ANNEX 1: Administrative information form


Organisation or individual: 


NAME: .............................................................................................................................................. 
ADRESS: .......................................................................................................................................... 
Address where contract should be sent (if different from above): ........................................................................................................................ 


PERSON AUTHORISED TO SIGN CONTRACT:

 
Name and position: .......................................................................................................................... 

PERSON FOR ROUTINE CONTACT:


Name and position: .......................................................................................................................... 

Address: ……………………………………………………………………………………………
Telephone and fax number: ............................................................................................................ 



 

Signature of Tenderer 

                              


Annex 2: questionnaire for joint bids and subcontracting

This questionnaire should only be completed if your tender involves a joint bid or subcontracting.

Joint bid (refer to part 2, point 3)

1. 
Does your bid involve more than one tenderer?

Yes  ⁪

No  ⁪

Questions 2 - 4 must be answered only if you have answered yes to question 1. 

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

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 (refer to part 2, point 4)

5. 
Does your bid involve subcontracting?


Yes  ⁪

No  ⁪

If the answer is yes, please complete question 6, and the next page per subcontractor. 

6. 
List of sub-Contractors:

  …….….……………………………….…

  …….….……………………………….…

  …….….………………………………….

Reasons, roles, activities and responsibilities of subcontractors.

Please complete this page for each subcontractor (one page per subcontractor): 

Name of the subcontractor:

…….….……………………………….………………………………………..

Official legal form: 

…….….……………………………….………………………………………..

Country of registration: 

…….….……………………………….………………………………………..

Statutory registration number:

…….….……………………………….………………………………………..

(Internet address, if applicable): 

…….….……………………………….………………………………………..

Official address in full: 

…….….……………………………….………………………………………..

…….….……………………………….………………………………………..

Contact person: 

…….….……………………………….………………………………………..

Telephone number: 

…….….……………………………….………………………………………..

Reasons for subcontracting:

…….….……………………………….………………………………………..

Role, activities and responsibilities of the subcontractor:

…….….……………………………….………………………………………..

The volume or the proportion of the subcontracting:

…….….……………………………….………………………………………..

Do you intend to rely on capacities from the subcontractor 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.

…….….……………………………….………………………………………..

Tenderer:


Date:



Signature:
ANNEX 3: Financial offer template

Price per man-day to be part of the Framework Contract

The cost per man-day is unique per category and includes all types of overheads. Different price options will not be accepted and will entail the refusal of the offer. Amounts must be quoted in EURO. Prices must be fixed amounts and be calculated exclusive of all duties and taxes.

	
	PROFILES – extra-muros
	Price per 
man-day in EUR

	1
	Project Manager (PM) – key staff
	

	2
	Senior Analyst (SA) – key staff
	

	3
	User requirements analyst (URA)
	

	4
	Senior Architect (SAR) – key staff
	

	5
	Architect (AR)
	

	6
	User Interface Designer (UID)
	

	7
	Senior Analyst-Programmer (SAP) – key staff
	

	8
	Analyst-Programmer (AP) – key staff
	

	9
	Security Architect – Senior Forensic Expert (SAF)
	

	10
	Security Expert – Confirmed Forensic Expert (SEF)
	

	11
	Programmer (PR)
	

	1
	Technical Writer (TW) 
	

	13
	Test Coordinator (TC) – key staff
	

	14
	Tester (TE) 
	

	15
	Support Coordinator (SC) – key staff
	


	
	PROFILES – intra-muros
	Price per 
man-day in EUR

	1
	Project Manager (PM) – key staff
	

	2
	Senior Analyst (SA) – key staff
	

	3
	User requirements analyst (URA)
	

	4
	Senior Architect (SAR) – key staff
	

	5
	Architect (AR)
	

	6
	User Interface Designer (UID)
	

	7
	Senior Analyst-Programmer (SAP) – key staff
	

	8
	Analyst-Programmer (AP) – key staff
	

	9
	Security Architect – Senior Forensic Expert (SAF)
	

	10
	Security Expert – Confirmed Forensic Expert (SEF)
	

	11
	Programmer (PR)
	

	1
	Technical Writer (TW) 
	

	13
	Test Coordinator (TC) – key staff
	

	14
	Tester (TE) 
	

	15
	Support Coordinator (SC) – key staff
	


Signature of Tenderer
    



Date
    


When receiving a Fixed Price or Quoted Time and Means Order for a specific assignment, the Contractor can freely propose in his specific offer, the total number of man-days per category of staff he deems necessary to fulfil the given specifications, which then has to be submitted to the Commission for approval. When receiving Times and Means order for intra-muros experts, the Contractor must comply with the requirements set by the Commission regarding the man-days per category of staff as required by the Commission.
Annex 4: Legal entity and Financial identification forms 

