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1. Preliminary information concerning the invitation to tender

These Specifications follow the publication of the contract notice in Official Journal S, see reference in e-tendering.
This Invitation to Tender has been issued by the Publications Office of the European Union, who will sign the contract and monitor its implementation. However, the contract might be used by other European Institutions or Bodies.
1.1. Presentation of the Publications Office

The Publications Office of the European Union, hereinafter referred to as “the Publications Office”, (2, rue Mercier, 2985 Luxembourg, LUXEMBURG) is the publishing house of the European institutions in the broadest sense, responsible for producing and distributing, on all media and by all means, all the publications of the European Union. The Publications Office, whose current organisation and operation are laid down by Decision 2009/496/EC, Euratom (Official Journal of the European Union, L 168, 30.06.2009, p. 41-47, as amended), is managed by a Management Committee in which each institution is represented by its Secretary-General. The Publications Office is administratively attached to the European Commission. More information can be found on the Publications Office website: http://publications.europa.eu.

As a publisher, the Publications Office has a duty to offer the highest quality service to its customers – the originating departments of the institutions and other bodies of the European Union and to its public – the people of the European Union and those throughout the world who are interested in European affairs. In the field of new technologies, the Publications Office must place itself in the forefront of the publishing profession.

Under the provisions of the Treaty of the European Union the publication of certain titles, such as the Official Journal of the European Union or the General Report on the Activities of the European Union, is a legal obligation. 

Useful web sites

	Publications Office
	http://publications.europa.eu

	EU Bookshop: the Union's online bookshop
	http://bookshop.europa.eu

	EUROVOC: multilingual thesaurus
	http://eurovoc.europa.eu

	CORDIS: Community R&D Information Service
	http://cordis.europa.eu

	Eur-Lex: the gateway to European Union law
	http://eur-lex.europa.eu

	WHOISWHO: inter-institutional directory of the European Union
	http://europa.eu/whoiswho/whoiswho.html

	TED: supplement to the Official Journal of the European Union
	http://ted.europa.eu

	SIMAP: EU-information for public procurement
	http://simap.europa.eu

	Other useful links
	http://europa.eu/geninfo/info/index_en.htm


1.2. Nature of the contract

The contract is a framework service contract (“contract”) with the title:
"AO 10452 Consistency check of the consolidation work on EU legislative acts"

As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the Commission intends to conclude a framework contract with one (1) economic operator, which shall establish the basic terms for a series of order forms (“orders”) to be issued over its duration. The framework contract does not give rise to any direct obligation on the part of the Commission; it is only its implementation through orders and production request that is binding on the part of the Commission. 
The contract will be concluded in English. All follow-up communication related to the contract and its implementation will be done in English or French.
The estimated value of the contract is EUR 250 000, over a maximal period of 2 (two) years. 
1.3. Subject and background of the contract

The purpose of the call for tenders is the selection of one company for the provision of services related to the Consistency check of consolidation work on EU legislative acts, which consists of: 
a) checking if a certain number of consolidated acts, provided by the Publications Office in PDF format (as well as – on request of the contractor – in XML format), contain any of the errors described in the Technical Specifications – see chapter 4. The consolidated acts (family, quantity, language versions) to be checked will be specified in the production requests, issued after the order form (see also point 4.4 in the Technical Specifications);
b) marking electronically, in the PDF version of the consolidated acts specified in the order(s), all inconsistencies detected;
c) inserting corrections and/or comments in the PDF version of the consolidated acts specified in the order(s), where necessary.

Restriction in the offer‘s submission (Conflict of interest):

Companies that were responsible for the contracts "Consolidation work on legislative acts", e.g. 10220, 10037, 6305 and/or other Publications Office contracts on consolidation of EU legislative acts, with the exception of previous contracts on consistency check, will be excluded from award of this contract.

Tenders from companies linked to any holders of the above-mentioned contracts, including any subcontracting companies which performed work under these contracts, will also be excluded from award of this contract.
For more details on the tasks to be performed, see chapter 4 (Technical Specifications).

1.4. Starting date of the contract and duration of the tasks/contract

The contract is foreseen to be signed in March 2013.
The contract shall enter into force on March 26, 2013 (as stated in Article 1.2.1 of the contract). If the contract is not signed on this date by both contracting parties, it shall enter into force on the date it is signed by the last contracting party. The initial duration of the contract shall be one (1) year. The contract can be possibly renewed for another year, as explained in Article 1.2.5. of the contract.
1.5. Price

· Prices must be all inclusive and expressed in euros. For tenderers in countries which are not part of the euro zone, the price quoted may not be revised in line with exchange rate movements; 

· Prices shall be fixed and can not be altered. Prices can only be revised according to Article I.3 of the contract. Please note that the price revision is conditional to a request which must be put in place at the latest three (3) months before the anniversary date of the entry into force of the contract. In case of a justified and timely request, the revised prices shall enter into force on the anniversary date of the entry into force of the contract. The price revisions will be calculated with the same number of decimals as accepted in the original price schedule (see point 2.9.1).

For details on how to present the financial tender in the price schedule, see point 2.9.1.

1.6. Terms of payment

Payments shall be made in accordance with Article I.4. of the contract.
1.7. Guarantees

Not applicable.
1.8. Place of performance

The place of performance of the tasks shall be the contractor's premises or any other place indicated in the tender, with the exception of the premises of the Publications Office. However, meetings between the Publications Office and the Contractor may be held on the premises of the Publications Office.
1.9. General terms and conditions for the submission of tenders

Participation in the tendering procedure is open on equal terms to all natural and legal persons coming within the scope of the Treaties and to all natural and legal persons in a third country which has a special agreement with the European Union in the field of public procurement on the conditions laid down in that agreement. 

Submission of a tender implies that the tenderer accepts all the terms and conditions set out in the Invitation Letter, in these Specifications (including the annexes) and in the draft contract and waives all other terms of business. Submission of a tender binds the tenderer to whom the contract is awarded during performance of the contract.

Once the Publications Office has accepted the tender, it shall become the property of the Publications Office and the Publications Office shall treat it confidentially. 

The Publications Office shall not reimburse any costs incurred in preparation and submission of tenders.

The Protocol on the Privileges and Immunities or, where appropriate, the Vienna Convention of 24 April 1963 on Consular Relations shall apply to this Invitation to Tender.

1.10. Visit to the premises

Not applicable.
1.11. Date and place of opening of the tenders

Tenders will be opened at 10.00 (local time in Luxembourg - CET/CEST) on 30/11/2012 at the following location:

	Publications Office of the European Union
2, rue Mercier

2985 Luxemburg
LUXEMBURG


An authorised representative of each tenderer may attend the opening of the tenders. Companies wishing to attend are requested to notify their intention by sending a fax or e-mail at least 24 hours in advance to the address below. This notification must be signed by an authorised representative of the tenderer and specify the name of the person who will attend the opening of the tenders on the tenderer's behalf.

	Fax +352 2929-42672

E-mail: opoce-appels-offres@publications.europa.eu


2. The tender and the evaluation

2.1. Assessment and award of contract

The assessment of tenderers and their tenders will take place in three main stages:

The aims of each of these stages are:

· to check, in the first stage (exclusion criteria), whether tenderers can take part in the tendering procedure and, where applicable, be awarded the contract;

· to check, in the second stage (selection criteria), the economic and financial capacity, and the technical and professional capacity of each tenderer who has passed the first stage;

· to assess, on the basis of the award criteria, each tender which has passed the first and second stages.

The assessment procedure may end with an award of the contract.

The assessment will be based on the tenders. Concerning the exclusion and selection criteria, the Publications Office reserves the right to request additional evidence in relation to the tender submitted for clarification or verification purposes within a time-limit stipulated in its request. All the information will be assessed against the criteria specified in this chapter.

Please note that concerning the award criteria, the Publications Office can contact the tenderer only if clarification is required or if obvious clerical errors must be corrected. These contacts can only lead to clarification of points already mentioned in the tender and may not lead to an alteration of the terms of the tender. Only the tenders meeting the requirements of a stage will pass on to the next stage of the assessment.

2.2. Form and content of the tender 

Tenders must be clear and concise and assembled in a coherent fashion (e.g. bound or stapled, etc.). The tenderer is also asked to provide a completed list indicating where to find the required documents (Annex 5). If the tender is divided into different files, it is advised to make a table of contents in each file. 

Since tenderers will be judged on the content of their written tenders, the tenders must clearly show how the tenderers are able to meet the requirements of the Specifications.

Information on the general requirements and on how to submit a tender is provided in the Invitation Letter. 

Please pay attention to the fact, that the tender shall be signed by a person or persons who is/are entitled to represent the economic operator in accordance with its articles of association and/or extract from the commercial register, or by persons who received a power of attorney to do so from the persons who are mentioned in those documents. The documents showing that a person is entitled to represent the economic operator must be submitted as explained in point 2.4. 

The same rule is applicable to the person(s) designated to sign the contract.

Tenderers' attention is drawn to the fact that any total or partial omission of information for which one or more legal entities involved in the tender are responsible may lead the Publications Office to exclude the tender from the rest of the procedure.
2.3. Structure of the tender

All tenders must be presented in five sections:

Section One: administrative information

Section Two: exclusion criteria

Section Three: selection criteria

Section Four: award criteria - technical tender
Section Five: award criteria - financial tender
Sections One to Four on the one hand and Section Five on the other hand must be submitted in two separate sealed envelopes, which together are placed in double sealed envelopes as described in the Invitation Letter. Each inner envelope must clearly indicate its contents (“technical” or “financial”).

Please observe that all documentation has to be provided on paper in triplicate (original and two copies), in recto-verso where possible. CDs/DVDs or similar media that are part of the tender must also be provided in triplicate.
In addition, for Section Four, the tenderers shall also include in triplicate a CD/DVD or similar medium in a searchable format which contains the technical tender.  In case of discrepancy between the paper version and the electronic file, the paper version will take precedence.
The following documents are required:

· a duly signed cover letter (point 2.4);

· a form for identification of the tenderer (point 2.4);

· a financial identification form (point 2.4);

· a legal entity form (including documents mentioned there) (point 2.4);

· a declaration on grounds for exclusion (including documents mentioned there)
 (point 2.5);

· documents concerning the economic and financial capacity (point 2.6.1.1).

· documents relating to the professional and technical capacity (point 2.6.2.1);

· documents related to the technical award phase (point 2.8).

Please note that the special requirements covered in chapter 3 relating to joint offers, subcontracting and freelancing have to be fulfilled (if applicable).
2.4. Section One: administrative information 

In Section One, the tenderer must provide the following documents:

· a duly signed cover letter, including the name, address, fax number and e-mail address of the contact person responsible for submission of the tender;
· the completed form for identification of the tenderer, as provided in Annex 3, including the following information:

· the tenderer's name and/or business name;

· a clear description of the tenderer's legal form;

· the tenderer's trade-register entry number and VAT number;

· the address of the tenderer's registered office and, where available, the Internet address; 

· the names of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties, and to sign the tender as well;
· information concerning the bank account;
· the name, address, telephone number, fax number and e-mail address of the contact persons for administrative matters and for technical matters; 
· a signed declaration confirming the validity of the tender.

