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MODEL OFFER
[bookmark: _Toc337648000]Table of content
When preparing the tender, the tenderers are requested to follow the structure of the model offer as provided below:
	[bookmark: _Toc337647955]
	DOCUMENT
	Model reply form
	Page in the tender
	When to submit

	Administrative information 

	*
	Covering letter (to be provided) signed by an authorised representative of the tenderer, including name, address, trade register number, fax number and e-mail address of the contact person responsible for submission of the tender and the information whether the tender company or one of the partner companies of a joint offer is a small or medium-sized enterprise (SME)[footnoteRef:1] . [1:  Commission Recommendation of 6 May 2003 concerning the definition of micro, small and medium-sized enterprises (OJ L 124 of 20.5.2003, p. 36) pursuant to which “(t)he category of micro, small and medium-sized enterprises (SMEs) is made up of enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding EUR 50 million, and/or an annual balance sheet total not exceeding EUR 43 million.” (Annex, Article 2).] 

	No model
	[bookmark: _GoBack]     
	With the tender

	*
	Financial identification form (to be completed and signed by an authorised representative of the tenderer) The form must be accompanied by a copy of the bank account identification issued by the bank or a copy of a bank statement.
	Form 1
	     
	At the contract’s award stage

	*
	Form for identification of the tenderer (to be completed)
	Form 2
	     
	At the contract’s award stage

	*
	in case of joint offer
“Power of Attorney” signed by the legal representatives of all the partners of the joint offer (to be completed)
	Form 3
	     
	With the tender

	*
	in case of subcontracting 
The questionnaire for subcontracting (to be completed)
	Form 4
	     
	With the tender

	Documents relating to the exclusion and selection criteria

	*
	Declaration of honour concerning exclusion and selection criteria (to be completed) 
	Form 5
	     
	With the tender

	*
	Recent extract from the judicial record
	No model
	     
	At the contract’s award stage

	*
	Recent certificate issued by the competent authorities of the State, confirming payment of taxes.
	No model
	     
	At the contract’s award stage

	*
	Recent certificate issued by the competent authorities of the State, confirming payment of TVA.
	No model
	     
	At the contract’s award stage

	*
	Recent certificate issued by the competent authorities of the State, confirming payment of social security contributions. 
	No model
	     
	At the contract’s award stage

	a) legal capacity

	*
	proof of entry on the professional or trade register under the conditions laid down by legislation in the country in which the tenderers reside (to be provided)
	No model
	     
	At the contract’s award stage

	*
	a legible copy of the notice of appointment of the person(s) authorised to represent the tenderer in dealings with third parties and in legal proceedings, if it is not included in the abovementioned document (to be provided)
	No model
	     
	At the contract’s award stage

	b) economic and financial capacity

	*
	A statement of annual turnover for each of the past two financial years for which accounts have been closed (2015 and 2016); copies of the profit and loss accounts and audited balance sheets for the last two years for which accounts have been closed. 
	No model
	     
	At the contract’s award stage

	
	Proof of the publication of the financial statements where such a publication is required by national rules (to be provided)
	No model
	     
	At the contract’s award stage

	*
	Proof of professional risk indemnity insurance of at least EUR 200 000.
	No model
	     
	At the contract’s award stage

	c) technical and professional capacity

	*
	Short description of three similar projects for different clients in the last three years (name of the client, date and duration of the project, subject matter of the actuarial calculations, fees for the project). The average annual value of the three projects shall be at least EUR 100 000 per project.
	Form 6
	     
	With the tender

	Documents relating to the technical award criteria 

	*
	Technical note describing the experience and qualifications of the persons assigned to perform the tasks and the appropriateness and exhaustiveness of the methodological approach (10 pages maximum, size character: 11; line spacing single)

	No model
	     
	With the tender

	*
	CVs of at least 4 team members (one senior actuary consultant, two actuary consultants and one IT expert). The CVs must evidence that the minimum requirements for the profiles (see Part B, section 3) are fulfilled.
	No model
	     
	With the tender

	Documents relating to the financial award criteria

	*
	Financial offer (to be completed)
	Form 7
	     
	With the tender


[bookmark: _Toc337648001]
Form 1: Financial identification form
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VENDOR – THIRD PARTY
To be returned to the European Court of Auditors
Secretariat General – Budget and Accounting Unit
12 rue Alcide de Gasperi
L-1615 LUXEMBOURG




