Tender submission form FL/GENAFF19

	(Call for tenders – FL/GENAFF19
Tender submission form

	


Submitted by [Name of tenderer:     ]
In order to facilitate the submission of tenders and the evaluation, and to minimise the risk of errors or omissions, tenderers are asked to draw up their tenders using this tender submission form.
This tender submission form must be completed in the editable spaces of all its sections, printed and duly signed wherever required. 
It must be sent by the deadline and according to the other instructions stated in the invitation letter and Specifications which you will find on the eTendering website.

All information updates resulting from questions asked by tenderers will be published on the same website.
Please number all the pages of your tender and fill in the corresponding page number of each chapter in the attached index of each file.
Registration form 
Tenderers must register their intention to tender for this call for tenders by completing the Registration Form on the call for tenders portal.
Please print and sign this page and attach it as cover page to your tender!
Tenderers must ensure that all the data required for the tenderer’s identification and that the information about the lots applied for are filled in - Once the electronic application form has been filled in, the tenderer must validate it. The tender submission form must be then printed, dated, signed and attached to the tender as the cover page of the first file (Part A). (NB: please note that the layout of the printed form may be different from that of the electronic form).
PART A
Part A must be submitted in a separate file assembled in a coherent fashion with continuous page numbering and with an index.
INDEX

Cover page: 
Tender's registration form (as printed out from the call for tenders portal after having filled in the data) 
1.
ADMINIstrative details of tenderer and exclusion criteria
	No
	Documents
	Page no.

	1.1
	Name and legal address of tenderer
	     

	1.2
	Legal status of tenderer (+ VAT register)
	     

	1.3
	Type of tender (+signed power of attorney in the case of joint tenders or subcontracting declaration in the case of subcontractors)
	     

	1.4
	Tenderer's legal identity (filled in form + evidence)
	     

	1.5
	Tenderer's financial identification (filled in form + evidence)
	     

	1.6
	Declaration on honour with respect to the exclusion criteria and absence of conflict of interest 
	     

	1.7
	Recent extract from the judicial record for the tenderer as a natural person OR for the tenderer as legal person and its company directors
	     

	1.8
	Recent certificate issued by the competent authorities regarding the payment of social security contributions by the tenderer
	     

	1.9
	Recent certificate issued by the competent authorities regarding the payment of taxes by the tenderer 

	     


2.
EVIDENCE REQUIRED FOR THE SELECTION CRITERIA 


(PARAGRAPH 3.2 of the specifications)

	No
	Documents
	Page no.

	2.1
	Establishment, status and legal form of tenderer (+evidence)
	     

	2.2
	Legal representation of tenderer (+evidence)
	     

	2.3
	Economic and financial standing of tenderer (+evidence)
	     

	2.4
	Technical capacity of tenderer (filled in form)
	     


3.
TECHNICAL AND FINANCIAL OFFER 


(PARAGRAPH 3.3 of the specifications)

	No
	Documents
	Page no.

	3.1
	Technical offer 
	     

	
	3.1.1 Language resources (filled in form)
	     

	
	3.1.2 Working methods and quality control questionnaire
	     

	3.2
	Financial offer (filled in and signed form)
	     


1.
Administrative details of tenderer and exclusion criteria

Concerns all legal and financial information needed to process the tender and to award a contract.

1.1
Name and legal address of tenderer 
      
1.2
Legal status of tenderer

Please check one of the boxes below, as appropriate

	Private company
	 FORMCHECKBOX 
.

	Public entity
	 FORMCHECKBOX 
.

	Natural person/self-employed
	 FORMCHECKBOX 
.


Tenderers who have checked ‘natural person/self-employed’ and have not indicated their VAT number in the legal identity form under paragraph 1.4 should use the following editable space to state:
a) the reasons for which they are not liable to VAT for the provision of the services covered by this contract: 

     
b) the applicable provisions of their country of establishment according to which they are not liable:
     
c) that they are in compliance with the relevant national provisions applicable in their country of establishment as regards tax and social security contributions relating to their professional activity in the field of this invitation to tender.

