

EIGE/2012/ADM/01
FWC on Provision of Travel, accommodation and related services

	STANDARD SUBMISSION FORMS
Annex 1
IDENTIFICATION OF THE TENDERER




	Identity

	Name of the Tenderer
	

	Legal status of the Tenderer
	

	Date of registration
	

	Country of registration
	

	Registration number
	

	VAT number
	

	Address

	Address of registered office of Tenderer
	

	Where appropriate, administrative address of Tenderer for the purposes of this invitation to tender
	

	Contact Person

	Surname:

First name:

Title (e.g. Dr, Mr, Ms) :

Position (e.g. manager):

Telephone number:

Fax number:

E-mail address:
	

	Legal Representatives

	Names and function of legal representatives and of other representatives of the Tenderer who are authorised to sign  contracts with third parties
	

	Declaration by an authorised representative of the organisation
I, the undersigned, certify that the information given in this tender is correct and that the tender is valid.

	Surname:

First name:


	Signature:


Annex 2

WRITTEN UNDERTAKING FROM THIRD ENTITIES

Applicable only if your tender includes several service providers.

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 Institute for Gender Equality 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 Institute for Gender Equality 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 Institute for Gender Equality 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 Institute for Gender Equality 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 Institute for Gender Equality, 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 Institute for Gender Equality.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Institute for Gender Equality 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 Institute for Gender Equality.

Signed in …………………… on ……….. ………

Name

Function

Company

Name

Function

Company

Name

Function

Company

Name

Function

Company

Annex 3

 WRITTEN UNDERTAKING FROM THIRD ENTITIES
Applicable only if your tender includes several service providers 

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 Institute for Gender Equality 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/ortheServices).

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

a. Shall be jointly and severally liable towards the European Institute for Gender Equality 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 Institute for Gender Equality 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 Institute for Gender Equality 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 Institute for Gender Equality, 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 Institute for Gender Equality.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Institute for Gender Equality 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 Institute for Gender Equality.

Signed in …………………… on ……….. ………

Name

Function

Company

Name

Function

Company

Name

Function

Company

Annex 4

SUBCONTRACTING FORM by Tenderer
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). In each case of subcontracting please specify the roles, activities and reponsibilities of the proposed subcontractor(s) and the reasons why subcontracting is envisaged.
	Description
	Percentage of the contract
	Subcontractor

	
	%
	Name:

Address:

	
	%
	Name:

Address:


Annex 5
LETTER OF INTENT TO BE SIGNED by envisaged subcontractor
The undersigned: ……………………………………………………………….

Name of the company/organisation: ……………………………………………

Address: …………………………………………………………………………

Declares hereby the intention to collaborate in the execution of the tasks subject to the above call for tender, in accordance with the terms of the offer to which the present form is annexed, if the Contract is awarded to ……………. (name of the Tenderer). 

Declares hereby accepting the general conditions attached to the technical specifications for this call for tender.

Full name

Date

Signature

Annex 6

LEGAL ENTITY
To be downloaded from: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm#en
Please attach the necessary supporting documents as required (see instructions in the file).

Subcontractors are only obliged to provide the legal entity form without the evidence, and are not required to present the Financial Identification Form. 
Annex 7

FINANCIAL IDENTIFICATION FORM

To be downloaded from: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
Annex 8

Declaration on honour
with respect to

the Exclusion Criteria and absence of conflict of interest

The undersigned [name of the signatory of this form, to be completed]:

· in his/her own name (in case of own declaration of a director or person with powers of representation, decision making or control over the economic operator
)
or

· representing (if the economic operator is a legal person)

official name in full (only for legal person):

official legal form (only for legal person):

official address in full:

VAT registration number:

declares that the company or organisation that he/she 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 all its obligations relating to the payment of social security contributions and the payment of taxes in accordance with the legal provisions of the country in which it is established, with those of the country of the contracting authority and 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) is not a subject of the administrative penalty for being guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the procurement procedure or failing to supply an information, or being declared to be in serious breach of his obligation under contract covered by the budget.

