	
	




Application Form 


Ref: 2015/EJ/09/PN

Catering services for Eurojust

Important note to Candidates:
Applications must be submitted in full with all requested supporting documents attached in Annex 1 and 2. Eurojust may reject incomplete or unclear applications.
If a candidate is unsure of the documents which are required then it is strongly recommended to contact Eurojust for clarification, since failure to provide the correct documentation may result in elimination from the procedure.

[bookmark: _Toc347152232]
Form 1: Overview


	Candidate Name
	

	Registered Business Address
	


	Web Site
	

	Legal Status
	

	Statutory registration number
	

	VAT registration number
	

	Name and title of the Legal Signatory(ies) of the contract

	

	Correspondence address of Candidate
	

	Name of the Contact Person for this tender
	

	Telephone Number
	

	Email
	



Consortium and subcontracting (see point 2.5 of the Invitation to Apply) 
Is this application submitted by a consortium?    		Yes / No
Does this application foresee subcontracting?   		Yes / No
If `yes` to either or both of the above please provide the  names of consortium members and subcontracted parties on the next page and complete declarations in forms 2 and 3.

Form 1 - Overview
Consortium information
	
	Name & Address

	Member 1
	

	
	

	Member 2
	

	
	

	Member n….
	



Subcontracting information
	Subcontractor 1
	Name &Address
	Indication of tasks that will be carried out by the subcontractor including % of overall tasks

	
	
	

	Subcontractor 2
	
	

	Subcontractor n…
	
	



Please note that all consortium members and subcontractors must also complete forms 2 
and 3. 


Form 2: Consortium member/Subcontractor declaration 
To be completed and signed by each member of the consortium and subcontractor in the case that a consortium submits an application or subcontracting is foreseen.
I the undersigned, as an authorized representative of:
	Entity Name   
	

	Address
	


hereby declare 
· the intention to collaborate as a Consortium member/Subcontractor[footnoteRef:1] with [name of the candidate(s)] in the execution of the tasks related to the procurement procedure No.2015/EJ/09/PN – Catering services for Eurojust; [1:  Delete as appropriate
] 

· to have completed, signed and attached form 3 of this application.
· to have examined and accepted in full the content of the relevant Invitation to Apply, its annexes and the `Instructions and conditions applicable to Eurojust procurement procedures (I&C)`; 


	Name:   
	

	Signature:
	

	Position:
	

	Date:
	



[bookmark: _Toc347152238]

Form 3: Declaration of honour on
exclusion criteria and absence of conflict of interest

This declaration must be completed, signed and submitted by the candidate and any consortium members and subcontractors foreseen in this procedure.

(Complete or delete the parts in italics in parenthese)
[Choose options for parts in blue between square brackets]

The undersigned (insert name of the signatory of this form):
· in [his][her] own name (for a natural person)
or
· representing the following legal person: (only if the economic operator is a legal person)
full official name:
official legal form:
full official address:
VAT registration number:
· declares that [the above-mentioned legal person][he][she] is not in one of the following situations:
1. is bankrupt or being wound up, is having its affairs administered by the courts, has entered into an arrangement with creditors, has suspended business activities, is the subject of proceedings concerning those matters, or is in any analogous situation arising from a similar procedure provided for in national legislation or regulations;
1. has been convicted of an offence concerning professional conduct by a judgment of a competent authority of a Member State which has the force of res judicata;
1. has been guilty of grave professional misconduct proven by any means which the contracting authorities can justify including by decisions of the European Investment Bank and international organisations;
1. is not in compliance with 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 performed;
1. has been the subject of a judgement which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such activity is detrimental to the Union's financial interests;
1. is subject to an administrative penalty for being guilty of misrepresenting the information required by the contracting authority as a condition of participation in a grant award procedure or another procurement procedure or failing to supply this information, or having been declared to be in serious breach of its obligations under contracts or grants covered by the Union's budget.
· (Only for legal persons other than Member States and local authorities, otherwise delete) declares that the natural persons with power of representation, decision-making or control[footnoteRef:2] over the above-mentioned legal entity are not in the situations referred to in b) and e) above;  [2:  	This covers the company directors, members of the management or supervisory bodies, and cases where one natural person holds a majority of shares. ] 