      
1.3
Type of tender
 FORMCHECKBOX 
 The tender is submitted by a single tenderer
Tenderers who have checked this box, please go to paragraph 1.4.
 FORMCHECKBOX 
 The tenderer intends to subcontract activities if a contract is awarded
Tenderers who have checked this box, please state: 

	Name(s) of subcontractor(s) 
	     

	Lot(s) for which they will be providing their services 
	     

	Reasons why subcontracting is envisaged
	     

	Proportion of work for each subcontractor (by lot/language combination)
	     


Each of the entities listed above must fill in and sign the letter of intent on page 7 (see also paragraph 1.8.2 of the Specifications). All letters of intent must be attached to the tender after this page.
 FORMCHECKBOX 
 The tender is a joint tender submitted by a group of tenderers

Tenderers who have checked this box, please state: 

	Name of main tenderer
	     

	Names of the other entities participating in the joint tender
	1)      

	
	2)      

	
	…)      


Please add the names of all members of the group. Each of the entities listed above must fill in and sign the power of attorney on page 8 giving mandate to the main tenderer to represent the group for the purposes of this contract (see also paragraph 1.8.1 of the Specifications). All powers of attorney must be attached to the tender after this page.

This part needs only to be filled in and attached to the tender by tenderers intending to use subcontractors. If you do not intend to subcontract, please go directly to paragraph 1.4.
Letter of intent by subcontractor
	The undersigned:      

	Legal representative of (name of the company/organisation):      

	Address:     


Hereby declares his intent to collaborate in the tasks subject to the aforementioned invitation to tender, in accordance with the terms of the tender to which this form is annexed, if the contract is awarded to       (name of the tenderer)

and
Hereby declares that he has read and accepts all conditions of these specifications and of the draft framework contract enclosed to this invitation to tender.
Full name:
     
Date:
     
Signature:
This part needs only to be filled in and attached to the tender by entities participating in a joint offer. Tenderers who are not submitting a joint offer, please go to paragraph 1.4
AGREEMENT/POWER OF ATTORNEY DESIGNATING ONE OF THE ENTITIES OF THE GROUP AS LEADER AND GIVING THAT ENTITY A MANDATE

We the undersigned:

	Signatory 1 (Name, function, organisation, registered address, VAT number)      

	Signatory 2 (Name, function, organisation, registered address, VAT number)      

	Signatory N (Name, function, organisation, registered address, VAT number)      


Each having the legal capacity required to act on behalf of his organisation, 

HEREBY AGREE AS FOLLOWS:

(1) If the Translation Centre awards the contract described in the above mentioned invitation to tender FL/GENAFF19 (‘the contract’) to entity 1      ,  entity 2         and company N (‘the group members’), based on the joint offer submitted by them on        for translation services regarding texts in the general affairs field relating to the work of the various bodies and institutions of the European Union’ (‘the service’), as co-signatories of the contract all the group members:

(a)
shall be jointly and severally liable to the contracting authorities for performance of the contract;

(b)
shall comply with the terms and conditions of the contract and ensure proper execution of their share of the services.

(2) To this end, the group members designate       as group leader. [N.B.: the group leader must be one of the group members.]

(3) Payments by the contracting authorities relating to services shall be made through the group leader’s bank account.
(4) The group members grant to the group leader all the necessary powers to act on their behalf in connection with the service. This mandate involves the following tasks in particular:

(a) 
the group leader shall sign any contractual documents — including the contract and amendments thereto — and issue any invoices relating to the service on behalf of the group members;

(b) 
the group leader shall act as the sole contact for the contracting authorities in connection with the service to be provided under the contract. He shall coordinate provision of the service by the group members to the contracting authorities and shall ensure proper administration of the contract. 

Any changes to this agreement/power of attorney shall be subject to the Translation Centre’s express approval. 