· a financial identification form filled in and signed by an authorised representative of the tenderer, stamped by the bank and signed by a bank representative. If you attach the copy of a recent bank statement, the stamp and signature of the bank's representative is not needed. A standard form is provided in Annex 2A, while  specific forms for each official language are available at the following Internet address:

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

· a legal entity form, 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 model is provided in Annex 2B. Specific forms for each official language are available at: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
The legal entity form must be supported by the following documents in order to prove the administrative information of the tenderer:

For private entities:

· 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; 

· 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, if it is not included in the abovementioned documents, or a copy of the publication of such appointment if the legislation which applies to the legal entity concerned requires such publication. If they are necessary in order to show the authorisation to represent the tenderer, the instrument of incorporation or constitution of the legal entity and/or a copy of the statutes have to be submitted. If the person(s) signing the tender or the person designated to sign the contract is/are entitled to represent the economic operator by a power of attorney from the above mentioned authorised persons, the power of attorney must also be submitted.
For individuals:
· a legible copy of his or her identity card or passport;

· where applicable, a proof of registration, as prescribed in the individual's 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, or decision establishing the entity in question or failing that, any other official document attesting to the establishment of the entity;

· the names and functions of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties (a copy of the appointment of the persons authorised to represent the tenderer must be produced);

· if the public entity has completed a VAT registration number in the legal entity form, an official document showing the VAT number.

2.5. Section Two: exclusion criteria

2.5.1. Documents relating to the exclusion criteria

In Section Two, the tenderers must provide declarations on grounds for exclusion (Annex 6) and the following related certificates or documents:

· a recent extract from the judicial record or equivalent as evidence that they are not in one of the situations listed in paragraphs (a), (b) or (e) of point 2.5.2, or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that these requirements have been met;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of social security contributions or equivalent;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of taxes or equivalent.

Where no such documents or certificates are issued in the country concerned, they may be replaced by a sworn, or failing that, a solemn statement made by the tenderer before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.

2.5.2. Grounds for exclusion

In accordance with Article 93 of the Financial Regulation No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities – hereinafter referred to as “the Financial Regulation” (Official Journal L 248/1 of 16 September 2002, as amended), tenderers shall be excluded from the selection and award procedures if they:

a) 
are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations; or

b) 
have been convicted of an offence concerning their professional conduct by a judgment which has the force of res judicata; or

c) 
have been guilty of grave professional misconduct proven by any means which the contracting authorities can justify; or

d) 
have not fulfilled their 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 they are established, or with those of the country of the contracting authority or those of the country where the contract is to be performed; or

e) 
have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union's financial interests; or

f) 
are currently subject to an administrative penalty referred to in Article 96(1) of the Financial Regulation.

In addition, contracts may not, according to Article 94 of the Financial Regulation, be awarded to tenderers who, during the procurement procedure:

g) 
are subject to a conflict of interest; 

h) 
are guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply this information.

The Publications Office reserve(s) the right to check the above information.
2.5.3. Administrative and financial penalties

The tenderers should also be aware of the following points:

· According to Article 95 of the Financial Regulation a central database has been set up and is operated by the Commission in compliance with European Union rules on the protection of personal data. The database shall contain details of tenderers who are in one of the situations referred to in point 2.5.2 above and tenderers who have been excluded from the contracts financed by the budget of the European Union. 

· According to Article 96 of the Financial Regulation, administrative or financial penalties may be imposed by the Commission on tenderers who are in the situation described in point 2.5.2 (h) above or who have been declared to be in serious breach of their obligations under contracts covered by the budget of the European Union after they have been given the opportunity to present their observations.

These penalties may consist:

a)
in the exclusion of the tenderer or contractor concerned from contracts financed by the budget of the European Union, for a maximum period of ten years; 

b)
in the payment of financial penalties by the tenderer or contractor up to the value of the contract in question. 

The penalties imposed will be in proportion to the importance of the contract and the seriousness of the misconduct.

The details of those penalties are laid down in Article 133a of the Implementing rules to the Financial Regulation, Commission Regulation No 2342/2002 of 23 December 2002 laying down detailed rules for the implementation of Council Regulation (EC, Euratom) No 1605/2002 on the Financial Regulation applicable to the general budget of the European Communities.

2.6. Section Three: selection criteria 

Selection of the tenderer suitable for the award of the contract will be based on an assessment of the tenderer’s:

· economic and financial capacity and 

· technical and professional capacity. 

Tenderers may, where appropriate, rely on the capacities of other entities, regardless of the legal nature of the links which they have with them. In that case, the tenderer must prove to the contracting authority that he will have at his disposal the resources necessary for performance of the contract, for example by producing an undertaking on the part of those entities to place those resources at the tenderer’s disposal.

2.6.1. Economic and financial capacity of the tenderer 

2.6.1.1. Documents to be provided concerning the economic and financial capacity

Section Three must include in its first part, the information on the financial and economic capacity of the tenderer. The tenderer shall provide an Economic and financial capacity questionnaire
(see: Annex 7), including the requested supporting documents:

· Balance sheet for the years 2011-10;

· Profit and loss account for the years 2011-10.
2.6.1.2. Evaluation of the financial and economic capacity

The tenderers’ financial and economic capacity including its financial health will be evaluated on the basis of the above mentioned documents which the tenderers have to submit according to point 2.6.1.1.

The minimum level of the turnover is the following: the amount representing half of the estimated value of the contract for two years must not exceed 60% of the annual overall turnover carried out by the tenderer over the last year, or 60% of the average annual turnover carried out by the tenderer over the past three years, whichever is higher. For the maximal value of the contract for two years see point 1.3.
2.6.2. Technical and professional capacity of the tenderer 

2.6.2.1. Documents to be provided concerning the technical and professional capacity of the tenderer

In the second part of Section Three, the tenderer has to provide the following documents:
1) Short description of the tenderer's economic activity (maximum of 3 A4-pages, font Times New Roman, size 12) including activities with regard to the scope of this call for tenders
.
2) A completed set of minimum 2 and maximum 3 CV forms for the project managers responsible for managing the contract (see Annex 8)
3) Technical questionnaire regarding the selection criteria (see Annex 10).
4) A duly completed set of up to 5 relevant Project Activity Reference Forms – PARFs,
(see Annex 11)
By submitting a tender, each legal entity involved therein accepts the possibility of a check being carried out by the Publications Office on its technical capacities and, if necessary, on its research facilities and quality control measures.

In addition, all tenderers are informed that they may be asked to prove that they are authorised to perform the contract under national law, as evidenced by inclusion in a professional or trade register or a sworn declaration or certificate, membership of a specific organisation, express authorisation, or entry in the VAT register.

2.6.2.2. Evaluation of the technical and professional capacity

The technical and professional capacity will be judged on the basis of the tenderer’s expertise relevant to the required services in particular with regard to the tenderer's know-how and experience. 
To pass the selection phase

1. The submitted CVs have to fulfil the requirements defined below and in Annex 9.

2. The submitted technical questionnaire has to fulfil the requirements defined in Annex 10. 

3. The submitted PARFs have to fulfil the requirements defined below and in Annex 11.

Requirements concerning CVs:

The proposed persons shall fulfil requirements concerning: (i) education, (ii) knowledge and skills, (iii) experience and (iv) languages (see Annex 9).
Please note that only the staff whose CV is accepted during the evaluation can perform tasks related to provision of services during the execution of the contract. The Contractor will be informed about which CVs have been accepted together with the notification of the results of the tender.

The human resources proposed by the Contractor as part of its offer (composition of the team) must be available at the beginning of services' provision.

Staff changes can be made only in accordance with point 4.6.3.
To be accepted a PARF has to include:

· Actually executed tasks related to one of the following services (S1 – S3):
S1
services provided in a multilingual context (at least 16 official EU languages),
S2
services with EU legislative documents (e.g. translation, proofreading, editing and/or other forms of processing EU legislation),
S3
services with processing of PDF documents using Adobe Acrobat 8 Professional or an equivalent software. 
The multilingual context (S1) refers to the official languages of the European Union, which are Bulgarian, Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek, Hungarian, Irish (which will not be requested within the scope of the contract), Italian, Latvian, Lithuanian, Maltese, Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish and Swedish. As Irish is not included, only 22 official languages are relevant for the execution of the contract.
EU legislation (S2) refers to a wide range of legal documents produced in the context of the EU legislative process, such as e.g. the Treaties, the secondary legislation (regulations, directives, decisions), the preparatory acts (i.e. COM – legislative proposals), the EP written questions, the case-law. Other documents without a legal value but related to EU legislation, e.g. the "summaries of EU legislation" or consolidated legislation are also taken into account.

Processing of documents in PDF format (S3) refers to a wide range of services, e.g. generating, converting, proofreading or amending PDF files.

To pass the selection phase:

· The accepted PARFs shall altogether cover provisions of the above mentioned services, precisely:
· tasks with a value of at least EUR 200.000, whereas at least EUR 154 000 must refer to multilingual expertise (minimal amount for each of the 16 languages is           EUR 7 000) and at least EUR 46 000 to expertise on EU legal documents;

· tasks involving at least 16 of the above mentioned 22 official languages;

· processing of at least 20 000 PDF pages. 
· The accepted PARFs shall altogether cover ALL the services requested S1 – S3.
2.7. Award criteria 

The contract will be awarded to the tenderer who submits the most economically advantageous tender on the basis of the criteria set out below and calculated as described in point 2.10, which takes into consideration both the technical tender (point 2.8) and the financial tender (point 2.9).

The award criteria have the purpose to choose between the tenders which have been submitted by tenderers not subject to exclusion and which meet the selection criteria. 

2.8. Section Four: award criteria – technical tender
2.8.1. Documents to be provided concerning the technical award criteria  

This part has to contain documents showing the merits of the tender, making it possible to evaluate the technical award criteria. 
A) A document "Description of the procedures and methodology"
A document of maximum of ten (10) pages, A4 format, font Times New Roman size 12, maximum of 3000 characters with spaces (all inclusive – including for example headers and footers) per page presenting the tenderer’s approach to the procedures intended to be adopted to perform the consistency check. This document shall cover:
· Description of the procedures, respectively work-flow the tenderer will adopt in order to provide the requested services of consistency check, providing full details on how the tenderer intends to organise the work, i.e. the downloading of the PDF documents to be checked; the analyse of these documents in order to evaluate their consistency, the insertion of correction in the PDF files, the reporting, the returning of the work to the Publications Office etc. (more details in chapter 4, Technical Specifications).
B) A document titled "Description of the internal organisation"
A document of maximum of ten (10) pages, A4 format, font Times New Roman size 12, maximum 3000 characters with spaces (all inclusive – including for example headers and footers) per page, presenting the tenderer´s approach to the internal organisation intended to be adopted to perform the consistency check. The document shall contain:
· The composition of the team, the tenderer's proposal shall demonstrate how the work will be organised and distributed, provide information on roles and number of persons designated to execute the consistency check and the procedures for back-up as well as a description of the internal quality procedures adopted for the consistency check, in particular with regard to the performance of work within given deadlines as well as fluctuations in work volume during the execution of the contract.
C) A document titled "Automation procedures" is not mandatory
Tenderers have the possibility to submit a document of maximum five (5) pages, A4 format, font Times New Roman size 12, max. 3000 characters with spaces per page, presenting the procedures intended to be adopted for automating (fully or partly) the consistency check process.
The submission of this document is not mandatory for tenderers. However, tenderers attention is drawn to the fact that the quality of the methodology proposed for automating the consistency check may be awarded with additional points (see point 2.8.2 below).

The document should precise which parts of the consistency check work performed by the tenderer can be automated, specifying the procedures and IT technologies intended to be applied. The document has to take into account the formats of the documents to be checked as well as the requirement for the deliverables, in accordance with the Technical Specifications. 
D) A document titled "Selection of languages" (Annex 12)
The document refers to the number of language versions covered by the tenderer for the execution of the contract. The tenderer should select at least 16 languages out of the 22 official languages of the EU which are relevant for the present contract. The selected languages are the official languages of the EU in which the tenderer is able to perform the consistency check. If the tenderer is able to cover more than 16 official languages, it can select - additionally to these compulsory 16 language versions - up to maximum 6 further official languages. Each of the additional official language selected by the tenderer will be awarded with 1.5 point.

