of the publication of such appointment if the legislation which applies to the legal entity concerned requires such publication.

-
If the above documents do not show the registration number, a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number.

-
If the above documents do not show the VAT number, a copy of the VAT registration document, where applicable.

For Individuals:

-
A legible copy of their identity card or passport;

-
Where applicable, a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number.

-
If the above documents do not show the VAT number, a copy of the VAT registration document, where applicable.
For Public Entities:

-
A copy of the resolution decree, law, decree or decision or decision establishing the entity in question or failing that, any other official document attesting to the establishment of the entity.

1.1 - WRITTEN UNDERTAKING FROM THIRD ENTITIES

Applicable only if your tender includes several service providers as specified in section III.1.3 of Contract Notice S254-389992 of 31/12/2010
Agreement / Power of Attorney

Model A

(DESIGNATING ONE OF THE COMPANIES OF THE GROUP AS LEADER AND GIVING A MANDATE TO IT)

We the undersigned :

– Signatory 1 (Name, Function, Company, Registered address, VAT Number)

– Signatory 2 (Name, Function, Company, Registered address, VAT Number)

– …..

– Signatory N (Name, Function, Company, Registered address, VAT Number),

Each of them having the legal capacity required to act on behalf of his/her company,

HEREBY AGREE AS FOLLOWS:

1. The European Union Agency for Fundamental Rights has awarded the Contract …. (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members»), based on the joint offer submitted by them on … ….. for the supply of ….. and/or the provision of services for … (« the Supplies and/or the Services »).

2. As co-signatories of the Contract, all the Group Members :

a. Shall be jointly and severally liable towards the European Union Agency for Fundamental Rights for the performance of the Contract.

b. Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Supplies and/or the Services.

3. To this effect, the Group Members designate Company X as Group Leader. [N.B.: The Group Leader has to be one of the Group Members]

4. Payments by the European Union Agency for Fundamental Rights related to the Supplies or the Services shall be made through the Group Leader’s bank account .[Provide details on bank, address, account number, etc.].

5. The Group Members grant to the Group Leader all the necessary powers to act on their behalf in connection with the Supplies and/or the Services. This mandate involves in particular the following tasks :

a. The Group Leader shall sign any contractual documents — including the Contract — and issue any invoices related to the Supplies or the Services on behalf of the Group Members.

b. The Group Leader shall act as single point of contact for the European Union Agency for Fundamental Rights in connection with the Supplies and/or the Services to be provided under the Contract. It shall co-ordinate the provision of the Supplies and/or the Services by the Group Members to the European Union Agency for Fundamental Rights, and shall see to a proper administration of the Contract.

Any modification to the present agreement / power of attorney shall be subject to approval from the European Union Agency for Fundamental Rights.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Union Agency for Fundamental Rights in connection with the Supplies and/or the Services to be provided under the Contract have ceased to exist. The parties cannot terminate it before that date without the consent of the European Union Agency for Fundamental Rights.

Signed in …………………… on ……….. ………

Name

Function

Company

Name

Function

Company

Name

Function

Company

Name

Function

Company

1.2 - WRITTEN UNDERTAKING FROM THIRD ENTITIES

Applicable only if your tender includes several service providers as specified
in section III.1.3 of Contract Notice S254-389992 of 31/12/2010
Agreement / Power of Attorney

Model B
(CREATING THE GROUP AS SEPARATE ENTITY, APPOINTING A GROUP MANAGER AND GIVING A MANDATE TO HIM/HER)

We the undersigned :

– Signatory 1 (Name, Function, Company, Registered address, VAT Number)

– Signatory 2 (Name, Function, Company, Registered address, VAT Number)

– Signatory N (Name, Function, Company, Registered address, VAT Number),

Each of them having the legal capacity required to act on behalf of his/her company,

HEREBY AGREE AS FOLLOWS:

1. The European Union Agency for Fundamental Rights has awarded the Contract …. (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for the supply of ….. and/or the provision of services for … (« the Supplies and/or the Services »).

2. As co-signatories of the Contract, all the Group Members :

a. Shall be jointly and severally liable towards the European Union Agency for Fundamental Rights for the performance of the Contract.

b. Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Supplies and/or the Services.