This agreement/power of attorney shall expire when all the contractual obligations of the group members towards the contracting authorities in connection with the service to be provided under the contract have ceased to exist. The parties may not terminate it before that date without the Translation Centre’s consent.
	Name 
	      

	Function :
	     

	Organisation :
	     

	Date and signature: 
	     


1.4
Tenderer's legal identity 
A duly filled in, signed and dated legal entity form appropriate to the tenderer's legal form ( natural person, private company or public body) must be downloaded from 

https://ec.europa.eu/info/publications/legal-entities_en
and attached hereafter together with the applicable documents proving legal status and VAT as required by the appropriate legal entity form.
The form can be downloaded in another language (all EU language are available) by clicking on "available languages"  below the link of the EN version.
1.5
 Tenderer's financial identification
A duly filled in, signed and dated financial identification form must be downloaded from

https://ec.europa.eu/info/publications/financial-identification_en
and attached hereafter together with a recent bank statement providing the same information given under ‘account name’, ’bank’ and ‘IBAN’.
The form can be downloaded in another language (all EU language are available) by clicking on "available languages"  below the link of the EN version.
1.6
Declaration on honour with respect to the exclusion criteria and selection criteria
This declaration on honour MUST be filled in and signed by all tenderers (and also by all members of a joint offer and all subcontractors)
Declaration on honour on
exclusion criteria and selection criteria

The undersigned      

 FORMTEXT 
     

 FORMTEXT 
      [insert name of the signatory of this form], representing:

	(only for natural persons) himself or herself
	(only for legal persons) the following legal person: 



	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
	(1)  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 EU or national laws 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 applicable law;
	
	

	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:
	

	(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 or an agreement;
	
	

	(ii) entering into agreement with other persons with the aim of distorting competition;
	
	

	(iii) violating intellectual property rights;
	
	

	(iv) attempting to influence the decision-making process of the contracting authority during the award procedure;
	
	

	(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:
	

	(i) fraud, within the meaning of Article 3 of Directive (EU) 2017/1371 and Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;
	
	

	(ii) corruption, as defined in Article 4(2) of Directive (EU) 2017/1371 and Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union, drawn up by the Council Act of 26 May 1997, and conduct referred to in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the applicable law;
	
	

	(iii) conduct related to a criminal organisation, as referred to in Article 2 of Council Framework Decision 2008/841/JHA;
	
	

	(iv) money laundering or terrorist financing, within the meaning of Article 1(3), (4) and (5) of Directive (EU) 2015/849 of the European Parliament and of the Council;
	
	

	(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;
	
	

	(vi) child labour or other offences concerning trafficking in human beings as referred to in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;
	
	

	e) it has shown significant deficiencies in complying with the main obligations in the performance of a contract or an agreement 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 a contracting authority, the European Anti-Fraud Office (OLAF) or the Court of Auditors; 
	
	

	f) 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) it has been established by a final judgment or final administrative decision that the person has created an entity under a different jurisdiction with the intent to circumvent fiscal, social or any other legal obligations in the jurisdiction of its registered office, central administration or principal place of business.
	
	

	h) (only for legal persons) it has been established by a final judgment or final administrative decision that the person has been created with the intent provided for in point (g).
	
	

	i) for the situations referred to in points (c) to (h) above the person is subject to:

i. facts established in the context of audits or investigations carried out by the European Public Prosecutor's Office after its establishment, the Court of Auditors, the European Anti-Fraud Office (OLAF) or the internal auditor, 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.  facts referred to in decisions of entities or persons being entrusted with EU budget implementation tasks;

iv. information transmitted by Member States implementing Union funds;

v. decisions of the Commission relating to the infringement of Union competition law or of a national competent authority relating to the infringement of Union or national competition law; or

vi. decisions of exclusion by an authorising officer of an EU institution, of a European office or of an EU agency or body. 
	
	


II – Situations of exclusion concerning natural or legal persons with power of representation, decision-making or control over the legal person and beneficial owners

Not applicable to natural persons, Member States and local authorities
	(2) The signatory declares that a natural or legal 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 e.g. company directors, members of management or supervisory bodies, and cases where one natural or legal person holds a majority of shares), or a beneficial owner of the person (as referred to in point 6 of article 3 of Directive (EU) No 2015/849) 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)
	
	
	

	Situation (g) above (creation of an entity with the intent to circumvent legal obligations)
	
	
	

	Situation (h) above (person created with the intent to circumvent legal obligations)
	
	
	


III – Situations of exclusion concerning natural or legal persons assuming unlimited liability for the debts of the legal person
	(3)  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
	(4) declares that the above-mentioned person:
	YES
	NO

	Was previously involved in the preparation of the procurement documents used in this award procedure, where this entailed a breach of the principle of equality of treatment including distortion of competition that cannot be remedied otherwise. 
	