Tenderers' attention is drawn to the fact that offers covering less than 16 official languages of the EU indicated in document D will be excluded from the rest of the procedure.
The languages selected by the tenderer in the document "Selection of languages" have to correspond to the languages selected in the price schedule (Annex 1). In the case of discrepancies, the price schedule shall prevail.
Where a submitted document, including its table of content, figures, graphs, examples, annexes, and all other additional information, exceeds the maximum limits as set out above, only the maximum required number of pages will be evaluated, starting from the beginning of the document.

It is not allowed to make cross-references between the documents.

2.8.2. Evaluation of the technical award criteria

The technical award criteria are intended to assess the quality of the tenders based on the proposal of the tenderer. The criteria concerning the ability or capacity of the tenderers such as previous experience, professional education and references, which are taken into account for the evaluation of the selection criteria will not be taken into account for the evaluation of the award criteria. The technical evaluation will be based on the following criteria:
	No
	Technical award criteria
	Weighting (maximum points)
	Threshold

	1.
	Overall quality of the tenderer´s response
	5
	2,5

	2.
	Quality and adequacy of the procedures and methodology for performing the consistency check
	50
	25

	3.
	Quality and adequacy of the internal organisation proposed by the tenderer 
	28
	14

	4.
	Quality of the methodology proposed for automating the consistency check process
	8
	-

	5.
	Number of the additional language versions proposed above the limit of 16 languages
 (1,5 points for each of maximum 6 additional languages)
	9
	-

	Total number of points
	100
	60


The result of the technical evaluation is the sum of the number of points obtained as a result of the evaluation of each criterion. Only those tenders which are awarded at least half the points for each criterion (with the exception of criteria 4 and 5, for which the minimum number of points is not applicable) and a total score of at least 60 points will be considered for the award of the contract. 
Since assessment of the tenders will focus on the quality of the proposed services, tenderers should elaborate on all of the points addressed by these Specifications in order to score as many points as possible. The mere repetition of mandatory requirements as set out in these Specifications, without going into details, will only result in a very low score. 
If a tenderer’s proposal goes beyond the minimum requirements described in the Technical Specifications, such a proposal shall be binding during the execution of the contract if it is awarded to that tenderer.

2.9. Section Five: award criteria – financial tender
2.9.1. Documents to provide relating to the financial award criteria

For the financial tender, the tenderer must use the annexed price schedule (see Annex 1). 

The financial tender must fulfil the following requirements:

· prices must be expressed in euro;

· prices should be expressed to a maximum of [2] decimal places;
· prices should be quoted free of all duties, taxes and other charges, i.e. also free of VAT, as the European Union is exempt from such charges in the Member States under Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Union of 8 April 1965 (Official Journal C 83 of 30 March 2010). Exemption is granted to the Commission by the governments of the Member States, either through refunds upon presentation of documentary evidence or by direct exemption.

For those countries where national legislation provides an exemption by means of a reimbursement, the amount of VAT is to be shown separately. In case of doubt about the applicable VAT system, it is the tenderer's responsibility to contact his or her national authorities to clarify the way in which the European Union is exempt from VAT.

The following must be taken into consideration when completing the price schedule. 

· the price schedule (Annex 1) must include the name of the tenderer and must be duly completed and signed by one of the duly authorised representatives of the company. No amendments to the price schedule will be permitted and a full reply must be given to each question.

If no answer is given, the response will be assumed to be negative. Any omission or amendment to the original price schedule may cause the tender to be considered null and void.

2.9.2. Evaluation of the financial award criteria

During this phase the financial offer will be verified for fulfilment of the requirements. 
2.10. Section Five: award criteria – final evaluation

Only those tenders that have passed the previous stages will be considered for the final evaluation.

The contract will be awarded to the tenderer with the most economically advantageous tender.

In order to identify the tender presenting the best value for money, quality will be given a weighting of 50 % and price will be given a weighting of 50 % in accordance with the following formula, using only data from tenders that have reached the final evaluation stage:

	R=
	(50×
	Q
	)  +  (50×
	Pmin
	)

	
	
	Qmax
	
	P
	


where: 

	R
	stands for value for money

	Q
	stands for quality score for the tender in question

	Qmax
	stands for quality score for the tender obtaining the highest quality mark 

	Pmin
	stands for the price per PDF page in the price schedule for the lowest tender 

	P
	stands for the price per PDF page in the price schedule of the tender in question


2.11. Information for tenderers

The Publications Office will inform tenderers of decisions reached concerning the award of the contract, including the grounds for any decision not to award a contract or to recommence the procedure.

If a written request is received, the Publications Office will inform all rejected tenderers of the reasons for their rejection and all tenderers submitting an admissible tender of the characteristics and relative advantages of the selected tender and the name of the successful tenderer.

However, certain information may be withheld where its release would impede law enforcement or otherwise be contrary to the public interest, or would prejudice the legitimate commercial interests of economic operators, public or private, or might prejudice fair competition between them.

2.12. Award of the contract
The procurement procedure is concluded by a contract signed by the parties, or by a decision not to conclude a contract.

After the period of validity of the tender has expired, conclusion of the contract shall be subject to the tenderer’s agreement in writing.

3. Joint offers, subcontracting and freelancing
This point only applies for tenders involving joint offers or subcontracting/freelancing. If this is not the case, please continue to chapter 4 (Technical Specifications). 

3.1. Making a tender in collaboration with other companies

Where a tender involves several legal entities, they may choose between:

· making a joint offer, in which case all the economic operators must be considered as partners and, if theirs is the successful tender, as Contractors (in this case, one of the partner's must be put forward as co-ordinator to manage the contract); and

· making a tender in the name of only one tenderer, who is then the sole Contractor if the tender is successful, the other legal entities being considered as subcontractors or freelancers.

Whichever type of tender is chosen (joint offer or tender in the name of one tenderer), the partners must stipulate the role, qualifications and experience of each legal entity and, where relevant, the monitoring arrangements that exist between them.

3.1.1. Joint offer
Partners in a joint offer assume joint and several liability towards the Publications Office for the performance of the contract as a whole. Statements saying, for instance:

· that one of the partners of the joint offer will be responsible for part of the contract and another one for the rest, or

· that more than one contract should be signed if the joint tender is successful,

are thus incompatible with the principle of joint and several liability. 

The Publications Office will disregard any such statement contained in a joint offer, and reserves the right to reject such tenders without further evaluation on the grounds that they do not comply with these Specifications.
In the case of a joint offer, one of the partners of the joint offer (co-ordinator or leader) should be given power of attorney to represent the other parties to sign and administrate the contract. 

If the joint offer is selected, the partners may be required to adopt a given legal form after they have been awarded the contract if this change is necessary for proper performance of the contract.

3.1.2. Subcontracting and freelancing
If certain tasks provided for in the contract are entrusted to subcontractors or freelancers, the contractor retains full liability towards the Publications Office for performance of the contract as a whole. Accordingly:

· the Publications Office will treat all contractual matters (e.g. payment) exclusively with the Contractor, whether or not the tasks are performed by a subcontractor or freelancer;

· under no circumstances can the Contractor avoid liability towards the Publications Office on the grounds that the subcontractor or freelancer is at fault.

Tenderers must inform the subcontractor(s) and freelancers that Article II.20 of the contract will be applied to them. Once the contract has been signed, Article II.6 of the above-mentioned service contract shall govern the subcontracting and freelancing. During execution of the contract, the Contractor will need the Publications Office’s express authorisation to replace a subcontractor or freelancer with another and/or to subcontract or freelance tasks for which subcontracting and/or freelancing was not envisaged in the original tender.
Tenderer's attention is drawn to the fact that freelancers are to be considered as subcontractors.

3.2. Documents to submit – joint offer
In the case of a joint offer, the following documents must be provided:

Section One: administrative information
1. 
A declaration based on the model agreement on the power of attorney attached in Annex 2C, signed by the legal representatives of all the partners of the joint offer including the following:

· recognition of joint and several liability by all the partners of the joint offer for the performance of the contract;

· power of attorney for one of the partners of the joint offer (co-ordinator or leader) to represent the other parties to sign and administrate the contract. 

2. 
If the partners of the joint offer have already set up a consortium or similar entity to that end, they should state this in their tender, together with any other relevant information and connected documentation.

3. 
The questionnaire for joint offers, subcontracting and freelancing (Annex 4) must be provided signed by a legal representative of the co-ordinator.

4.
The form for identification of the tenderer (Annex 3) must be provided by each partner of the joint offer.

5.
The legal entity form (Annex 2B) for each partner of the joint offer with all the abovementioned supporting documents as specified in point 2.4.

Only the co-ordinator must return the financial identification form.

Section Two: exclusion criteria

6.
Each partner of the joint offer must fill in and return the declaration on grounds for exclusion (Annex 6) and provide the supporting documents as specified above in point 2.5.
Section Three: selection criteria 

7.
Each of the partners of the joint offer must provide an economic and financial capacity questionnaire (see: Annex 7), including the requested supporting documents
The documents concerning the professional and technical capacity have to be completed once for all the partners of a joint offer, but it must be indicated to which partner the described capacities belong. 

Sections Four and Five: award criteria 

The documents relating to the award criteria shall be provided once by the co-ordinator representing the consortium.

3.3. Documents to submit – subcontracting and freelancing
If the tender envisages subcontracting or freelancing, it must include the following. 

Section One: administrative information
1.
A questionnaire for joint tenders, subcontracting and freelancing provided in Annex 4, signed by a legal representative of the tenderer. The second and third pages of this questionnaire must be provided once for each subcontractor/freelancer, including the following information:

· the reasons for subcontracting/freelancing;

· the roles, activities and responsibilities of each subcontractor and freelancer, and

· the volume/proportion for each subcontractor/freelancer.
2. A letter of intent by each subcontractor and freelancer stating their intention to collaborate with the tenderer if the contract is awarded to him.

Section Two: exclusion criteria

3.
Subcontractors/freelancers must provide the duly signed declarations on grounds for exclusion (Annex 6). Where, in a tender, the value of the subcontracting/freelancing which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the contract, the subcontractor/freelancer must provide all the supporting documents to the declaration as specified in point 2.5. Where those services represent less than 20% of the contract, the subcontractor/freelancer shall not be required to provide the supporting evidence. The Publications Office, however, reserves the right, to request the evidence if considered necessary.

Section Three: selection criteria

4.
Where, in a tender, the value of the subcontracting/freelancing which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the contract, the subcontractor/freelancer must provide the documents related to the economic and financial capacity as specified in point 2.6. Where those services represent less than 20%, the subcontractor/freelancer does not have to provide the documents related to the economic and financial capacity. 

5.
However, in case the tenderer relies on the capacities of subcontractors/freelancers for fulfilling the selection criteria as indicated in the questionnaire for joint tenders, subcontracting and freelancing (Annex 4) the relevant documents related to the professional and technical capacity as defined in point 2.6.2.1 shall be provided.

Sections Four and Five: award criteria
The documents relating to the award criteria shall be provided only by the tenderer.

3.4. Evaluation of the tenders in case of joint offers or subcontracting/freelancing
3.4.1. Exclusion criteria

The exclusion criteria will be assessed in relation to each tenderer; subcontractor or freelancer individually. 