· declares that [the above-mentioned legal person][he][she]:
g)	has 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 affinity, family, emotional life or any other shared interest;
h)	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)	has not granted and will not grant, has not sought and will not seek, has not attempted and will not attempt to obtain, and has not accepted and will not accept any advantage, financial or in kind, to or from any party whatsoever, where such advantage constitutes an illegal practice or involves corruption, either directly or indirectly, in as much as it is an incentive or reward relating to award of the contract;
j)	provided accurate, sincere and complete information to the contracting authority within the context of this procurement procedure ;
· acknowledges that [the above-mentioned legal person][he][she] may be subject to administrative and financial penalties[footnoteRef:3] if any of the declarations or information provided prove to be false.  [3:  	As provided for in Article 109 of the Financial Regulation (EU, Euratom) 966/2012 and Article 145 of the Rules of Application of the Financial Regulation] 





	Full name
	Date
	Signature

	
	
	






Important note regarding form 3 of this Application

In addition to a completed and signed form 3,  candidates, consortium members and subcontractors must provide the following documentation as annex 1 of this application.

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 candidate is a legal person and the national legislation of the country in which the candidate 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 candidate.
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 candidate 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.
If the candidate is a legal person, information on the natural persons with power of representation, decision making or control over the legal person shall be provided only upon request by the contracting authority. 
		
If a candidate has any doubt about the mandatory documentation required, it is strongly recommended that they contact Eurojust for clarification since failure to provide the correct documents may lead to elimination from the procedure.

More information regarding the type of certificates issued in each country can be found in the eCertis database: http://ec.europa.eu/markt/ecertis








Form 4: Selection Criteria

The legal, economic & financial and technical & professional criteria required to perform the contract are listed below.

If any of these criteria are not fulfilled, candidates may not be selected for Phase II of this procedure.

Candidates must include, as annex 2 of this application, the required proofs that the candidate can meet the selection criteria.
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Application 2015/EJ/09/PN		Catering services for Eurojust
	No
	Requirements
	Proof of meeting the requirements 
	Scoring
	Candidate’s reply

	1
	LEGAL CAPACITY
	

	
	The candidate must prove that they are authorised to perform the contract under national law.
	· A certificate of registration in the relevant trade or professional registers in the country of establishment/incorporation. If the candidate is not required or allowed to register in such a register for reasons related to its statute or legal status, Eurojust shall accept, as satisfactory evidence, a sworn declaration or certificate, membership of a specific organisation, express authorisation, or entry in the VAT register.
	Pass/Fail
	 Proof submitted
 Proof not submitted

	2
	ECONOMIC AND FINANCIAL CAPACITY
	

	
	The candidate must be in a stable financial position[footnoteRef:4] and have the financial capacity to provide the required supplies/services. [4:  While assessing the financial stability of the companies, Eurojust follows the concise financial analysis which is in line with the principle that the company must be financially feasible and simultaneously: liquid (capable of meeting its short-term commitments); solvent (capable of meeting its medium and long-term commitments); profit-earning (generating profits, or at least self–financing power).
The standard ratios that Eurojust uses are as follows: liquidity, financial independence, indebtness, debt coverage, profitability.  In addition, the following noteworthy values are taken into account: own funds, retained profit, working capital, net result, gross operating surplus, self-financing capacity.] 

The candidate must have for each of the past two financial years, for which accounts have been closed, an average annual turnover of at least €1.000.000,00
	· Duly completed Financial Capacity Form;

· Copies of the balance sheets and economic outturn (profit & loss) statements covering at least the last two years for which accounts have been closed where publication of them is required under the company law of the country in which the economic operator is established. These documents must be produced and/or certified by certified auditors or similar operators or as required by the law of the country where the economic operator is established;

· If the candidate is unable to provide the aforementioned documents, e.g. if publication of these is not required under the company law of the country in which the economic operator is established etc., other documentation, proving the stable financial position may be acceptable. Such other proof may be a letter/statement by certified auditors confirming the required financial data or the financial stability of the respective economic operator.
	Pass/Fail
	 Proof submitted
 Proof not submitted

	3
	TECHNICAL AND PROFESSIONAL CAPACITY
	

	3.1
	Candidates must have quality assurance standards in place that are in line with ISO 9001 or equivalent.
	· A copy of the candidate`s ISO 9001 certificate or equivalent or a description of the candidate`s quality assurance standards equivalent to ISO 9001.