	


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 or of any taxes or social security contributions. 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 natural or legal persons that are members of the administrative, management or supervisory body or that have powers of representation, decision or control, including legal and natural persons within the ownership and control structure and beneficial owners. 

It must also provide the following evidence concerning the person itself and the natural or legal persons on whose capacity the person intends to rely, or a subcontractor and concerning the natural or legal persons which assume unlimited liability for the debts of the person:

For situations described in (a), (c), (d), (f), (g) and (h), 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 (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 award procedure of the same contracting authority
. 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 
	(1) 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 3.2.1 of the tender specifications;
	
	
	

	(b) It fulfills the applicable economic and financial criteria indicated in section 3.2.2 of the tender specifications;
	
	
	

	(c) It fulfills the applicable technical and professional criteria indicated in section 3.2.3 and 3.2.4 of the tender specifications.
	
	
	


	(2)  if the above-mentioned person is the sole tenderer 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.
	
	
	


VIII – 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 of the same contracting authority
. 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

1.7
Recent extract from the judicial record for the tenderer as a natural person OR for the tenderer as legal person and its company directors

See paragraph 3.1.1 of the Specifications

‘Recent’ shall mean for the purposes of this point, issued not more than 12 months prior to the date for submission of tenders.

In the case of joint offers by group/consortia of tenderers or of subcontracting, the exclusion criteria will apply both to the group and to each member of the group or both to the tenderer and to each its subcontractors. Each party (including subcontractors) must therefore provide the signed declaration on honour and the related evidence requested.

ONLY IN THE CASE WHERE NO SUCH CERTIFICATE OR DOCUMENT IS ISSUED IN THE COUNTRY CONCERNED, may it be replaced by a recent sworn or solemn statement made by the person concerned before a judicial or administrative authority, a notary or a qualified professional body in the Member State/country concerned.

1.8
Recent certificate issued by the competent authorities regarding the payment of social security contributions by the tenderer

See paragraph 3.1.1 of the Specifications

‘Recent’ shall mean for the purposes of this point, issued not more than 12 months prior to the date for submission of tenders.

In the case of joint offers by group/consortia of tenderers or of subcontracting, the exclusion criteria will apply both to the group and to each member of the group or both to the tenderer and to each its subcontractors. Each party (including subcontractors) must therefore provide the signed declaration on honour and the related evidence requested.

ONLY IN THE CASE WHERE NO SUCH CERTIFICATE OR DOCUMENT IS ISSUED IN THE COUNTRY CONCERNED, may it be replaced by a recent sworn or solemn statement made by the person concerned before a judicial or administrative authority, a notary or a qualified professional body of the Member State/country concerned.

1.9
Recent certificate issued by the competent authorities regarding the payment of taxes by the tenderer
See paragraph 3.1.1 of the Specifications

Recent shall mean for the purposes of this point, issued not more than 12 months prior to the date for submission of tenders.

In the case of joint offers by group/consortia of tenderers or of subcontracting, the exclusion criteria will apply both to the group and to each member of the group or both to the tenderer and to each its subcontractors. Each party (including subcontractors) must therefore provide the signed declaration on honour and the related evidence requested.

ONLY IN THE CASE WHERE NO SUCH CERTIFICATE OR DOCUMENT IS ISSUED IN THE COUNTRY CONCERNED, may it be replaced by a recent sworn or solemn statement made by the person concerned before a judicial or administrative authority, a notary or a qualified professional body of the Member State/country concerned.

2.
EVIDENCE REQUIRED FOR THE SELECTION CRITERIA
Information and evidence to be provided in this section are required to prove the tenderer’s economic, financial and technical standing. 
For the complete requirements, please see paragraph 3.2 of the Specifications
2.1 Establishment, status and legal form of tenderer
Official document (VAT register, trade register, copy of acts of foundation, photocopy of identity card or passport, etc). 
2.2 Legal representation of the tenderer
An official document proving the name and the position of the person(s) empowered to represent the tenderer and entitled to sign the contract. 
2.3 Economic and financial standing of tenderers
To prove their economic and financial standing, tenderers must attach here ONE of the following items. 
Appropriate statement from a bank: a letter issued and signed by a bank attesting the good accountability of the tenderer
OR
Evidence of professional risk indemnity insurance
OR
Financial and economic overview for the last two years for which accounts have been closed
OR
Statement of overall turnover for the last three years and for the type of services covered by this call for tenders
2.4 Technical capacity of tenderers
Concerning the technical capacity, all following technical requirements are mandatory. 