	Name  
	[bookmark: Text10]     

	Type of company
	     

	VAT number	
	     

	Address	
	Street      
	Number      

	
	Postal Code      
	PO Box      

	
	City           
	Country       

	ACCOUNT DETAILS:

	[bookmark: Text2]Registered in the name of[footnoteRef:2]				 : [2: 1	the same name as the one on which the bank account is registered if different to the firm's name
2	the same address as the one on which the bank account is registered if different to the firm's address] 

	     

	Street - Number2				 
	[bookmark: Text3]     

	Postal Code - City - Country2			 :
	[bookmark: Text4]     

	IBAN	account number		
	     

	Bank name			
	[bookmark: Text5]     

	BIC code
	     

	Postal code - City - Country			
	     



I hereby enclose a copy of the bank account identification issued by the bank or a copy of a bank statement.

	Reserved for the Accounting Department: 	
Date: 	
Signature : 	
Registration N° : 	


I undertake to communicate in writing to the accounting department any future change in the aforementioned details.



Date	 
Signature
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[bookmark: _Toc337648002]Form 2: Form for identification of the tenderer
 (to be completed)
acting in the capacity of:

|_| member of consortium (specify role      ……………………………).  Please, provide as many forms as there are economic operators in the consortium.

|_| 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. 
	


     



	Contact person
	Answer

	Name in full and title
	
     

	Function
	
     

	Company name
	
     

	Address in full
	
     

	Telephone number
	
     

	Fax number
	
     

	E-mail address
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[bookmark: _Toc319907816][bookmark: _Toc337648003]Form 3:	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 Court of Auditors 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 Court of Auditors 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 Court of Auditors 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 Agreements 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 Court of Auditors 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 Court of Auditors, 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 Court of Auditors express approval. 
This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Court of Auditors 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 Court’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 Court of Auditors 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 Court of Auditors 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 Court of Auditors 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 Agreements 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 Court of Auditors 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 Court of Auditors, 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 Court of Auditors express approval. 
This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Court of Auditors 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 Court’s consent. 
Signed in ……….. on ……….. ……… 
Name	     						Name 	     
Function      						Function      
Company      						Company      

Name 	     						Name 	     
Function      						Function      
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Company      						Company     



[bookmark: _Toc319907819][bookmark: _Toc337648005]Form 4: Questionnaire for subcontracting

This questionnaire only has to be completed if your tender involves subcontracting and must be signed by a legal representative(s) of the tenderer and of the subcontractor. Please, provide as many questionnaires as there are subcontractors. 

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

Name of the subcontractor:
     …….….……………………………….………………………………………..
Official legal form: 
     …….….……………………………….………………………………………..…….….…………
Statutory registration number:
     …….….……………………………….………………………………………..
Official address in full: 
     …….….……………………………….………………………………………..
Contact person: 
     …….….……………………………….………………………………………..
Telephone number: 
     …….….……………………………….………………………………………..
Reasons for subcontracting:
     …….….……………………………….………………………………………..
Services to be subcontracted:
     …….….……………………………….………………………………………..
The volume or the proportion of the subcontracting:
     …….….……………………………….………………………………………..

Letter of intent (to be signed by the tenderer)
I intend to have recourse to the above- mentioned subcontractor on the referenced project for the scope of work indicated upon award of the Contract to my company.
Full name		Signature of the tenderer			Date
     
Letter of intent (to be signed by the subcontractor)
I intend to work on the above-named project and perform the indicated scope of work, upon award of the Contract to the tenderer indicated above.
Full name		Signature of the subcontractor		Date
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Form 5: Declaration of honour

[bookmark: _Toc337648004]Declaration on honour on
exclusion criteria and selection criteria
The undersigned [insert name of the signatory of this form], representing:
	(only for natural persons) himself or herself
	(only for legal persons) the following legal person: 
     

	Full name: 
     
ID or passport number: 
     
(‘the person’)
	Full official name:      
Official legal form:       
Statutory registration number:      
Full official address:      
VAT registration number:      

(‘the person’)


I – Situation of exclusion concerning the person
	·  declares that the above-mentioned person is in one of the following situations:
	YES
	NO

	a) it is bankrupt, subject to insolvency or winding up procedures, its assets are being administered by a liquidator or by a court, it is in an arrangement with creditors, its business activities are suspended or it is in any analogous situation arising from a similar procedure provided for under national legislation or regulations;
	|_|
	|_|

	b) it has been established by a final judgement or a final administrative decision that the person is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;
	[bookmark: Check1]|_|
	|_|

	c) it has been established by a final judgement or a final administrative decision that the person is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the person belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibity where such conduct denotes wrongful intent or gross negligence, including, in particular, any of the following:
	