3.4.2. Selection criteria

Joint offer
If several tenderers are involved in the tender as partners of a joint offer, each of them must prove that they have the required economic and financial capacity. However, if the criteria are to be achieved above a certain level, a consolidated assessment shall be made.
The selection criteria concerning the technical and professional capacity will be assessed in relation to the group as a whole.

Subcontracting and freelancing
The selection criteria concerning the economic and financial capacity will be assessed in relation to the tenderer and each proposed subcontractor/freelancer individually if the Publications Office finds it necessary due to the role of the subcontractor/freelancer and the volume of the subcontracting/freelancing. However, if the criteria are to be achieved above a certain level, a consolidated assessment shall be made to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer for the performance of the contract. 

The selection criteria concerning the technical and professional capacity will be assessed in relation to each proposed subcontractor/freelancer only as regards the subcontracted/freelanced services.

Only in the case where the tenderer intends to rely on capacities from the subcontractor/freelancer in order to fulfil the selection criteria, as indicated in the questionnaire for joint offers, subcontracting and freelancing (Annex 4), the selection criteria for technical and professional capacity will be assessed in relation to the combined capacities of the tenderer and the subcontractor/freelancer as a whole, to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer for the performance of the contract.

3.4.3. Award criteria

The evaluation (award) criteria will be assessed in relation to the tender as a whole.

4. Technical specifications

4.1. Basic information about the consolidation of EU legislative acts

The Publications Office is responsible for disseminating the European Union (EU) legislation. Any EU legislative act can be consulted online in EUR-Lex
 or in the printed editions of the Official Journal of the European Union.

In this context, EU legislation is understood to mean binding secondary legislation (Regulations, Directives and Decisions) adopted by the European institutions pursuant to the provisions of the Treaties (CELEX database sector "3" as available in EUR-Lex) as well as binding supplementary legislation resulting from agreements concluded between the Member States (CELEX database sector "4" as available in EUR‑Lex).

While in force, a legislative act (called "basic act") may undergo amendments specified in amending acts under secondary legislation, corrigenda, acts of accession, etc. (called modifiers). The set comprising a basic act and all the texts amending it is called a “family”. 
Consolidation consists of incorporating all the amendments a basic act has undergone into the body of the text, but without altering the substance in any way. The result of consolidation is a single document containing the basic act and all textual changes (suppressions, insertions or replacements) performed according to the modifiers. The consolidated version of legislation has no legal effect and is for information only.
Examples of consolidated documents, including their links to EUR-Lex, are mentioned in point 4.2.3 "Examples of families to be checked".
Consolidation is carried out in cycles, each cycle corresponding to the incorporation of new amendments from modifiers having the same start date into the text resulting from the previous cycle. At the end of each cycle, there is therefore a "snapshot" of the law as in force at a certain point of time until the next amending act comes into force.

Consolidated legislation is available for users online only, on the EUR-Lex website. It can be consulted or downloaded, for free, as a PDF or HTML file. On the EUR-Lex website, consolidated legislation can be accessed using inter alia the search functionality by document number, e.g. in the "consolidated text" section or using the CELEX number of the document concerned. More information on how to access to consolidated legislation area is available in EUR-Lex, using the following link: 

http://eur-lex.europa.eu/en/tools/faq.htm.

Consolidated documents can be converted into LegisWrite format (RTF) using the following link:
 https://webgate.cec.eu-admin.net/publications/legiswrite/lgw/index.jsp. 

External users have to first ask for a password on: http://ec.europa.eu/cud/docs/guest_en.htm.
For better understanding, some key terms used in the Specifications are explained below:
- Basic act is an act of the secondary legislation, published in the Official Journal, which may be amended by certain modifiers (see below) and serves as a basis for the consolidated text. In the consolidated documents, the parts belonging to a basic act are tagged using the abbreviation "B". 

- CELEX number is a unique identification number of every document in the EUR-Lex. It is composed of four elements: 

- the sector (one digit/character), i.e. "0" for consolidation and "3" for secondary legislation;
- the year (four digits);

- the type of document code (one or two-character code), i.e. "R" for Regulation; 

- a sequential number representing the original reference number of the act where possible. 

For instance, the Council Regulation 3030/93 has CELEX number 31993R3030, whereas its consolidated version has CELEX number 01993R3030.

- Family is a group of acts comprising the basic act and all its successive modifiers (amending acts, corrigenda, Accession Treaties).
- Family to be checked is a family for which a check of consistency was required in a production request (for more information see the point 4.3.1.). Families to be checked are usually in PDF format.

- Language version (LV) is one of the 22 EU official languages specified in Annex 1 and Annex 12, see also point 2.6.2.2. As a general rule the families are available in one of these LVs. In the normal case basic act and modifiers are in the same LV.

- Layer is a "snapshot" of the law in force at a certain point of time (including all the amending texts up to that date) until the next amending text comes into force. A layer consists of a series of LVs of a given consolidated text having the same start date (see below for more information). In a consolidated document, a layer is indicated with a six digits number, according to the following convention: XXX.YYY, where XXX is the layer identification and YYY is its version. A new layer is introduced only when there is a modifier with a new start date, as in the case of an amending Directive, Regulation or Decision. Usually, corrigenda do not change the start date; therefore they are indicated as a version. Example: 003.001, where 003 indicate the layer and 001 the version. The first version is always indicated as 001. For instance, the current last layer of family 1993R3030 is 040.001.
- Modifier is a legal act, published in the Official Journal, which modifies the basic act. It can be an amending act such as a Directive, Regulation or Decision, a corrigendum or an Accession Treaty. A modifier specifies which amendments shall be performed, for instance it may require the suppression of a given expression or paragraph in the basic act, or its replacement by another expression or paragraph, or the insertion of a new expression or paragraph etc. The modifications required by a given modifier may concern figures, single words, paragraphs, sections, annexes or any other text item or feature, layout included. A modifier may apply to the basic act as well as to a previous modifier, thus updating the modifier concerned. In consolidated documents, the text parts belonging to a modifier are tagged using following abbreviations: "M" for an amending Directive, Regulation or Decision, "C" for a corrigendum and "A" for an Accession Treaty.

- Proof is the outcome of a consistency check, i.e. PDF files containing corrections and/or comments as specified in point 4.4. 

- Start date is the date of the entry into force of the given consolidated version. In the consolidated document, the start date is indicated in the header of every page. It corresponds to the date of entry into force indicated in the last modifier taken into consideration.
Annex 16, "Basics on consistency check", provides additional information and examples for better understanding of the above mentioned key terms.

4.2. Description of services

4.2.1. Preparatory training

Before the start of the services provision, a training session on consolidation, with the participation of at least one of the project managers appointed by the Contractor, shall be carried out.

This training session (max. 1 day) will take place in Luxembourg at the premises of the Publications Office. Precise date will be arranged, however the training session shall not take place later than 5 weeks after the signature of the contract. The participation at the training is mandatory. 
The Contractor's financial offer has to take into account the participation in this training, therefore additional expenses linked to this training cannot be invoiced separately to the Publications Office.

4.2.2. Description of the check of consistency

The families of consolidated legislation as well as the language versions (LVs) to be checked will be specified by the Publications Office in the production request (point 4.4.1). The LVs indicated in the production request will correspond to the LVs of the EU official languages indicated by the Contractor in its offer.
The check of consistency includes the following aspects:

I. Conformity of the consolidation. It has to be checked whether the consolidation reflects all amendments specified in the modifiers, i.e. if all suppressions, replacements, insertions or any other amendment specified in the modifiers were performed according to the instructions contained in the modifiers. Furthermore, the correct tagging of the amendments has to be checked.

II. Correctness of the language. For every LV, it has to be checked whether the consolidation has been performed according to the language's grammar rules, e.g. with regard to gender and number agreement, declination, conjugation, etc. This check is particularly relevant if the amendment concerns single words or parts of a sentence, as for instance in the case of a replacement, which may require an adaptation to the respective context.

III. Structural correctness. It has to be checked whether the consolidation is structured in the same way in all LVs, i.e. whether all LVs have the same structure in terms of parts, chapters, sections, articles, annexes etc. 

IV. Internal consistency. It has to be checked whether all internal references are harmonized, for instance with regard to the table of contents, the renaming or renumbering of certain parts of the document etc.

The Contractor shall 

a) review the families to be checked according to the guidelines described in point 4.3, in all (respectively in an indicated number of) languages, specified in the production request, and

b) mark-up the inconsistencies detected inserting the necessary corrections and instructions in the proofs, as described in point 4.4 and 4.5 of the Specifications.

The check of consistency is focussed on a given layer of the consolidated act, specified at the moment of the production request. In most cases, this will be the last consolidated version of the document concerned. Errors affecting other layers are not object of the check.

Under certain conditions the Publications Office may limit the number of modifiers to be checked. For instance, the Publications Office may limit the check of consistency to the last 10 modifiers of a family having, in total, 40 modifiers.

It is worthwhile to distinguish between mandatory and discretionary corrections. As a general rule, inconsistencies which would render the text illegible or misleading require mandatory corrections. However, the correction of certain minor inconsistencies, for instance of minor hyphenation or layout errors, is discretionary for the purposes of consolidation. In these cases, the Contractor shall correct such inconsistencies only if they render the text illegible or misleading. 

In the case of doubt, the Contractor has to contact the Publications Office.

If not otherwise provided by the guidelines (see point 4.3), all inconsistencies detected imply mandatory corrections. 
Annex 17 provides examples of the most common inconsistencies.
4.2.3. Examples of families to be checked
The following list provides some examples of families susceptible to be submitted to a check of the consistency. These examples are intended for indicative purposes only. The aim is to help the tenderers to define appropriate procedures for checking a family, enabling them to estimate the work. These examples, which can be consulted in EUR-Lex, are not binding and may not be cited in the event of litigation.

	CELEX No/Link
	Layer
	Act
	Tot. pages per LV

	01993R3030
	040.001.0
	Regulation 3030/93
	95

	Link to 01993R3030, English version:
 http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:1993R3030:20120101:EN:PDF 

	02006L0048
	010.001.0
	Directive 48/2006
	349

	Link to 02006L0048, English version: 
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2006L0048:20111209:EN:PDF 

	02007L0046
	007.002.0
	Directive 46/2007
	316

	Link to 02007L0046, English version:
 http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2007L0046:20120226:EN:PDF 

	02008R0798
	010.001.0
	Regulation 798/2008
	116

	Link to 02008R0798, English version:
 http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2008R0798:20120529:EN:PDF 

	02010D0656
	011.001.0
	Decision 656/2010
	15

	Link to 02010D0656, English version: 
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2010D0656:20120308:EN:PDF 

	02011R0540
	004.002.0
	Regulation 540/2011
	261

	Link to 02011R0540, English version:
 http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2011R0540:20120501:EN:PDF 

	02011R0543
	008.001.0
	Regulation 543/2011
	203

	Link to 02011R0543, English version:
 http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:2011R0543:20120428:EN:PDF 


4.3. Consistency guidelines

4.3.1.  Guidelines for the check of conformity of the consolidation 

Using the EUR-Lex website, the Official Journal or any other relevant source of information, the Contractor shall verify that the amendments indicated in the modifiers have been properly incorporated into the consolidated document. Amendments may concern the content of the basic act and/or modifiers as well as the date of entry into force.

If there is any doubt as to the interpretation of an amending act, the Contractor must consult the Publications Office to obtain the relevant information.

