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EASME/H2020/INNO/2016/020: "Innovation and business management training: developing capacities in the Enterprise Europe Network and supporting Innovation Associates in SMEs"

Annex 8 – Checklist of documents to be submitted
The purpose of the table below is to provide an overview of the documents that must be included in the tender (marked with ), depending on the role of each economic operator in the tender (lead contractor, partner in a joint bid, single contractor, subcontractor).
Some of the documents are only relevant in cases of joint bids or when subcontractos are involved. Additional documents might be necessary depending on the specific characteristics of each tender, if so indicated in the technical specifications.

	Description
	Single service provider
	Subcontractor 
(share >20%)
	Lead contractor
	Partner in joint tender

	Technical tender form (Annex 6).
	· 
	
	· 
	

	Price and breakdown of costs (financial offer) (Annex 7).
	· 
	
	· 
	

	Administrative proposal

	Letter of submission of tender (Annex 2).
	· 
	
	· *
	· **

	Legal entity form (URL address specified in Annex 2) and supporting documents.
	· 
	· 
	· 
	· 

	Financial identification form (URL address specified in Annex 2) and supporting documents.
	· 
	
	· 
	

	Letter of intent for subcontractor (Annex 5).
	
	· ***
	
	

	Power of attorney (Annex 4).
	
	
	
	· ****

	Evidence of exclusion criteria

	Declaration on honour on exclusion criteria and selection criteria (Annex 3) – Supporting documents to be provided on request.
	· 
	· 
	· 
	· 

	Evidence of economic and financial capacity

	Declaration on honour  (Annex 3).
	· 
	· 
	· 
	· 

	Statement of turnover form filled in (Annex 2.1.);
	· 
	· 
	· 
	· 

	Copy of Profit & Loss account for the last two for which the accounts have been closed from each concerned legal entity (only in electronic copy or link to website); or appropriate statements from banks; or evidence of professional risk indemnity insurance.
	· 
	· 
	· 
	· 

	Evidence of technical and professional capacity

	Declaration on honour (Annex 3).
	· 
	· 
	· 
	· 

	Technical capacity form filled in (Annex 2.2.). 
	· 
	· 
	· 
	· 

	List of the main clients and services provided during the last  three/five years – To be provided on request
	· 
	· 
	· 
	· 

	Supporting evidence to prove technical and professional capacity – To be provided on request
	· 
	· 
	· 
	· 

	A language certificate or past relevant experience
	· 
	· 
	· 
	· 

	Any other documents that serve to justify that the tenderer fulfils the criteria.
	· 
	· 
	· 
	· 


*
Including in the form the partners and sub-contractors.
**
If no lead contractor has been appointed to represent the consortium.

***
All sub-contractors

****
Ideally all the partners should sign on the same form. If that would not be possible, individual signed forms will be accepted.[image: image1][image: image2][image: image3]
43