These forms can be downloaded from 

http://ec.europa.eu/budget/Contracts_grants/info_Contracts/legal_entities/legal_entities_en.cfm (Legal entity form)

http://ec.europa.eu/budget/Contracts_grants/info_Contracts/financial_id/financial_id_en.cfm (financial identification form)

ANNEX 5: Declaration of honour with respect to the Exclusion Criteria and absence of conflict of interest

Declaration of honour with respect to

the Exclusion Criteria and absence of conflict of interest

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

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

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

official name in full (only for legal person):

official legal form (only for legal person):

official address in full:

VAT registration number:

declares that the company or organisation that he/she represents / he/she:

a) is not bankrupt or being wound up, is not having its affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning those matters, and is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b) has not been convicted of an offence concerning professional conduct by a judgment which has the force of res judicata;

c) has not been guilty of grave professional misconduct proven by any means which the Contracting authorities can justify;

d) has fulfilled all its obligations relating to the payment of social security contributions and the payment of taxes in accordance with the legal provisions of the country in which it is established, with those of the country of the Contracting authority and those of the country where the Contract is to be carried out;

e) has not been the subject of a judgement which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union's financial interests;

f) is not a subject of the administrative penalty for being guilty of misrepresentation in supplying the information required by the Contracting authority as a condition of participation in the procurement procedure or failing to supply an information, or being declared to be in serious breach of his obligation under Contract covered by the budget.

In addition, the undersigned declares on their honour:

g)
they have no conflict of interest in connection with the Contract; a conflict of interest could arise in particular as a result of economic interests, political or national affinities, family or emotional ties or any other relevant connection or shared interest;

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

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

j)
they have not granted and will not grant, have not sought and will not seek, have not attempted and will not attempt to obtain, and have not accepted and will not accept any advantage, financial or in kind, to or from any party whatsoever, constituting an illegal practice or involving corruption, either directly or indirectly, as an incentive or reward relating to award of the Contract;

k)
that the information provided to the Commission within the context of this invitation to tender is accurate, sincere and complete;

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

For situations described in (a), (b) and (e), production of a recent extract from the judicial record is required or, failing that, a recent equivalent document issued by a judicial or administrative authority in the country of origin or provenance showing that those requirements are satisfied. Where the Tenderer is a legal person and the national legislation of the country in which the Tenderer is established does not allow the provision of such documents for legal persons, the documents should be provided for natural persons, such as the company directors or any person with powers of representation, decision making or control in relation to the Tenderer.

For the situation described in point (d) above, recent certificates or letters issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the Tenderer is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions.

For any of the situations (a), (b), (d) or (e), where any document described in two paragraphs above is not issued in the country concerned, it may be replaced by a sworn or, failing that, a solemn statement made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.]
By signing this form, the undersigned acknowledges that they have been acquainted with the administrative and financial penalties described under art 133 and 134 b of the Implementing Rules (Commission Regulation 2342/2002 of 23/12/02), which may be applied if any of the declarations or information provided prove to be false.

Full name
Date
Signature

ANNEX 6: Financial Capacity Form (in separate excel table)

Explanation – please read carefully before completing the financial capacity form (in a separate excel table)

How to complete Annex 6

Simplified balance sheet and profit and loss account

Annex 6 has to be completed by all private tenderers (and their partners in case of a consortium).
Tenderers considered as public bodies or international organisations must not complete this form. Private tenderers must indicate if they are profit making or non profit making companies/organisations.

The purpose of this form is to collect financial data based on your company’s/organisation's balance sheets. Please find below a correspondence table giving an explanation on the regrouping of different accounts with respect to the 4th Accounting Directive.

You should carefully complete this form. Given its complexity, we advise you to have the form completed by a professional accountant or an auditor.  The data reported will be used to evaluate the financial viability of the company/organisation. Therefore it is very important that data reported are accurate. The Commission may wish to cross check the data with those reported in the official certified accounts. 

The amounts have to be filled in euros (for financial statements established in other currencies please refer to EC InforEuro exchange rates available on http://ec.europa.eu/budget/inforeuro/index.cfm?fuseaction=home&SearchField=&Period=2003-9&Delim=,&Language=en according to the closing date of the statement)

Abbreviation  t-1and t0

The abbreviation t0 represents the last certified historical balance sheet and profit and loss account; t-1 is the balance sheet prior to the last certified one. Consequently, the closing date t0 is the closing date of the last certified historical balance sheet; the closing date t-1 is the closing date of the balance sheet prior to the last one. Duration t0 is the number of months covered by the last historical balance sheet. Duration t-1 is the number of months covered by the previous certified historical balance sheet.