3. To this effect, the Group Members have set up under the laws of ……. the Group ….. (« the Group »). The Group has the legal form of a .….. [Provide details on registration of the Group: VAT Number, Trade Register, etc.].

4. Payments by the European Union Agency for Fundamental Rights related to the Supplies or the Services shall be made through the Group’s bank account. [Provide details on bank, address, account number, etc.].

5. The Group Members appoint Mr/Ms ……. as Group Manager.-
6. The Group Members grant to the Group Manager all the necessary powers to act alone on their behalf in connection with the Supplies and/or the Services. This mandate involves in particular the following tasks :

a. The Group Manager shall sign any contractual documents — including the Contract — and issue any invoices related to the Supplies or the Services on behalf of the Group Members.

b. The Group Manager shall act as single point of contact for the European Union Agency for Fundamental Rights in connection with the Supplies and/or the Services to be provided under the Contract. He/she shall co-ordinate the provision of the Supplies and/or the Services by the Group Members to the European Union Agency for Fundamental Rights, and shall see to a proper administration of the Contract.

Any modification to the present agreement / power of attorney shall be subject to approval of the European Union Agency for Fundamental Rights.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Union Agency for Fundamental Rights in connection with the Supplies and/or the Services to be provided under the Contract have ceased to exist. The parties cannot terminate it before that date without the consent of the European Union Agency for Fundamental Rights.

Signed in …………………… on ……….. ………

Name

Function

Company

Name

Function

Company

Name

Function

Company

Name

Function

Company

1.3 SUBCONTRACTING
(See section III.2.3 c) of Contract Notice S254-389992 of 31/12/2010)
Please indicate (by ticking the appropriate box) whether the tenderer intends to subcontract all or part of the performance of the Contract, if awarded. 

□
YES, the tenderer intends to subcontract all or part of the performance of the Contract, if awarded.

□
NO, the tenderer does not intend to subcontract all or part of the performance of the Contract, if awarded.

If YES, please specify which parts of the Contract, and the name and address of any subcontractor(s).

	Description
	Percentage of the contract
	Subcontractor

	
	%
	Name:

Address:

	
	%
	Name:

Address:

	
	%
	Name:

Address:


Where, in a bid, the amount of subcontracting exceeds 20% of the contract, the subcontractor(s) must provide all the necessary documents  for assessing the bid as a whole with regard to the exclusion criteria, and selection criteria. Where subcontracting represents less than 20% of the contract, subcontractors shall not be required to provide documents on their financial and economic capacity.

Every subcontractor, irrespective of the share of the contract, must complete the Legal Entity form (Annex C.1.4).

Every subcontractor that exceeds 20% of the contract must complete the following forms:

Solemn Declaration (Annex C.2.2).

1.4 LEGAL ENTITY

To be downloaded from http://ec.europa.eu/budget/execution/legal_entities_en.htm
Please choose the appropriate form (legal entity form for either individuals, private companies or publicentities) and attach the necessary supporting documents as required.
ANNEX 1.5 - FINANCIAL IDENTIFICATION FORM

To be downloaded from:

http://ec.europa.eu/budget/execution/ftiers_en.htm 
2.1 – EXCLUSION CRITERIA FORM
(See section III.2.1 (a), (b), (c), (d), (e) and (f) of Contract Notice S254-389992 of 31/12/2010
a) The undersigned:

b) Name of the company/organisation:……………………………………………………….

c) Legal address:………………………………………………………………………………..

d) Registration number:…………………………………………………………………………

e) VAT number:………………………………………………………………………………….

Name of the signatory of this form (representative legally authorized to represent the candidate vis-à-vis third parties and acting on behalf of the aforementioned company or organization):

declares on his honor that the company or organization that he represents:

a) is not bankrupt or being wound up, is not having its affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning those matters, and is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b) has not been convicted of an offence concerning professional conduct by a judgment which has the force of res judicata;

c) has not been guilty of grave professional misconduct proven by any means which the contracting authorities can justify; 

d) has fulfilled its obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which it is established, or with those of the country of the contracting authority or those of the country where the contract is to be carried out; 

e) has not been the subject of a judgement which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Communities' financial interests;

f) has not been declared, following another procurement procedure or grant award procedure financed by the Community budget, to be in serious breach of contract for failure to comply with its contractual obligations.