The cover page of any consolidated document lists chronologically all modifiers
 (M, C or A) having affected the basic act (B). For every modifier listed on the cover page, the Contractor verifies:

· that the modifiers reported on the cover page contain the right references to the acts concerned, in terms of name and number of the modifiers taken into account, as well as their publication data, i.e. issue, page number and date of publication of the Official Journal;

· that the amendments have been properly incorporated into the consolidated document, i.e. as indicated in the amendments in terms of:

-
operation to perform (i.e. deletion, insertion, replacement, renumbering or as a combination of these operations), 

-
place (i.e. position in the document),

-
wording (i.e. strictly following the wording of the amendment, except for the adaptation to the respective context, where necessary – see 4.3.2),
· that the amendments have been properly tagged, i.e. inserting the right tag
 (M, C or A) depending on the modifier, at the right place in the consolidated version and adopting the right numbering (i.e. M1, C1, etc.).
The most frequent inconsistencies can be distinguished according to these types:

· the amendment has been partly or completely omitted, i.e. not duly incorporated into the consolidated document (type of the error: "missing consolidation");

· the amendment has been performed accidentally deleting part of the basic act or of the previous layer (type of the error: "missing text");

· in the case of a replacement, the amendment has been incorporated without deleting the item/ object of the replacement (type of the error: "extra-text");

· in the case of a replacement or insertion, the amendment has been performed in the wrong LV, e.g. inserting a paragraph in Finnish into the Estonian version of the consolidated document (type of the error: "mixed languages");

· the tag has been omitted, or it is erroneous (e.g. C1 instead of M1), or it is placed in the wrong place (e.g. at the end of a replaced paragraph, instead of the beginning (type of the error: "tag error"); 

· in the case of a modifier having more than one start date, e.g. a postponed start date for one of its amendments, the amendment has been performed without taking into account the start date, i.e. in the wrong layer (type of the error: "wrong start date");

· any other inconsistencies between the amendments indicated in the modifiers and the consolidated document (type of the error: "other error").

The following exceptions have to be mentioned:

· The tagging of forms or other similar documents, which – in the source – are in TIFF or other similar formats and cannot, therefore, be tagged as usual for consolidated documents. For such document parts, the tagging is normally at the bottom of the page.

· Whereas the table of contents (TOC) in basic acts and/or modifiers contains references to the page number, in the consolidated version the TOC does not contain such references.

· Other exceptions will be specified by the Publications Office during the training session mentioned in point 4.2.1 of the Specifications.

Any relevant anomalies in the document to be checked, particularly in the basic act and/or in the modifiers, have to be reported (see point 4.4.6, "Reporting Anomalies").
4.3.2. Guidelines for the check of the correctness of the language

It is worthwhile to remind that consolidation is not entitled to amend the wording of a modifier in any way except the adaptation of the text according to the language's grammar rules
 (i.e. declinations, declension, conjugations, etc.), or according to specific instructions provided by the Publications Office.

Therefore, the check of the correctness does not consist of "proofreading" the content of the consolidated document in the common sense of this term, but: 

· of comparing the content of the consolidated version against the content of the corresponding parts of the basic act and/or of the modifiers, and 

· of verifying if the content of the modifier(s) has been correctly adapted to the context of the consolidated document, where necessary.

For instance, a modifier may involve the replacement of an adjective. Depending on the LV, in the consolidated document the adjective has to be adapted to its context. This adaptation can entail changes in terms of gender and number agreement, or – depending on the position in the text – from lowercase to uppercase, or changes in terms of hyphenation etc. 

A contextual adaptation is correct if it is performed according to the grammatical rules of the language concerned and to the typographical and other rules reported in the "Interinstitutional style guide" (http://publications.europa.eu/code/en/en-000100.htm).

The most frequent errors can be distinguished according to these types:

· erroneous spelling or data compared to the content of the modifier (type of the error: "spelling error");

· missing or erroneous agreement of a word, e.g. an adjective or noun, to the context (type of the error: "declination/declension error");

· missing or erroneous space between words or within a word (type of error: "space error");

· missing or erroneous punctuation (type of error: "punctuation error"; type of correction: discretionary);

· erroneous hyphenation (type of the error: "hyphenation error"; type of the correction: discretionary);

· erroneous capitals/lower case (type of the error: "lowercase/uppercase error"; type of the correction: discretionary);

· any other missing adaptations or discrepancies between the modifier(s) and the consolidated version (type of the error: "other error").
4.3.3.  Guidelines for the check of the structural correctness

This check concerns the family references, the so called synoptic structure (as explained below) and the layout, which should be structurally identical throughout all LVs.

The header of every consolidated document reports the number of the family, as well as the layer, version number and start date of the version concerned. These references should be identical throughout all LVs of the same family, except the case of some languages specific corrigenda, which can entail a different version number.

As in the Official Journal, the general rule is that all LVs of a consolidated document have a synoptic structure, i.e. a given page of the document has the same content and identical page make-up in all LVs. The synoptic structure implies that all language versions of a same layer have, as a general rule, the same number of pages. However, it is worthwhile to mention that layers consolidated before June 2010 may not display a synoptic structure. The Publications Office will specify, for each production request, if the layer submitted to a consistency check does not display a synoptic structure.

The layout should be according to the typographical and other rules reported in the "Interinstitutional style guide" (http://publications.europa.eu/code/en/en-000100.htm). Specific typographical rules applied to consolidated documents are reported in Annex 13.

The most frequent errors can be distinguished according to these types:

· missing or erroneous references in the header, for instance wrong layer or start date, wrong LV, etc. (type of the error: "header error");

· missing or erroneous disclaimer on the cover page (type of the error: "disclaimer error") - for examples of disclaimers, see Annex 17; 

· missing or erroneous breaks between pages, documents and paragraphs (type of the error: "synoptic error");

· erroneous, i.e. not motivated insertion of blank pages (type of the error: "blank page error");

· missing or erroneous use of italic, bold or other types (type of the error: "type error"; type of the correction: discretionary);

· erroneous layout, particularly regarding the alignment, the space between lines, the lines within a table etc. (type of the error: "layout error"; type of the correction: discretionary);

· erroneous font or font size (type of the error: "font error"; type of the correction: discretionary);

· any other structural errors (type of the error: "other error").
4.3.4.  Guidelines for the check of the internal consistency

This check consists of verifying the correctness of internal references throughout the document.

The most frequent errors can be distinguished according to these types:

· missing or erroneous harmonization of the table of contents (TOC) after an amendment (type of the error: "harmonization error"; type of the correction: discretionary);

· in the case of an amendment affecting a numbered item, for instance an article, an annex or a footnote, the item has been erroneously renumbered, thus generating internal inconsistency and/or misleading internal references (type of the error: "wrong numbering");

· any other error affecting the internal consistency (type of the error: "other error").
4.4. Working method

4.4.1. Production request

Provision of services will be based on orders. Each order will contain information on the maximum amount of money for the services that may be requested through the production requests in an estimated period of time. The first production request will be sent shortly after the order, the following ones will be sent to the Contractor usually on a monthly basis. The production request constitutes the binding formal request to perform the check of consistency for a given set of families.
For every family, the production request specifies the layer and the LVs to be checked as well as the scheduled delivery date.

The production request will be sent by e-mail, together with a link to the family to be checked or, if necessary, with the PDF files as attachment.

On demand, the Publications Office will provide the Contractor, additionally to the PDF files, with the XML files of the families concerned (see point 4.4.3 below). Erroneous or incomplete XML files do not authorize the Contractor to delay or refuse production or to claim additional costs.
Upon reception of a production request, the Contractor shall check the presence and completeness of the files and/or of the links. In case of missing links to files, the Contractor shall prepare a collective request.
4.4.2.  Transmission of files

As a general rule, the Contractor shall download files to be checked (indicated in the production request) from the EUR-Lex website. Under particular circumstances, such as a breakdown of the website or in the case of missing files on EUR-Lex, the Publications Office will provide the PDF files to be checked, for instance via an FTP access.

Occasionally, i.e. due to the big volume, files might be provided by other means – for instance on DVD or other media carrier.
The Contractor is not responsible for delays due to missing or incomplete files on the EUR-Lex website or for any other delay concerning the availability respectively delivery of the files to be checked.

The PDF format of the families to be checked is that available on EUR-Lex website at the moment of the production request.
4.4.3. XML files

Consolidated documents are created on the basis of XML files, and then converted into HTML and PDF files. XML files are structured according to the Formex (Formalized Exchange of Electronic Publications) V4 standard. More information on Formex is available on http://formex.publications.europa.eu/.
Examples of Formex files, related to the consolidated document 2010D0656, layer 011.001, English version, are available in Annex 18. Additional Formex files can be sent on request to the tenderers.

Depending on the production process adopted, tenderers may evaluate if the use of XML files, additionally to the PDF files, can be of advantage for performing the check of consistency, particularly with the aim of automating (fully or partly) the consistency check process.

Contractor's attention is drawn to the fact that following the enlargement process of the EU and the technological progress, the consolidation production has evolved over the time. As a result, certain families have not been consolidated at the same time in all LVs, but at different stages. In some cases, within the same family different XML respectively Formex versions have been used, etc.

In any case, the Contractor has to ensure that the deliverables are according to the requirements as defined under point 4.5.
4.4.4. Quality requirements

Tasks shall be carried out in accordance both with the Technical requirements (especially points 4.2 and 4.3) and the instructions given in the production request. The work delivered shall be accurate and complete. The Contractor shall carry out a thorough check of the entire assignment to ensure that it can be used as it stands without further revision by the Publications Office. 
4.4.5. Quality control and acceptance  

The Publications Office shall have twenty (20) calendar days to accept or to reject a deliverable delivered by the Contractor. Within this period the Publications Office shall send to the Contractor per e-mail the Acceptance note. 
If the Publications Office deems that there are grounds for carrying out additional checks on quality in order to verify that the work meets the quality standards set out in point 4.4.4, it shall inform the Contractor in writing within twenty (20) calendar days after reception of the work. In this case, the Publications Office shall have twenty (20) additional calendar days to perform the necessary checks.
The quality of the deliverable is unsatisfactory if:
a) the proofs do not meet the requirements mentioned in the point 4.5.1. Description of deliverables;

b) more then 5% of the corrections and comments contained in the proofs are not performed according to the "Guidelines for electronic proofreading" (see Annex 14) and Consistency guidelines (point 4.3);

c) a proof omits more than 2 inconsistencies requiring mandatory corrections.

If the evaluation confirms that the quality of the delivered work is unsatisfactory, i.e. the deliverables are not accepted, the Contractor has to carry out the necessary corrections and to deliver it again without additional payment within fifteen (15) calendar days. In this case, a new acceptance period of twenty (20) calendar days shall apply.
Exceptionally, the above defined delays may be adapted by common written agreement for a subset of work due to the specific requirements.
After the second delivery, if the quality is found to be still unsatisfactory, the Publications Office reserves the right to apply the options described in Article I.12.3 of the draft contract.
4.4.6. Reporting anomalies

The Contractor shall notify the Publications Office of any anomalies detected during the check of consistency.

Any questions arising from the basic act and/or the modifier, for instance in the case of obvious mistakes or unclear interpretation, are to be reported to the Publications Office. 

N.B. Basic acts and/or their modifiers, as published in the Official Journal and/or available in EUR-Lex, may contain inconsistencies or ambiguities, or even mistakes. Such errors can only be corrected by an act having legal value, i.e. a corrigendum. Consolidated documents cannot alter in any way the wording and content of binding legal acts, even in the case of manifest errors. Therefore, such errors are out of the scope of the check of consistency and must not be corrected. 
However, the Contractor must report any serious inconsistencies having legal or linguistic relevance. Only inconsistencies which would render the text illegible or misleading have to be reported. Reports include thorough information on the inconsistencies detected.