In addition, the undersigned declare on the honour:

g)
they have no 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;

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

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

j)
they 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 award of the contract;

k)
that the information provided to the European Institute for Gender Equality within the context of this invitation to tender is accurate, sincere and complete;

l)  that in case of award of contract, they shall provide the evidence that they are not in any of the   situations described in points a, b, d, e above. 

For situations described in (a), (b) and (e), production of a recent extract from the judicial record is required or, failing that, a recent equivalent document issued by a judicial or administrative authority in the country of origin or provenance showing that those requirements are satisfied. Where the Tenderer is a legal person and the national legislation of the country in which the Tenderer is established does not allow the provision of such documents for legal persons, the documents should be provided for natural persons, such as the company directors or any person with powers of representation, decision making or control in relation to the Tenderer. 
For the situation described in point (d) above, recent certificates or letters issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the Tenderer is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. 
For any of the situations (a), (b), (d) or (e), where any document described in two paragraphs above is not issued in the country concerned, it may be replaced by a sworn or, failing that, a solemn statement made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.] 
By signing this form, the undersigned acknowledge that they have been acquainted with the administrative and financial penalties described under art 133 and 134 b of the Implementing Rules (Commission Regulation 2342/2002 of 23/12/02), which may be applied if any of the declarations or information provided prove to be false.

Full name
Date
Signature
ANNEX 9

FINANCIAL PROPOSAL

Open Call for Tender – EIGE/2012/ADM/01
FWC on Provision of Travel, accommodation and related services
IDENTIFICATION OF THE TENDERER:

Name of bidder: ……………………………………………

Address: ……………………………………………

Phone: ……………………………………………

URL: ……………………………………………

Email: ……………………………………………   

The fee charged by the tenderer per flight ticket purchased must be expressed as a fixed figure in Euro (numbers to two decimal places).
	Item
	Unit price (per ticket), EUR

(1)
	Weighting coefficients, %

(2)
	Weighted unit price

(=1*2)

	I. Ticket fee
	
	
	

	Fee for issuing European flight ticket
	
	50
	

	Fee for issuing European rail/sea ticket
	
	5
	

	Fee for Intercontinental flight ticket
	
	5
	

	II. Service fees
	
	
	

	Fee for cancellation of already issued ticket (per ticket)
	
	10
	

	Fee for modification of already issued ticket (per ticket)
	
	10
	

	Fee for accommodation reservation (per reservation)
	
	15
	

	Additional services (per unit)
	
	5
	

	TOTAL = SUM of weighted unit prices
	
	
	


Explanatory notes:

1. changing a ticket mean that a new ticket has to be issued

2. cancellation of a ticket means that the file is closed
Full name


Date





Signature
Annex 10

TECHNICAL STATEMENT
By signing this form the company will formally undertake to:  
- make available to EIGE qualified and experienced staff, ensure that replacement staff are properly trained;
- be in possession of the technical equipment needed to provide the services required under the terms set out in the contract and the technical specifications; 
- respect all the legislative and contractual provisions on the handling and protection of personal data on persons travelling on mission; 
- ensure that query response time and waiting times are respected.
Place, date, signature and company’s seal
Annex 11
Economic and Financial capacity

Technical and Professional capacity
Technical and professional capacity as specified under Section 2.1.3
Evidence of the technical and professional capacity shall be furnished by the following: 

- Proof of possessing the necessary authorisation to perform the activities,
- Declaration as per Annex 12,
 Annex 12

DECLARATION 

on 

Financial and professional capacity of the tenderer 

FWC on Provision of Travel, accommodation and related services
	The company 
	

	Of legal nature 
	

	Which the registered office is established with (city, countries) 
	

	Represented by (name, title) 
	


A. commits itself to carrying out the services being the subject of this call for tender, and certifies that it has the professional and technical capability to carry out the tasks.
B. - certifies that it has the economic and financial capacity to implement the contract,

By signing this form the company certifies that required combined annual turnover is not lower then EUR 250.000 for last two years.
Place, date, signature and company’s seal
�	To be used depending on the national legislation of the country in which the candidate or tenderer is established and where considered necessary by the contracting authority (see art. 134(4) of the Implementing Rules).