	[bookmark: _DV_C368](i) fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;
	|_|
	|_|

	[bookmark: _DV_C369](ii) entering into agreement with other persons with the aim of distorting competition;
	|_|
	|_|

	[bookmark: _DV_C371](iii) violating intellectual property rights;
	|_|
	|_|

	[bookmark: _DV_C372](iv) attempting to influence the decision-making process of the contracting authority during the award procedure;
	|_|
	|_|

	[bookmark: _DV_C373](v) attempting to obtain confidential information that may confer upon it undue advantages in the award procedure; 
	|_|
	|_|

	d) it has been established by a final judgement that the person is guilty of the following:

	

	[bookmark: _DV_C378](i) fraud, within the meaning of Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;
	|_|
	|_|

	[bookmark: _DV_C379][bookmark: _DV_C381][bookmark: _DV_C383](ii) corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of EU Member States, drawn up by the Council Act of 26 May 1997, and in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the legal provisions of the country where the contracting authority is located, the country in which the person is established or the country of the performance of the contract;
	|_|
	|_|

	[bookmark: _DV_C384][bookmark: _DV_M250][bookmark: _DV_C385][bookmark: _DV_C387](iii) participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA;
	|_|
	|_|

	[bookmark: _DV_M251][bookmark: _DV_C391][bookmark: _DV_M252][bookmark: _DV_C392][bookmark: _DV_C394](iv) money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council;
	|_|
	|_|

	[bookmark: _DV_C395][bookmark: _DV_M253][bookmark: _DV_C397][bookmark: _DV_C399](v) terrorist-related offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 4 of that Decision;
	|_|
	|_|

	[bookmark: _DV_C400][bookmark: _DV_M254][bookmark: _DV_C402][bookmark: _DV_C404](vi) child labour or other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;
	|_|
	|_|

	e) the person has shown significant deficiencies in complying with the main obligations in the performance of a contract financed by the Union’s budget, which has led to its early termination or to the application of liquidated damages or other contractual penalties, or which has been discovered following checks, audits or investigations by an Authorising Officer, OLAF or the Court of Auditors; 
	|_|
	|_|

	f) [bookmark: _DV_C410]it has been established by a final judgment or final administrative decision that the person has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95;
	|_|
	|_|

	g) for the situations of grave professional misconduct, fraud, corruption, other criminal offences, significant deficiencies in the performance of the contract or irregularity, the applicant is subject to:
i. facts established in the context of audits or investigations carried out by the Court of Auditors, OLAF or internal audit, or any other check, audit or control performed under the responsibility of an authorising officer of an EU institution, of a European office or of an EU agency or body;
ii. non-final administrative decisions which may include disciplinary measures taken by the competent supervisory body responsible for the verification of the application of standards of professional ethics;
iii. decisions of the ECB, the EIB, the European Investment Fund or international organisations;
iv. decisions of the Commission relating to the infringement of the Union's competition rules or of a national competent authority relating to the infringement of Union or national competition law; or
v. decisions of exclusion by an authorising officer of an EU institution, of a European office or of an EU agency or body. 
	|_|
	|_|


[bookmark: _DV_C376]II – Situations of exclusion concerning natural persons with power of representation, decision-making or control over the legal person
Not applicable to natural persons, Member States and local authorities
	· declares that a natural person who is a member of the administrative, management or supervisory body of the above-mentioned legal person, or who has powers of representation, decision or control with regard to the above-mentioned legal person (this covers company directors, members of management or supervisory bodies, and cases where one natural person holds a majority of shares) is in one of the following situations: 
	YES
	NO
	N/A

	Situation (c) above (grave professional misconduct)
	|_|
	|_|
	|_|

	Situation (d) above (fraud, corruption or other criminal offence)
	|_|
	|_|
	|_|

	Situation (e) above (significant deficiencies in performance of a contract )
	|_|
	|_|
	|_|

	Situation (f) above (irregularity)
	|_|
	|_|
	|_|


III – Situations of exclusion concerning natural or legal persons assuming unlimited liability for the debts of the legal person
	·  declares that a natural or legal person that assumes unlimited liability for the debts of the above-mentioned legal person is in one of the following situations: 
	YES
	NO
	N/A