Where necessary and on the initiative of the Publications Office, such inconsistencies will be the subject of further actions, possibly including rectification through the usual legislative means.
4.5. Deliverables and deadlines
4.5.1. Description of deliverables
A deliverable shall consist of:

a) delivery note, i.e. a document containing the details on the work delivered, such as the family number and the quantity of PDF pages delivered;

b) reviewed PDF files;

c) report,
d) pro-forma invoice, i.e. a pre-invoice containing the details on the work delivered as well as the corresponding amounts;

The reviewed PDF files (the proofs), shall be delivered in the version 1.4. Any change of the format has to be previously agreed with the Publications Office.

The Contractor has to provide a single PDF file (proof) for every indicated LV. Each proof reports inconsistencies related to its specific LV.

Inconsistencies affecting all the LVs shall be reported in a separate PDF file.

All proofs are named using the references of the family, layer and the LV concerned, i.e. 2001R1936_0030010_EN.pdf (for EN) or 2001R1936_0030010_all LV.pdf (for all LV).

In all PDF files (proofs) the corrections are indicated using adequate Comment & Markup tools. Annex 14 provides instructions on how to perform electronic proofreading. Any corrections must be clear, perfectly legible and unambiguous.

For any correction, the Contractor specifies the type of the inconsistencies detected (following point 4.3), indicating for instance – where necessary – "extra-text" as a comment. 

Corrections have to be performed in the language of the LV concerned, i.e. in Bulgarian for the BG LV. Comments shall be only in English or French, at the choice of the Contractor.

In addition to the PDF files, the Contractor has to deliver, for any checked family, a report providing an overview on the corrections performed. A model of this report will be provided by the Publications Office at the training session (see point 4.2.1).

A delivery shall be done electronically, using a FTP access.

4.5.2. Production volumes and deadlines
4.5.2.1. Volumes
The volumes mentioned below are to be intended as the total number of PDF pages taking into account all the LVs. 

Example: if a consolidated document has in one LV 100 pages and the Contractor has to check in total 16 LVs, then the total number of pages is equal to 16 x 100, i.e. 1600 pages.

The Contractor shall be able to provide the services of a consistency check up to 5000 PDF pages of consolidated text per month within the deadlines specified below.
4.5.2.2. Deadlines

If a family consisting of less than 5000 PDF pages of consolidated text has to be checked (all the indicated LVs), the Contractor shall deliver both the proofs and the report within one month of the date of the production request.

If a family consisting of more than 5000 PDF pages of consolidated text has to be checked (all the indicated LVs), the Contractor shall deliver both the proofs and the report within three months of the day of the production request.
For every order, the delivery date is specified in the production request.
4.5.3. Invoices

The Contractor shall send the invoices to the Publications Office as indicated in Article I.4 of the Contract, in both paper version and Excel format.
The Contractor may only invoice the work carried out and accepted by the Publications Office. Altogether, the amount of the invoices may not exceed the value of an order ("bon de command").

The Contractor may invoice one or more deliveries at once, at its choice. Generally, invoices shall be sent on a monthly basis.

4.5.4. Liquidated damages

Failure to meet the performance deadlines (point 4.5.2.2) and quality requirements (point 4.4.4) shall result in application of liquidated damages, as defined in Article I.13 of the Contract.
Any delay in delivery shall automatically render these liquidated damages applicable without notice, unless the Contractor can conclusively prove force majeure.
4.6. Meetings and human resources

4.6.1.  Meetings and contacts between the Publications Office and the Contractor

Meetings shall be held depending on the needs to ensure smooth implementation of the contract. Generally, up to four (4) meetings per year shall be held. With the previous agreement of the Publication Office, meetings can be held by video conferences or other adequate communication tools. The Contractor's bid has to take into account the participation at these meetings in the price schedule and no additional expenses linked to the meetings shall be invoiced to the Publications Office. 

The Contractor shall appoint a project manager for the management and implementation of the contract. The project manager will be the contact person for the Publications Office regarding the accomplishment of work, deadlines and all other relevant questions.
The language of correspondence, as well as the language spoken during the meetings or phone calls, shall be English or French, at the choice of the Contractor.
4.6.2. Human resources issues and replacements

The following requirements have to be met:

· Only the human resources proposed by the Contractor as a part of its offer will be allowed to perform the requested tasks.
· The human resources proposed to deliver the requested service must be available when the provision of services starts.

· The Contractor must replace human resources unable to carry out the ad hoc assignments conforming to the required standards. The Publications Office reserves the right to hold an interview with the proposed person(s) and to accept or to reject them.
· The Contractor must inform the Publications Office two months in advance of any foreseeable human resources changes. For a human resources proposed for the first time to the Publications Office, information on its technical merits has to be provided by the Contractor. The Publications Office reserves the rights to hold an interview with the proposed person(s) and to reject the proposed human resources if the skills and experience do not correspond to the scope of the call for tenders.
The initial human resources remain in place until the replacement is fully operational.

· A replacement has to be immediately operational when the original human resources are withdrawn.

· If the human resources are unavailable due to reasons beyond the Contractor’s control, the Contractor has to propose an equivalent replacement within five (5) working days.
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Annex 1
Price Schedule 

To submit an offer, the tenderer must:

· complete the price schedule;

· duly date, sign and stamp each page;
· select at least 16 language versions out of the 22 official languages of the European Union indicated in the form, offers considering less than 16 language versions will be not taken into account  (see point 2.8.2 of the Specifications, "Evaluation of the technical award criteria").
Notes:

· The price per PDF page must be one and the same for all language versions selected by the tenderer, i.e. the tenderer has to indicate only one price applying to all languages selected. This should be done inserting the price into the last column of the table above.
	· The indicative number of pages to be checked within the tender will be the result of the following calculation:
250 000 €

	price per PDF page


· The indicative number of pages to be checked does not give rise to any obligation on the part of Publications Office.

· Unless otherwise indicated, a page is a PDF page of a consolidated document.

The paper version of the price schedule is to be submitted in triplicate.
Annex 1
financial bid, price schedule 

Check of consistency, language versions

	Language version
	 Price per PDF page

(please indicate only one price, covering all languages selected)

	Bulgarian
	

	Czech
	

	Danish
	

	Dutch
	

	English 
	

	Estonian
	

	Finnish
	

	French
	

	German
	

	Greek 
	

	Hungarian 
	

	Italian 
	

	Latvian
	

	Lithuanian 
	

	Maltese
	

	Polish
	

	Portuguese
	

	Romanian
	

	Slovak
	

	Slovenian
	

	Spanish  
	

	Swedish
	


· Tenderer's attention is drawn to the fact that fixed price rates have to include any costs concerning the management of services under the contract (in particular all coordination, meeting and reporting activities).

· Prices are all-inclusive and net of tax (the European Union being exempt of VAT)

Firm:



Date:




Signature:
Annex 2A
Financial identification form 

Model financial identification form

(to be completed by the tenderer and his or her financial institution)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each official language is available at the following Internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
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Annex 2B
"legal entity" form 

Model legal entity form

(to be completed and signed by the tenderer)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each official language is available at the following Internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
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THIS "LEGAL ENTITY" FORM SHOULD BE FILLED IN AND RETURNED TOGETHER 

WITH:                                                                                           

 * A COPY OF ANY OFFICIAL DOCUMENT (E.G. OFFICIAL GAZETTE, REGISTER OF 

COMPANIES, ETC.) SHOWING THE CONTRACTOR'S NAME AND ADDRESS AND THE 

REGISTRATION NUMBER GIVEN TO IT BY THE NATIONAL AUTHORITIES;                                                                                                                                                 
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NUMBER DOES NOT APPEAR ON THE OFFICIAL DOCUMENT REFERRED TO ABOVE.



Annex 2C
Agreement / Power of attorney

Agreement/Power of attorney

Model 1

(designating one of the companies of the consortium 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 Commission has awarded Contract No …. (« 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 Commission 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 Commission related to the Supplies or the Services shall be made through the Group Leader’s bank account, [to be specified in the contract.] or [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, Specific Contracts and Amendments thereto - 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 Commission 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 Commission, and shall see to a proper administration of the contract. 

Any modification to the present agreement/power of attorney shall be subject to the European Commission’s express approval. 

This agreement/power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission 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 Commission’s consent. 

Signed in ………. on ……….. ……… 

Name 






Name 

Function 





Function 

Company 





Company 

Name 






Name 

Function 





Function 

Company 





Company 

Agreement/Power of attorney

Model 2

(creating the group as a separate entity, appointing a consortium 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 Commission has awarded the contract No …. («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 Commission 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 Commission related to the Supplies or the Services shall be made through the Group’s bank account, [to be specified in the contract.] or . [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, Specific Contracts and Amendments thereto — and issue any invoices related to the Supplies or the Services on behalf of the Group Members. 

(b)
The Group Manager shall act as a single point of contact for the European Commission 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 Commission, and shall see to a proper administration of the contract.
Any modification to the present agreement/power of attorney shall be subject to the European Commission’s express approval. 

This agreement/power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission 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 Commission’s consent. 

Signed in ……….. on ……….. ……… 

Name






Name 

Function 





Function 

Company 





Company 

Name 






Name 

Function 





Function 

Company 





Company 

Annex 3
Form for identification of the tenderer 

Identification of the tenderer

(to be completed)

acting in the capacity of:

· member of consortium (specify role ……………………………)

members of a consortium, which are not the leader, only have to fill in the first paragraph – identity, a contact person and the last paragraph – declaration 

· single tenderer

Information to be included in the contract in case of award

	Identity
	Answer

	Official name of tenderer in full
	

	Official legal form
	

	Country of registration
	

	Statutory registration number
	

	VAT registration number 
	

	Official address of tenderer in full 
	

	(Internet address – if applicable)
	

	Person(s) designated to sign the contract – name in full and function. Please indicate if the person(s) are authorised to sign alone or together*
	


	Bank account

The information should be consistent with the financial identification form in Annex 2A
	Answer

	Name of bank
	

	Address of branch in full
	

	Exact designation of account holder
	

	Full account number including codes
	

	IBAN code
	

	BIC code
	


	Contact person

For administrative matters
	Answer

	Name in full and title
	

	Function/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	

	Contact person

For technical matters
	Answer

	Name in full and title
	

	Function/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


Declaration by an authorised representative*

	I, the undersigned, certify that the information given in this tender is correct, that I accept the conditions set out in the Invitation Letter, the Tender Specifications and the draft contract and that the tender is valid

	Name in full and title
	

	Function/Position (e.g. “manager”)
	

	DATE/

SIGNATURE
	


* The tender must include documents proving that the person(s) designated to sign the contract as well as the person(s) signing the tender are authorised to do so. 
Annex 4
Questionnaire for joint offers, subcontracting and freelancing
This questionnaire only has to be completed if your tender involves a joint offer, subcontracting or freelancing
Joint offer
1. 
Does your tender involve more than one tenderer?

Yes

No

The questions No 2 – 4 shall be answered only if the answer is affirmative. 

2. 
Please fill in the name of the company having power of attorney for the group of tenderers and acting as a leader:

3. 
Please fill in the names of the other companies taking part in the joint offer:

4. If a consortium or similar entity exists, please fill in the name and the legal status of the entity:

Subcontracting/freelancing
5. 
Does your tender involve subcontracting or freelancing?
Yes

No

If the answer is yes, please complete question number 6, and the next two pages once for each subcontractor/freelancer.

6. 
List of subcontractors/freelancers:

  …….….……………………………….…

  …….….……………………………….…

  …….….………………………………….