Tenderers checking NO under any of the requirements below will not be selected. 
	Name of tenderer
	     

	Operating system

Microsoft Windows 10

	You must reply YES to the following:

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 





Mandatory

	Other operating systems (if any)
	     

	Text processing software 

Microsoft Word 2016

Microsoft Word 2013


	You must reply YES to at least one of the following:

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 



YES   FORMCHECKBOX 


NO   FORMCHECKBOX 


Mandatory

	Other text processing software (if any)
	     

	Web Browsers

Microsoft Edge or Google Chrome

	You must reply YES to the following:

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

 


Mandatory

	Other  web browsers (if any)
	     

	Email address
	     
Mandatory

	Fax Number
	     


Hardware
	PCs
	Please, specify      

	Server  (if any)
	Please, specify:      

	Network (if any)
	Please, specify:      

	Back up storage media
	Please, specify:      

	Disaster recovery solutions
	Please, specify:      


Software
	Translation memory software

Which translation memory software do you use? Please also give the version number
	     *


	Please indicate the types of file it handles
SDL XLIFF 2017
SDL XLIFF 2015

SDL XLIFF 2014

Other XLIFF

Which one?
	YES  

NO  
YES  

NO  
YES  

NO  
YES  

NO  
     *


	Please indicate the type and/or number of licences
	     

	Please indicated the volume of work (standard pages done using the tools listed)
	     

	Does the software handle TMX format?
	YES   FORMCHECKBOX 


NO   FORMCHECKBOX 


	File compression software 

Which software do you use?
	YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

     

	Other relevant software (like for treating non-standard formats e.g InDesign, etc.) 
	     

	Antivirus program, Firewall solutions
	     


* field to be completed
3.
Technical and financial offer

The technical offer shows the technical quality of the services offered and the financial offer for each lot (language combination) tendered for. 
For the complete requirements please see paragraph 3.3 of the Specifications
3.1 Technical offer

3.1.1
Language resources 
Please list, in each of the categories below, your most important/relevant language sources for this tender, in the relevant language combination. 
Please, provide any supplementary information you consider useful, e.g. the type and size (in number of terms) of proprietary terminology collections, any document corpora you have compiled, etc.
	Name of tenderer
	     
	Lot EN /      


	Monolingual dictionaries 

(Paper/electronic dictionaries) in the source language)
	     

	Monolingual dictionaries 

(Paper/electronic dictionaries) in the target language) 
	     

	Bilingual dictionaries (Paper/electronic dictionaries) source => target language


	     

	Terminology databases and glossaries, document corpora  and internet databases (including internal databases and databases on the internet)
	     

	Other sources (including websites)
	     


3.1.2
 Working methods and quality control questionnaire

In this section describe your working methods and how you handle the workflow from the moment you receive work until you deliver the product. 
Please answer the questions below as concisely as possible, and preferably in English. Your answers to all questions should not exceed 2,000 words (strict maximum).
At the award stage this description will be considered in relation to the proposed team. Tenderers should demonstrate that each assignment under this contract will be performed by the most experienced and qualified members of the proposed team.
Please reply to the questions, please note that only the information provided in the questionnaire will be taken into consideration, quality manuals, etc. will not be considered.
	Name of tenderer
	     
	Lot EN /      


	1) How do you decide whether to accept a translation job or not?

	     

	2) How do you handle peaks in workflow/temporary staff shortages and how do you ensure strict compliance with deadlines and cope with unpredictable circumstances?

	     

	3) Describe your backup methods (back-up frequency, medium and location) and describe the IT security tools used 

	     

	4) Describe your quality assurance method applied to translation work (including revision work) 

	     

	5) How is feedback from clients handled?