Results

The data submitted will be used to calculate the following rations:

1) 
Quick Ratio = Current assets-Stocks-Debtors>1year / Short term debt (bank and non bank)


indicates if the tenderer could face his short terms obligations

2)
GOP Ratio= Interest / GOP


compares the interest paid with the gross operation profit (Autonomy)

3)
Profitability (1) = GOP / Turnover


measures the risk of the company in its business cycle (proportion of the economic surplus generated by the business activity)

4)
Profitability (2) = NOP (i.e. GOP - depreciation) / Turnover


measures the risk of the company in its business cycle (after depreciation)

5)
Solvency = Total debt / Equity


shows the proportion of external financing of the company (independance of the tenderer from external financing)

** Activity ratio : Contract amount by year / turnover

determines the importance of the market for the tenderer and its ability to manage the complementary volume of activity
The financial data will be used to assess the applicant's liquidity, solvency, financial profitability, and the ability to meet obligations and manage the complementary volume of activity. 
Financial capacity assessment must guarantee a selection of tenderers with sound and sufficient financial resources allowing them to run their activities over the period of implementation of the Contract. In cases where the financial performance of the applicant is not stable, the Commission may seek to safeguard the interest of the European Union by asking for a guarantee from a bank or financial institution equal to the amount of the pre-financing payment.
	BALANCE SHEET
	
	CORRESPONDANCE 4th ACCOUNTING DIRECTIVE

	ASSETS
	
	ASSETS / 4th ACCOUNTING DIRECTIVE (Article 9)

	1. Subscribed capital unpaid
	
	A. Subscribed capital unpaid
	A. Subscribed capital unpaid (including called capital)

	2. Fixed assets
	
	C. Fixed Assets
	

	2.1. Intangible fixed assets
	
	B. Formation expenses as defined

by national law

C. I. Intangible fixed assets


	B. Formation expenses as defined by national law

C.I.1. Cost of research and development

C.I.2.Concessions, patents, licences, trade marks and similar rights and assets, if they were: (a) acquired for valuable consideration and need not be shown under C (I) (3); or (b) created by the undertaking itself

C.I.3. Goodwill, to the extent that it was acquired for valuable consideration

C.I.4. Payments on account

	2.2. Tangible fixed assets
	
	C.II.Tangible fixed assets
	C.II.1. Land and buildings

C.II.2. Plant and machinery

C.II.3. Other fixtures and fittings, tools and equipment

C.II.4. Payment on account and tangible assets in course of construction

	2.3. Financial assets
	
	C.III.Financial assets
	C.III.1.Shares in affiliated undertakings

C.III.2. Loans to affiliated undertakings

C.III.3. Participating interests

C.III.4.Loans to undertakings with which the compagy is linked by virtue of participating interest

C.III.5.Investments held as fixed assets

C.III. 6. Other loans

C.III.7. Own shares (with an indication of their nominal value or, in the absence of a nominal value, their accounting par value)

	3. Current assets
	
	D. Currents assets
	

	3.1. Stocks
	
	D.I.Stocks
	D.I.1. Raw materials and consumables

D.I.2. Work in progress

D.I.3. Finished products and goods for resale

D.I.4 Payment on account

	3.2.1. Debtors due after one

Year
	
	D.II. Debtors, due and payable

after more than one year


	D.II.1. Trade debtors

D.II.2. Amounts owed by affiliated undertakings

D.II.3. Amounts owed by undertakings with which the compagny is linked by virtue of participating interest

D.II.4. Others debtors

D.II.6. Prepayments and accrued income

	3.2.2. Debtors due within one

year


	
	D.II. Debtors due and payable

within a year


	D.II.1. Trade debtors

D.II.2. Amounts owed by affiliated undertakings

D.II.3. Amounts owed by undertakings with which the compagny is linked by virtue of participating interest

D.II.4. Others debtors

D.II.6. Prepayments and accrued income

	3.3. Cash at bank and in hand
	
	D.IV. Cash at bank and in hand
	D.IV. Cash at bank and in hand

	3.4. Other current assets
	
	D.III Investments
	D.III.1. Shares in affiliated undertakings

D.III.2.Own shares (with an indication of their nominal value or, in the absence of a nominal value, their accounting par

value)

D.III.3. Other investments

	Total assets
	
	Total assets
	


	LIABILITIES
	
	LIABILITIES / 4th ACCOUNTING DIRECTIVE (Article 9)

	4. Capital and reserves
	
	A. Capital and reserves
	

	4.1. Subscribed capital
	
	A.I. Subscribed capital

A.II. Share premium account
	A.I. Subscribed capital

A.II. Share premium account

	4.2. Reserves
	
	A.III. Revaluation reserve

A.IV. Reserves
	A.III. Revaluation reserve

A.IV.1. Legal reserve, in so far as national law requires such a reserve

A.IV.2. Reserve for own shares

A.IV.3. Reserves provided for by the articles of association

A.IV.4. Other reserves

	4.3. Profit and loss brought forward from

the previous years
	
	A.V Profit and loss brought

forward from the previous years
	A.V Profit and loss brought forward from the previous years