  ……….………………………………..…

  …….….……………………………….…

Reasons, roles, activities and responsibilities of subcontractors/freelancers
Please complete this page once for each subcontractor/freelancer: 

Name of the subcontractor/freelancer:

…….….……………………………….………………………………………..

Official legal form: 

…….….……………………………….………………………………………..

Country of registration: 

…….….……………………………….………………………………………..

Statutory registration number:

…….….……………………………….………………………………………..

(Internet address, if applicable): 

…….….……………………………….………………………………………..

Official address in full: 

…….….……………………………….………………………………………..

Contact person: 

…….….……………………………….………………………………………..

Telephone number: 

…….….……………………………….………………………………………..

Reasons for subcontracting/freelancing:

…….….……………………………….………………………………………..

Role, activities and responsibilities of the subcontractor/freelancer:

…….….……………………………….………………………………………..

The volume or the proportion of the subcontracting/freelancer:

…….….……………………………….………………………………………..

Do you intend to rely on capacities from the subcontractor/freelancer in order to fulfil the selection criteria? If yes, specify which selection criterion – financial and economic capacity or technical and professional capacity – and be aware that the tenderer must provide the documents which make it possible to assess the selection criteria to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer. 

…….….……………………………….………………………………………..

Experience of the subcontractor/freelancer with regards to the tasks to be subcontracted or freelanced
Please complete this page once for each subcontractor/freelancer: 

…….….……………………………….………………………………………..

Annex 5
List of documents 

	
	DOCUMENT
	Annex to the specifi-cations
	Place in the tender

	Section One: administrative information 

	*
	Duly signed cover letter (to be provided)
	---
	

	*
	List of documents (this document to be completed)
	7
	

	*
	Financial identification form (to be completed)
	2A
	

	*
	Legal "entity form" (to be completed) with supporting documents as described in point 2.4 (to be provided):

· Proof of registration number and of VAT number

· Documents showing that the person(s) signing the tender and designated to sign the contract are entitled to do so
	2B
	

	*
	Form for identification of the tenderer (to be completed)
	3
	

	*
	Questionnaire for joint offers, subcontracting and freelancing
(if applicable, to be completed)
	4
	

	*
	If it is a joint offer, a declaration (Agreement/Power of Attorney) signed by legal representatives of all the partners of the joint offer:

· recognising joint and several liability for all the partners of the joint offer for the performance of the contract,

· giving one of the partners of the joint offer (co-ordinator) power of attorney to represent the other parties to sign and administrate the contract,
	2C
	

	*
	If subcontracting/freelancing is involved in the tender, a letter of intent by each subcontractor/freelancer stating its intention to collaborate with the tenderer if the contract is awarded to him 
(to be provided)
	---
	

	Section Two: Documents relating to the exclusion criteria

	*
	Declaration on grounds for exclusion (to be completed) with the following supporting documents (to be provided)
· a recent extract from the ‘judicial record’ or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of social security contributions or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of taxes or equivalent
	6
	

	Section Three:  selection criteria

	a) financial and economic capacity

	*
	Economic and financial capacity questionnaire
(to be completed) and accompanying documents (to be provided) 
	7
	

	b) technical and professional capacity

	*
	Short description of the tenderer's economic activity

(to be provided) 
	---
	

	
	Technical questionnaire (to be completed)
	10
	

	*
	CV-Forms (to be completed)
	8
	

	*
	PARFs (to be completed)
	11
	

	Section Four: technical award criteria

	*
	Document presenting tenderer's approach to the procedures and methodology (to be provided)
	---
	

	*
	Document presenting tenderer's approach to the internal organization of the work ((to be provided)
	---
	

	*
	Document presenting the automation procedures
 (optional - to be provided)
	---
	

	
	Document "Selection of languages" (to be completed)
	12
	

	Section Five: financial award criteria

	*
	Price schedule (to be completed)
	1
	


Annex 6
Declaration on the grounds for exclusion

	DECLARATION


1. 
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities (Official Journal L 248/1 of 16 September 2002, as amended), I, the undersigned, declare on my honour that the following grounds for disqualification do not apply to the company or organisation which I represent, or to me (if the tenderer/subcontractor/freelancer is a natural person):

(a)
being bankrupt or being wound up, having one's affairs administered by the courts, having entered into an arrangement with creditors, having suspended business activities, being the subject of proceedings concerning those matters, or being in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

(b)
having been convicted of an offence concerning professional conduct by a judgement which has the force of res judicata;

(c)
being guilty of grave professional misconduct proven by any means which the contracting authority can justify;

(d)
not having fulfilled my obligations relating to the payment of social security contributions or my obligations relating to the payment of taxes in accordance with the legal provisions of the country of establishment or with those of the country of the contracting authority or those of the country where the contract is to be performed;

(e)
having been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union's financial interests;

(f)
being 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 for failing to supply an information, or for being declared to be in serious breach of his obligation under contracts covered by the budget.

For (d), the applicant must submit, recent certificates issued by the competent authority of the country concerned showing that his or her situation is in order. 

The Commission will accept as sufficient evidence that none of the cases quoted in (a), (b) or (e) applies to the tenderer, upon production of a recent extract from the "judicial record" or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that the requirements have been met.

Where the country concerned does not issue documents or certificates of the kind required above, they may be replaced by a sworn, or failing this, a solemn statement, made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in the country of origin or provenance.

2.
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities, published in Official Journal No L 248 of 16 September 2002, as amended, I declare on my honour that:

· neither the company or organisation that I represent nor any member of its staff or of its board or any of its directors is placed in a situation of conflict of interests for the purposes of this tendering procedure;

· I will inform the Commission, without delay, if any situation of conflict of interests or that may lead to a conflict of interests arises;

· I have not been guilty of misrepresentation in supplying the information required by the awarding authority as a condition of participation in the contract procedure or failed to supply this information;

· the information given to the Commission for the purposes of this tendering procedure are accurate, honest and complete.

The Commission reserves the right to check this information.

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









  Signature:



Name of the signatory(ies) of this form (representative(s) legally authorised to represent the tenderer vis-à-vis third parties and acting on behalf of the aforementioned company or organisation)

…………………………………………………………………………………….

Name of the company/organisation represented (if applicable):

…………………………………………………………………………………….

Legal address:

……

Annex 7
Economic and financial capacity questionnaire
	
	2011
	2010

	Total turnover
	
	

	******

	Total assets / liabilities 
	
	

	Fixed assets
	
	

	· Intangible assets
	
	

	· Tangible assets
	
	

	· Financial assets
	
	

	Current assets
	
	

	· Debtors/debts due within one year
	
	

	· Debtors/debts due after one year
	
	

	· Cash (bank & hand)
	
	

	· Stocks
	
	

	· Other current assets
	
	

	Capital
	
	

	· Subscribed capital
	
	

	· Reserves
	
	

	· Profits and loss brought forward
	
	

	· Provisions
	
	

	Creditors
	
	

	· Short term bank debt (to be paid within one year)
	
	

	· Long term bank debt (to be paid after one year)
	
	

	· Short term non-bank debt (to be paid within one year)
	
	

	· Long term non-bank debt (to be paid after one year)
	
	

	· Other debts
	
	

	******

	Turnover 
	
	

	Other operating income
	
	

	Staff costs
	
	

	Costs of materials
	
	

	Gross operating profit 
	
	

	Net operating profit 
	
	

	Financial profit
	
	

	Profit/loss on ordinary activity
	
	

	Profit/loss for the financial year
	
	


Company:




The following documents shall be attached:

· Balance sheet for the years 2011 and 2010
· Profit and loss account for the year 2011 and 2010
Annex 8
CV Form 

This document defines a standard curriculum vitae (CV) layout for a tenderer to use when proposing a person for a particular profile.

The CV should be a summary rather than a biography of an individual and must be in a format enabling a quick and accurate comparison with other CVs submitted to fill certain profiles. There should be no unaccounted chronological breaks.

If the tenderer is about to submit CVs of persons to be recruited, a declaration signed by this person confirming his intention to be recruited shall be attached. 

How to fill in the CV forms:

· Each CV consists of:

· one CV front page;

· one CV education/training/certification page;

· one CV page on software use and knowledge;

· one CV page on experience (project management)
· More CV education/training/certification and CV experience pages may be added as needed.

· Each CV page on project management experience contains data about the projects/activities the person has participated in and about the software use and knowledge used in the context of these projects/activities. If the projects/activities reference is one that is submitted in the evaluation of the technical and professional capacity (company experience) of the General Invitation to Tender 10452 – Specifications, a reference to its PARF number must be added. 
General requirements concerning the CVs:

· Use of this form is mandatory. Only CVs submitted on this form will be evaluated.
· If the tenderer presents more CVs than required. CVs will be treated according to the sequence established in the tender, the CVs presented over the limit of required CVs for the given profile will not be taken into consideration for the selection procedure.
· The tenderer's attention is drawn to the fact, that the required expertise and experience for the profile is verified against the information included in the corresponding CV form.

CV Form

CV front page

	CV No:
	

	Tenderer:
	

	Person's name:
	

	Address/Tel.:
	

	Date of birth:
	
	Nationality:
	

	Employee-employer relationship:
	Check the appropriate:

· Employee

· Free lance

· Sub-contractor 
(company: …………………….…)


	Number of months working for the tenderer:

…………………months

	Profile for which employee is entered


	· Project manager 



	Highest relevant educational qualification:
	

	Date career in project management started (dd/mm/yy):
	

	Languages:

(indicate level of skills: mother tongue, very good, good, fair)
	English:
French:
	Spoken
Spoken

	Written
Written


	Date available (dd/mm/yy):
	

	Summary (use this area to briefly indicate the major facts which the Publications Office should know about this employee):



CV Education/training/certification page

	CV No:
	

	Tenderer:
	

	Person's name:
	


	EDUCATION

	
	Diploma/Certificate:
	Institution:
	Subject area:
	Period (from-to - mm/yy):

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROFESSIONAL TRAINING

	
	Training name:
	Company/institute organising the training:
	Period training followed

(from-to - mm/yy):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	CERTIFICATION

	
	Certification obtained:
	Date achieved or planned to achieve (dd/mm/yy):
	Certification valid until (dd/mm/yy):

	
	
	
	

	
	
	
	


CV Software use and knowledge 
	CV No:
	

	Tenderer:
	

	Person's name:
	


Software knowledge and skill (Yes/No)



Months of experience

1. Adobe Acrobat 8 Professional
(
(


……………………….
2. XML



(
(


……………………….
3. HTML



(
(


……………………….

4. Microsoft Office or equivalent
(
(


……………………….




CV Experience page 
	CV No:
	

	Tenderer:
	

	Person's name:
	


	PROJECTS/ACTIVITIES EXPERIENCE

	PARF number (optional)
:
	

	Short description of project/activity (if no PARF form exists):
	

	Period of the employees participation

(from-to - mm/yy) :
	
	Dedication (%)

(Full time = 100%)
	

	Employee’s Roles & Responsibilities in the project/activity:

Please inform which type of services (see page 16) covered by this project/activity, the employee was involved in (1 – highest involvement, 2 – second highest involvement, … , 4 – no involvement.)

Please provide a short description of the employee’s Roles & Responsibilities in the project/activity:



	Software used by the employee in the project/activity

Please inform which software, specified on the CV software knowledge page were used by the employee in the project/activity.