	Pass/Fail
	 Proof submitted
 Proof not submitted

	3.2
	Candidates must have environmental management schemes in place that are in line with the European Union Eco-Management and Audit Scheme (EMAS) or ISO 14001 or equivalent.
	· A copy of proof of registration of the candidate in EMAS or a copy of ISO 14001 certificate or a description of the candidate`s environmental management schemes equivalent to EMAS or ISO 14001

	Pass/Fail
	 Proof submitted
 Proof not submitted

	[bookmark: _GoBack]Common requirements for 3.3 and 3.4 and 3.5:
To verify technical and professional capacities of the candidates we kindly ask you to fill in the forms with asked experiences. A combination of references is not allowed. The contract with the client used for the reference must:
· Have been carried out fully or partially within the last three years (i.e. after August 2012);
· Have an assignment period of minimum three years, of which at least six months carried out within the period August 2012 – August 2015;
· Have been carried out in a building with mainly an office function and over 200 workplaces.

It is not allowed to use the same client in more than one reference for criteria 3.3 and 3.4 and 3.5.

	3.3
	The candidate must have experience (two assignments) with regular catering services for restaurant and coffee bar at one location.
	A description (per client) of 2 [two] relevant references (performed assignments), which prove the knowledge and experience regarding regular catering services for restaurant and coffee bar at one location.
The candidate must provide the following information (maximum one page size A4 per reference):
· start date and end date of the contract;
· a brief description of the services, including information about the volume;
· name, address and phone number of the client;
· address for visit. 
Eurojust reserves the right to contact the clients and visit the sites where the services is delivered 
	Pass/Fail
(for each description)

	Client 1

 Proof submitted
 Proof not submitted
	Client 2

 Proof submitted
 Proof not submitted

	
	
	The assignment involves regular catering services for a staff restaurant for an organization of at least 200 workplaces (where services are mainly paid by the consumers) and coffee bar for at least 240 days per year. Regular catering service meaning exploitation of a restaurant with at least 1,5 opening hours (lunch period) and a separate coffee bar with at least 6 opening hours a day.
	Scoring per each assignment:
Yes = 3 points
No = 0 points
	Client 1
 Yes
 No
	Client 2
 Yes
 No

	
	
	Average spend restaurant during the lunch period more than € 3,75/ person- incl. VAT.
	Scoring per each assignment:
Yes = 3 points
No = 0 points
	Client 1
 Yes
 No
	Client 2
 Yes
 No

	
	
	Average spend during the day espresso bar more than € 1,80/ person incl. VAT.
	Scoring per each assignment:
Yes = 3 points
No = 0 points
	Client 1
 Yes
 No
	Client 2
 Yes
 No

	
	
	Average number of guests in the restaurant during the lunch period more than 150.
	Scoring per each assignment:
Yes = 3 points
No = 0 points
	Client 1
 Yes
 No
	Client 2
 Yes
 No

	
	
	Average number of daily guests in espresso bar more than 50.
	Scoring per each assignment:
Yes = 3 points
No = 0 points
	Client 1
 Yes
 No
	Client 2
 Yes
 No

	
	Maximum score per criterion 3.3: 30 points
Passing score: 15 points

	3.4
	Eurojust has over 28 different nationalities. 
The candidate must have experience with communication and lunch service in a multinational environment.
	The candidate shall provide 1 [one] relevant reference, which proves the knowledge and experience regarding catering services in a multinational environment with guests who communicate mainly in English.
The candidate must provide the following information (maximum one page size A4):
· start date and end date of the contract;
· a brief description of the services, including information about the volume;
· name, address, phone number and contact person of the client;
· address for visit. 
Eurojust reserves the right to contact the clients and visit the sites where the services is delivered
	Pass/Fail


	 Proof submitted
 Proof not submitted

	
	
	The assignment involves lunch service for at least 250 days per year in a building with at least 200 workplaces. A restaurant with self-service buffets. More than 150 clients per day for lunch. Lunch service at least 1,5 hours per day.
	Scoring:
Yes = 2.5 points
No = 0 points
	 Yes
 No

	
	
	A multinational environment where at least Dutch and English are leading language in the interaction with national and international guests.
	Scoring:
Yes = 2.5 points
No = 0 points
	 Yes
 No

	
	
	Serving at least 2 different hot meals with a selling price more than € 5,50 per hot meal incl. VAT/ meal.
	Scoring:
Yes = 2.5 points
No = 0 points
	 Yes
 No

	
	
	The hot meal is sold for over 20% of the sold items during the lunch.
	Scoring:
Yes = 2.5 points
No = 0 points
	 Yes
 No

	
	Maximum score per criterion 3.4: 10 points
Passing score: 5 points

	3.5
	Eurojust has an executive dining room where table served lunch can be ordered. The candidate must have knowledge and experience regarding executive dining services. 