	4.4. Profit and loss for the

Financial year
	
	A.VI. Profit or loss for the

financial year
	A.VI. Profit or loss for the financial year

	5. Creditors
	
	C. Creditors
	

	5.1.1 Long term non-bank

debt


	
	B. Provisions for liabilities and

charges ( > one year)

C. Creditors ( > one year)
	B.1. Provisions for pensions and similar obligations

B.2. Provisions for taxation

B.3. Other provisions

C.1. Debenture loans, showing convertible loans separately

C.3. Payments received on account of orders in so far as they are not shown separately as deductions from stocks

C.4. Trade creditors

C.6. Amounts owed to affiliated undertakings

C.7. Amounts owed to undertakings with which the company is linked by virtue of participating interests

C.8. Other creditors including tax and social security

C.9. Accruals and deferred income

	5.2.1. Long term bank debt 
	
	C. Creditors "credit institutions" (> one year)
	C.2. Amounts owed to credit institutions

C.5. Bills of exchange payable

	5.1.2. Short term non-bank

debt
	
	B. Provisions for liabilities and

charges (= one year)

C. Creditors (= one year)


	B.1. Provisions for pensions and similar obligations

B.2. Provisions for taxation

B.3. Other provisions

C.1. Debenture loans, showing convertible loans separately

C.3. Payments received on account of orders in so far as they are not shown separately as deductions from stocks

C.4. Trade creditors

C.6. Amounts owed to affiliated undertakings

C.7. Amounts owed to undertakings with which the company is linked by virtue of participating interests

C.8. Other creditors including tax and social security

C.9. Accruals and deferred income

	5.2.2. Short term bank debt 


	
	C. Creditors "credit institutions"

(= one year)
	C.2. Amounts owed to credit institutions

C.5. Bills of exchange payable

	Total liabilities
	
	Total liabilities
	


	
	
	
	

	PROFIT AND LOSS ACCOUNT
	
	PROFIT AND LOSS ACCOUNT / 4TH ACCOUNTING DIRECTIVE (Article 23)

	6. Turnover
	
	1. Net turnover
	1. Net turnover



	7. Variation in stocks
	
	2. Variation in stock of finished

goods and in work in progress
	2. Variation in stocks of finished goods and in work in progress



	8. Other operating income
	
	3. Work performed by the

undertaking for its own purposes

and capitalized. 

4. Other operating income
	3. Work performed by the undertaking for its own purposes and capitalized

4. Other operating income



	9. Costs of material and

consumables


	
	5. (a) Raw materials and

consumables

5. (b) Other external charges
	5. (a) Raw materials and consumables

5. (b) Other external charges



	10. Other operating charges
	
	8. Other operating charges
	8. Other operating charges



	11. Staff costs
	
	6. Staff costs
	6. (a) Wages and salaries

6. (b) social security costs, with a separate indication of those relating to pensions

	12. Gross operating profit
	
	Gross operating profit .
	

	13. Depreciation and value

adjustments on non financial

assets
	
	7. Depreciation and value

adjustments on non financial

assets
	7. (a) Value adjustments in respect of formation expenses and of tangible and intangible fixed assets

7. (b) Value adjustments in respect of current assets, to the extent that they exceed the amount of value adjustments which are normal in the undertaking concerned

	14. Net operating profit
	
	Gross operating profit - Depreciation and value adjustments on non-financial assets

	15. Financial income and value

adjustments on financial assets


	
	Financial income and value

adjustments on financial assets


	9. Income from participating interests

10. Income from other investments and loans forming part of the fixed assets

11. Other interest receivable and similar income

12. Value adjustments in respect of financial assets and of investments held as current assets

	16. Interest paid 
	
	Interest paid
	13. Interest payable and similar charges

	17. Similar charges
	
	Similar Charges
	

	18. Profit or loss on

Ordinary activities
	
	Profit or loss on ordinary

activities
	15. Profit or loss on ordinary activities after taxation



	19. Extraordinary income and

Charges
	
	Extraordinary income and

charges
	16. Extraordinary income

17. Extraordinary charges

	20. Taxes on profits
	
	Taxes
	14. Tax on profit or loss on ordinary activities

19. Tax on extraordinary profit or loss

20. Other taxes not shown under the above items

	21. Profit or loss for the

Financial year
	
	Profit or loss for the financial

year
	21. Profit or loss for the financial year




�	To be used depending on the national legislation of the country in which the candidate or tenderer is established and where considered necessary by the Contracting authority (see art. 134(4) of the Implementing Rules).