In addition, the undersigned declares on his honour:

a) that on the date of submission of the tender, the company or organisation he represents and the staff proposed for this tender are not subject to a conflict of interests in the context of this invitation to tender; he undertakes to inform the Contracting Authority without delay of any change to this situation after the date of submission of the tender.

b) that the information provided to the Contracting Authority within the context of this invitation to tender is accurate, sincere and complete.

Full name:……………………………………..
Date:……………………………………………

Signature:

……………………………………..

ANNEX 2.2 - SOLEMN DECLARATION
(See section III.2.1 (g) and (h) of Contract Notice S254-389992 of 31/12/2010
Form to fill in

I, the undersigned, (surname, first name) .......................................... acting in my capacity as (position) ......................................... with (name of institution) .............................................., hereby solemnly declare that (name of tendering company) ...................................................................................................................:

1) have not been guilty of grave professional misconduct proven by any means which the contracting authority can justify;

2) following another procurement procedure or grant award procedure financed by the Community budget, have not been declared to be in serious breach of contract for failure to comply with their contractual obligations.

3) is not guilty of serious misrepresentation in supplying the information required by the Contracting Authority;

4) do not have any conflict of interest in connection with the contract; a conflict of interest could arise in particular as a result of economic interests, political or national affinities, family or emotional ties, or any other relevant connection or shared interest;

5) will inform the contracting authority, without delay, of any situation constituting a conflict of interest or which could give rise to a conflict of interest;

6) have not made and will not make any offer of any type whatsoever from which an advantage can be derived under the contract;

7) have not granted and will not grant, have not sought and will not seek, have not attempted and will not attempt to obtain, and have not accepted and will not accept, any advantage, financial or in kind, to or from any party whatsoever, constituting an illegal practice or involving corruption, either directly or indirectly, as an incentive or reward relating to the award of the contract.

and that it is not therefore subject to any of the grounds for exclusion provided for under section III.2.1 (g) and (h) of Contract Notice S254-389992 of 31/12/2010.

The Contracting Authority reserves the right to check the above information.

Done at ................................... on ................................ .

Surname, first name:
...........................................................

Signature:...........................................................

3.1 – Statement of annual overall turnover of the last two financial years
(See section III.2.2 a) of Contract Notice S254-389992 of 31/12/2010)coverage of 50.000 Euro is required.
3.2 – Balance sheets or extracts from balance sheets for at least the last two financial years for which accounts have been closed
(See section III.2.2 a) of Contract Notice S254-389992 of 31/12/2010)
3.3 - EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

Technical and professional capacity as specified in section III.2.3 a) of Contract Notice S254-389992 of 31/12/2010)
3.4 – LIST OF PRINCIPAL SERVICES

(as specified in section III.2.3 b) of Contract Notice S254-389992 of 31/12/2010)


	Administrative details

	1.
	Person to be contacted regarding this Tender:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.) 
	

	e.
	Position (e.g. director, etc.) 
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	

	i.
	Address


	

	
	
	

	2.
	Person authorised to sign contracts on behalf of the tenderer:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.)
	

	e.
	Position (e.g. director, etc.)
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	


Full name:……………………………..  Date:………………………… 
Signature:………………………..
Stamp:…………………………

"

	Administrative details

	1.
	Person to be contacted regarding this Tender:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.) 
	

	e.
	Position (e.g. director, etc.) 
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	

	i.
	Address


	

	
	
	

	2.
	Person authorised to sign contracts on behalf of the tenderer:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.)
	

	e.
	Position (e.g. director, etc.)
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	


Full name:……………………………..  Date:………………………… 
Signature:………………………..
Stamp:…………………………


" 

	Annex 4. Administrative Details

	1.
	Person to be contacted regarding this Tender:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.) 
	

	e.
	Position (e.g. director, etc.) 
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	

	i.
	Address
	

	2.
	Person authorised to sign contracts on behalf of the tenderer:

	a.
	Name of company orgorganisation naname
	

	b.
	Surname
	

	c.
	First name
	

	d.
	Title (Dr, Mr, Mrs, Ms etc.)
	

	e.
	Position (e.g. director, etc.)
	

	f.
	Telephone number
	

	g.
	Fax number
	

	h.
	Email address
	


Full name:……………………………..  Date:………………………… 
Signature:………………………..
Stamp:…………………………
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