	Situation (a) above (bankruptcy)
	|_|
	|_|
	|_|

	Situation (b) above (breach in payment of taxes or social security contributions)
	|_|
	|_|
	|_|


IV – Grounds for rejection from this procedure
	·  declares that the above-mentioned person:
	YES
	NO

	h) has distorted competition by being previously involved in the preparation of procurement documents for this procurement procedure. 
	|_|
	|_|


V – Remedial measures
If the person declares one of the situations of exclusion listed above, it must indicate measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. This may include e.g. technical, organisational and personnel measures to prevent further occurrence, compensation of damage or payment of fines. The relevant documentary evidence which illustrates the remedial measures taken must be provided in annex to this declaration. This does not apply for situations referred in point (d) of this declaration.


VI – Evidence upon request
Upon request and within the time limit set by the contracting authority the person must provide information on the persons that are members of the administrative, management or supervisory body. It must also provide the following evidence concerning the person itself and concerning the natural or legal persons which assume unlimited liability for the debt of the person:
For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial record is required or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of establishment of the person showing that those requirements are satisfied. 
For the situation described in point (a) or (b), production of recent certificates issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the person is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. Where any document described above is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.
The person is not required to submit the evidence if it has already been submitted for another procurement procedure. The documents must have been issued no more than one year before the date of their request by the contracting authority and must still be valid at that date. 
The signatory declares that the person has already provided the documentary evidence for a previous procedure and confirms that there has been no change in its situation: 
	Document
	Full reference to previous procedure

	Insert as many lines as necessary.
	     


VII – Selection criteria 
	· declares that the above-mentioned person complies with the selection criteria applicable to it individually as provided in the tender specifications:
	YES
	NO
	N/A

	(a) It has the legal and regulatory capacity to pursue the professional activity needed for performing the Contract as required in section 7.1 of the tender specifications;
	|_|
	|_|
	|_|

	(b) It fulfills the applicable economic and financial criteria indicated in section 7.2 of the tender specifications;
	|_|
	|_|
	|_|

	(c) It fulfills the applicable technical and professional criteria indicated in section 7.3 of the tender specifications.
	|_|
	|_|
	|_|




	·  if the above-mentioned person is the sole tenderer but uses  subcontracting  or the leader in case of joint tender, declares that:
	YES
	NO
	N/A

	(d) the tenderer, including all members of the group in case of joint tender and including subcontractors if applicable, complies with all the selection criteria for which a consolidated asseessment will be made as provided in the tender specifications.
	|_|
	|_|
	|_|


VII – Evidence for selection
The signatory declares that the above-mentioned person is able to provide the necessary supporting documents listed in the relevant sections of the tender specifications and which are not available electronically upon request and without delay.
The person is not required to submit the evidence if it has already been submitted for another procurement procedure. The documents must have been issued no more than one year before the date of their request by the contracting authority and must still be valid at that date. 
The signatory declares that the person has already provided the documentary evidence for a previous procedure and confirms that there has been no change in its situation: 
	Document
	Full reference to previous procedure

	Insert as many lines as necessary.
	     



The above-mentioned person may be subject to rejection from this procedure and to administrative sanctions (exclusion or financial penalty) if any of the declarations or information provided as a condition for participating in this procedure prove to be false.

Full name	Date	Signature
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Form 6: Project reference form

Please provide three reference forms concerning three similar projects
			

	
Project reference Name and No.:      
Start date (mm/yy):      
Finish date (mm/yy):      
Duration of the project in months:      
Client name:      
Fees for the project:      
Subject matter of the actuarial calculations:      
Short description of the main items of the project:      
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Form 7: Price Schedule
Price schedule
(Return of this completed form is mandatory for tenders)

All prices shall be expressed in euro and are exclusive of VAT

	Tenderer



Business name: 	     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Address of head office:	     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	       . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Telephone:	     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
E-mail:	     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Contact person:	     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	Price



Prices are all-inclusive - covering all the expenditure borne by the Contractor in the performance of the Contract. All costs associated with the completion of the Contract, including overheads such as infrastructure, administration costs, use of software proposed by the Contractor and travel costs should be included in the fixed price in the Financial Offer (no reimbursable variable costs)

	Item
	Total price (€)
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