	The candidate shall submit 1 [one] relevant reference, which proves the knowledge and experience regarding executive dining services.
The candidate must provide the following information (maximum one page size A4):
· start date and end date of the contract;
· a brief description of the services, including information about the volume;
· name, address, phone number and contact person of the client
· address for visit. 
Eurojust reserves the right to contact the clients and visit the sites where the services have been delivered
	Pass/Fail
	 Proof submitted
 Proof not submitted

	
	
	The services are provided in a building with mainly an office function and more than 200 workplaces.
	Scoring:
Yes = 10 points
No = 0 points
	 Yes
 No

	
	
	More than 15 times per year, a three course lunch is served (one course is a hot meal) for a minimum of 10 people.
	Scoring:
Yes = 10 points
No = 0 points
	 Yes
 No

	
	
	Three course lunch prepared and served at the location of the client.
	Scoring:
Yes = 10 points
No = 0 points
	 Yes
 No

	
	Maximum score per criterion 3.5: 30 points
Passing score: 20 points

	3.6
	For the new premises Eurojust wants to have a catering concept with an authentic brand. 
The candidate must have experience with tailor made branding for the coffee bar and restaurant.
	The candidate shall submit 2 [two] relevant references of where experience in tailor made branding for the coffee bar and restaurant can be described. The references must be in a building with mainly an office function and over 200 workplaces. 

The description (maximum four pages size A4) must cover at least the following subjects:
· Initiative of the supplier;
· Process of the accomplishment of the tailor made branding;
· Involvement of the client;
· Alignment with the end users;
· Alignment with the tailor made branding and candidate’s own branding;
· Communication and resources;
· Main pillars of the concept / brand.

Also state:
· name, address, phone number and contact person of the client;
· address for visit;
· opening hours; differentiate coffee bar and restaurant;
· number of daily guests; differentiate coffee bar and restaurant;
· average spend; differentiate coffee bar and restaurant.
Eurojust reserves the right to contact the clients and visit the sites where the services have been delivered
	Scoring:
Based on the submitted references, Eurojust will assign points to the extent of experience with tailor made branding.
Scoring scale (per reference):

‘Insufficient’ evidence to support the required capacity – 0

‘Sufficient’ evidence to support the required capacity – 5

‘Good’ evidence of ability to meet the required capacity – 10

‘Very good’ evidence of ability to exceed the required capacity - 15

	Client 1

 Proof submitted
 Proof not submitted
	Client 1

 Proof submitted
 Proof not submitted

	Maximum score per criterion 3.6 (for both references): 30 points
Passing score: 20 points for both references and at least 5 points (sufficient) per reference.

	TOTAL SCORE: MAXIMUM 100 POINTS 





Form 5: Candidate signature

I the undersigned, as an authorized representative of: 

	Candidate Name   
	

	Address
	


hereby declare 
· to have examined and accepted in full the content of the Invitation to Apply, its annexes and the `Instructions and conditions applicable to Eurojust procurement procedures (I&C)` referenced below:
· that the information provided in this application is accurate and complete as at the date set out below.
· that the provision of false information could result in the applicant being excluded from the list of those who may be invited to tender for a contract with Eurojust.
· to inform Eurojust promptly following any matter which would alter or add any of the information given in this application

	Name:   
	

	Signature:
	

	Position:
	

	Date:
	






Annex 1 – Eligibility documentation

Please enclose hereafter all the information requested in the important note regarding form 3 of this Application.



Annex 2- Proof of selection criteria

Please enclose hereafter all the information requested in form 4 of this Application.



[bookmark: _Toc347152239]Receipt in the case of hand delivery 
This receipt is to be used only in the case of hand delivery of the application. It is the responsibility of the candidate to ensure that the receipt is completed and signed by the official on consignment of their application. Applications may be rejected in the case the candidate cannot prove the date and time of consignment.
	Procurement procedure No:
	2015/EJ/09/PN

	Procedure Title:
	Catering services for Eurojust

	Name of the candidate:
	

	Received on:     
	

	DATE:
	

	TIME:
	

	Name and signature of the official taking delivery:
	

	Name and signature of the representative of the candidate:
	




COPY OF RECEIPT (to be kept by Eurojust)
	Procurement procedure No:
	2015/EJ/09/PN

	Procedure Title:
	Catering services for Eurojust

	Name of the candidate:
	

	Received on:     
	

	DATE:
	

	TIME:
	

	Name and signature of the official taking delivery:
	

	Name and signature of the representative of the candidate:
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