	1
	□
	2
	□
	3
	□
	4
	□
	
	
	
	
	
	
	
	
	
	
	
	

	Please specify other software, tools, methodologies used by the employee in the project/activity not mentioned above



Annex 9
CV description 

Project manager: PRO-MAN
	Nature of the tasks
	· Acting as central contact point for the Publications Office for any question concerning the implementation of the contract

· Supervising every step of the consistency check workflow, from the reception of the production request until the delivery of the work to the Publications Office
Monitoring the respect of deadlines

· Ensuring that the deliverables meet the quality requirements

· Performing or coordinating all necessary administrative duties, including delivery notes and invoices

	Education
	· Documented university degree of at least 3 years

	Languages
	· Very good knowledge of English or French

	Knowledge and skills
	· Knowledge of the software mentioned below
· Ability to coordinate multilingual and complex tasks
· Being up to date in new technologies and applications

· Working in a team

	Software
	· MS Word, Excel, 

· Adobe Acrobat 8 Professional or equivalent software

	Experience
	· Minimum two (2) years experience in project management.


Annex 10
Technical questionnaire regarding the selection criteria
	( Description of software and operating systems available to the tenderer



Please state the software systems available to you:

Operating systems



YES
NO
Windows



(
(
Software systems



YES
NO
Adobe Acrobat 8 Professional



(
(
Other:




	( Description of equipment for data transfer and of the capacity to process electronic files in PDF format



Transmission of files is available through: 








YES
NO

Do you have e-mail and FTP facilities?:



(
(
If so, please give your addresses:




Other (please specify)



Annex 11

Project/activity reference form (PARF)
The project/activity reference form (PARF) must be used to give details about relevant projects and/or activities the tenderer wants to present as proof of experience with the delivery of services comparable to those defined in the chapter 4 (Technical Specifications).

General rules:

1. The use of the annexed project/activity form is mandatory. Only projects and/or activities references submitted by using the annexed form will be evaluated.

2. The submitted PARFs should be relevant to the subject and required expertise for this call for tender. Tenderers' attention is drawn to the fact that, to be accepted, the PARFs must prove: (a) multilingual expertise, (b) experience with EU legislative documents and (c) experience with the processing of documents in PDF format. For more information see the Expertise requirements in section B of the present document (see below).
3. Altogether the accepted PARFs must cover tasks with a value, of at least EUR 200.000, whereas at least EUR 154.000 must refer to multilingual expertise and at least EUR 46.000 to expertise on EU legal documents.
4. The tenderer has to provide at least one (1) PARF and a maximum of five (5) PARFs.

5. If the tenderer submits more than five (5) PARFs, only the first five (5) found in the tender will be analysed in the selection procedure.

PARFs shall not be outdated; they shall present the projects executed by the tenderers during the period from 28/11/2009 onwards. Projects which started before 28/11/2009 and which are ongoing may be submitted, but only with regard to its part executed after 28/11/2009.
6. A PARF consists of the following three (3) parts (all the parts shall be completed) plus the reference letter of maximum 1 page. It is forbidden to add additional pages.

7. Framework contracts can be presented as a proof of technical capacity. In this case the tenderer has to use one PARF per order form executed under the given framework contract.

8. For how the PARFs will be evaluated, please see point 2.6.2.2.

B. Expertise requirements:
1. In terms of multilingual expertise, the accepted PARFs must refer to tasks involving, altogether, at least 16 EU official languages. Each of EU official languages indicated in the PARF(s) must have a value of at least EUR 7.000. This minimum value per language can be divided up over different PARFs, for instance EUR 3.000 in one PARF and EUR 4.000 in another PARF. 

2. In the case of translations as well as any other task clearly distinguishing between a source and target language, tenderers may at their choice assign the whole value to the target language respectively equally split the value of the task between the source and the target language. Example: a translation task from Bulgarian into French, having a value of EUR 20.000, can be entirely assigned to French or divided by 2 (i.e. EUR 10.000 to Bulgarian and EUR 10.000 to French).

3. For the aims of this call for tenders, EU legislative documents mean a wide range of legal documents produced by several EU Institutions in the context of the EU legislative process, such as the Treaties, the secondary legislation (regulations, directives, decisions), the preparatory acts (i.e. COM – legislative proposals), the EP written questions, the case-law as well as several other EU documents which do not have a legal value themselves but which are clearly related to EU legislation, such as e.g. the "summaries of EU legislation" or the consolidated legislation. 
4. Expertise on processing of documents in PDF format refers to a wide range of tasks such as generating, converting, proofreading or amending PDF files using Adobe Acrobat 8 Professional or an equivalent software. Altogether, the accepted PARFs must cover a production of at least 20.000 PDF pages.
Project/Activity Reference Form
PARF n°: ………. (part 1)
Tenderer: ……………………………..…………………………………………….

Project/Activity name: ……………………………..………………………………
This PARF demonstrates the specific experience required in the following domain
 (check the appropriate):

· Services with a multilingual coverage (S1) 

· Services in the field of EU legal documents (S2)
· Services with documents in PDF format (S3)
(Please note that, if appropriate, you can use one and the same PARF for proving experience on more than one domain)

1. Client information

	Client Name:
 ………………………………….……..……………………
Client Economic Sector (check the appropriate):

( EU Institution                (  Other public institution
( Private sector

Client contact person(s): (at least one)

Names


Function:

                Tel.                       E-mail

1. ……………………………..……………………………..…………………………………

2. ……………………………..……………………………..…………………………………


2. Project information

	Tenderer's role (check the appropriate):

( Main contractor             (  Consortium Leader
( Sub-contractor

Principal location for execution of this project/activity:

( Tenderer's premises 
( Client's premises 


( Other (specify): ……………...................

Activity sector (check the appropriate):

( Translation 

( Proofreading 

( Editorial services 

( Other (specify): ……………...................

Volumes (amount of work performed by the tenderer, for this project, in the period 28/11/2009 –28/11/2012), expressed in (check the appropriate):

( Pages                ( Total number of man-days                  ( Other (specify): ……………...................

Quantity:………………………………………..

Fixed-price contract? (Y/N): …….

Start date (mm/yyyy):………..
End date (mm/yyyy):…………

Global amount executed and invoiced, for this project, during the last three years before the deadline for offers’ submission
…………… ……………….. EUR




3. Description of the Project/Activity

	Description (objectives, executed tasks, particularly with regard to the multilingual tasks and 
the editing/processing of EU legislation, software used by the tenderer for this project, etc.).

Please do not exceed maximum 1.500 characters including spaces, font Times New Roman size 12)



Project/Activity Form (PARF)
PARF No: …..… part 2
Tenderer: ……………………………..………………………

Project/Activity name: ……………………………..…………
4. Multilingual expertise

	Please specify which of the following EU official languages is/was involved in the project object of the present PARF and indicate the amount, in Euro, of each EU official language, where appropriate:

( Bulgarian (BG)

Amount (€):

( Czech (CS)


Amount (€):

( Danish (DA)


Amount (€):

( Dutch (NL)


Amount (€):

( English (EN)


Amount (€):

( Estonian (ET)


Amount (€):

( Finnish (FI)


Amount (€):

( French (FR)


Amount (€):

( German (DE)


Amount (€):

( Greek (EL)


Amount (€):

( Hungarian (HU)

Amount (€):

( Italian (IT)


Amount (€):

( Latvian (LV)


Amount (€):

( Lithuanian (LT)

Amount (€):

( Maltese (MT)


Amount (€):

( Polish (PL)


Amount (€):

( Portuguese (PT)

Amount (€):

( Romanian (RO)

Amount (€):

( Slovak (SK)


Amount (€):

( Slovenian (SL)

Amount (€):

( Spanish (ES)


Amount (€):

( Swedish (SV)


Amount (€):
Total amount (€)…………………………………………………………………………………………..



Project/Activity Form (PARF)
PARF No: …..… part 3
Tenderer: ……………………………..………………………

Project/Activity name: ……………………………..…………

5.1 Expertise on EU legislative documents

	Please specify which of the following EU legal documents is/was involved in the project object of the present PARF and indicate their total amount, in Euro, within the project:

( Documents related to EU Legislation


Amount (€):

(e.g. Regulations, Directives, Decisions, Recommendations, Opinions, etc.)

( Documents related to preparatory acts


Amount (€):

(e.g. Council common positions, COM documents, resolutions of the EP, ECB Recommendations etc.)

( Documents related to Case law


Amount (€):

( Documents related to Parliamentary questions

Amount (€):

( Documents related to consolidated legislation

Amount (€):

( Other EU legal documents


Amount (€):

(Please specify):………………………………………………………………..

Total amount (€): ……………………………………………………………………………………………



5.2 Description of the activity on EU legislative documents

	Please explain why the activity mentioned in the present PARF can be considered as related to EU legislation. 

(Please do not exceed maximum 1500 characters including spaces, font Times New Roman size 12)



6. Processing of PDF documents

	Software used (check the appropriate):

( Adobe Acrobat 8 Professional             (  Other(s) (specify):…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Task (check the appropriate):

( Creation of PDF files                           (  Correction of PDF files

(  Other(s) (specify): …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Volume (amount of work performed by the tenderer, for this project, in the period 28/11/2009 – 28/11/2012), expressed in PDF pages:………………………………………..



Annex 12

Selection of language versions
Language versions (min. to be selected 16 languages)
	Selection
	Language version

	
	Bulgarian

	
	Czech

	
	Danish

	
	Dutch

	
	English 

	
	Estonian

	
	Finnish

	
	French

	
	German

	
	Greek 

	
	Hungarian 

	
	Italian 

	
	Latvian

	
	Lithuanian 

	
	Maltese

	
	Polish

	
	Portuguese

	
	Romanian

	
	Slovak

	
	Slovenian

	
	Spanish  

	
	Swedish


Firm:



Date:




Signature:
� In case of a consortium one document of 3 pages per consortium shall be provided. In case of subcontracting or freelancing the 3-page limit applies to the tenderer and all its subcontractors/freelancers.


� http://� HYPERLINK "http://www.eur-lex.europa.eu" ��eur-lex.europa.eu�


� Description of the "CELEX sectors" may be found at http://eur-lex.europa.eu/en/tools/Chapter1.pdf


� A template will be provided by the Publications Office at the training session, see point 4.2.1


� A template will be provided by the Publications Office at the training session, see point 4.2.1


� The number referring to the PARF (if any) submitted in the Evaluation of the technical and professional capacity – company experience of the General Invitation to Tender 10452 - Specifications


� Percentage related to the participation of the employee in the project
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Invitation to tender n°10452
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Sheet1

		LEGAL ENTITIES

																						PRIVATE COMPANIES

		TYPE OF COMPANY

		NGO				YES														NO														(Non Gouvernemental Organisation)

		NAME(S)

		ABBREVIATION

		ADDRESS OF

		THE HEAD

		OFFICE

		POSTAL CODE																												P.O. BOX

		CITY

		COUNTRY

		VAT

		PLACE OF REGISTRATION

		DATE OF REGISTRATION

																										D		D				M		M				Y		Y		Y		Y

		REGISTRATION NR

		PHONE																																										FAX

		E-MAIL

		CONTACT PERSON

		THIS "LEGAL ENTITY" FORM SHOULD BE FILLED IN AND RETURNED TOGETHER WITH:

		* A COPY OF ANY OFFICIAL DOCUMENT (E.G. OFFICIAL GAZETTE, REGISTER OF COMPANIES, ETC.) SHOWING THE CONTRACTOR'S NAME AND ADDRESS AND THE REGISTRATION NUMBER GIVEN TO IT BY THE NATIONAL AUTHORITIES;                                                                                                                                                 * A COPY OF THE VAT REGISTRATION DOCUMENT IF APPLICABLE AND IF THE VAT NUMBER DOES NOT APPEAR ON THE OFFICIAL DOCUMENT REFERRED TO ABOVE.

																																																		DATE AND SIGNATURE
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