	     


3.2 
Financial offer

Tenderers must indicate here their price for the lots tendered for. Please fill in N/A for the lots you are not bidding for. 
 Conditional offers are not permitted. Price offer cannot be crossed out.
	CALL FOR TENDERS: FL/GENAFF19

	TENDERER
	     


	SOURCE LANGUAGE 
	TARGET LANGUAGE
	PRICE
 

IN EURO
	
	
	

	English
	Irish
	     
	
	Name of legal representative
	

	English
	Arabic
	     
	
	
	

	English
	Icelandic
	     
	
	     
	

	English
	Macedonian
	     
	
	
	

	English
	Norwegian
	     
	
	
	

	English
	Russian
	     
	
	     
	

	English
	Serbian
	     
	
	
	

	English
	Turkish
	     
	
	
	

	
	
	
	
	
	

	
	
	
	
	Date
	

	
	
	
	
	     
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Signature and stamp
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PART B
Part B must be submitted in a separate file assembled in a coherent fashion with continuous page numbering and with an index.
INDEX

4.
EVIDENCE REQUIRED FOR professional capacity of the tenderer


(PARAGRAPH 3.2.4 of the specifications)

	No.
	Documents
	Page no.

	4.1
	Detailed organisation chart
	     

	4.2
	Detailed description of the organisation

FOR THE LANGUAGE COMBINATION ‘X’ SUBMITTED

4.3

Professional translation experience of the tenderer -Table
4.3.1

Evidence as regards the professional translation experience of the tenderer    
     
4.4

Linguistic team proposed – Online form
4.4.1

Detailed and signed Curriculum Vitae of the translators proposed     
     
4.4.2

Diplomas of the translators proposed       
     

	     


	
	FOR THE LANGUAGE COMBINATION ‘Y’ SUBMITTED

4.3

Professional translation experience of the tenderer - Table
4.3.1

Evidence as regards the professional translation experience of the tenderer
     
4.4

Linguistic team proposed – Online form
4.4.1

Detailed and signed Curriculum Vitae of the translators proposed     
     
4.4.2

Diplomas of the translators proposed       
     

	

	
	
	



etc for each language combination submitted

4. EVIDENCE REQUIRED FOR Professional capacity of tenderers

Tenderers must show they have the professional competence to enable them to carry out the work which will be provided under this contract in accordance with paragraph 3.2.4 of the Specifications. 

. 
4.1 Detailed organisation chart (except for the natural persons)
For the persons responsible for managing the work, the translators and the other staff members involved in the project.

4.2 Detailed description of the organisation (including members of joint offers or subcontractors, where applicable)
A detailed description stating the tasks carried out by each member.
4.3 Professional translation experience of the tenderer - Table
FOR EACH LOT SUBMITTED BY THE TENDERER

	Name of tenderer
	     
	Lot: EN /      


	
	Client(s)
	Relevant translation experience of the tenderer in the general affairs field


	
	
	Number of pages

	Subject matter

	1
	     
	     
	     

	2
	     
	     
	     

	3
	     
	     
	     

	4
	     
	     
	     

	5
	     
	     
	     

	….
	     
	     
	     


4.3.1 Evidence as regards the professional translation experience of the tenderer
It is in the tenderer’s interest to give as many details as possible in supporting documents with regard to professional experience in translation.

For experience to be taken into account:

- It must be accompanied by some acceptable form of proof, such as reference letters or certificates, all of which must clearly indicate the volume of work done, the task executed, the language combination, the name of the tenderer and the fields concerned in order to be considered valid. 
- Letters of reference and certificates must be issued on the paper with the letterhead of the certifier’s entity. They must be signed and the contact details of the certifier must be clearly indicated in order to be considered valid.
- In this context, self-declarations or evidence not endorsed by a third party cannot and will not be accepted.
- Attention is drawn to the fact that the Translation Centre reserves the right to follow up with the third party on the validity of certificates submitted.
4.4 Linguistic team proposed – Online form
Tenderers must register the translation team proposed for each language combination submitted by completing the form ‘Linguistic team’ on the call for tenders portal.
Please print and enclose it with your tender for each lot submitted 

Tenderers must ensure that all the data required for the qualifications of the translation team proposed (one form for each lot submitted) are provided. Once the ‘Linguistic team’ form has been completed, the tenderer must validate it. The form must be then printed and attached to the tender for each lot submitted. (NB: please note that the layout of the printed form may be different from that of the electronic form).
It is in the tenderer’s interest to give as many details as possible in supporting documents with regard to the qualification of the proposed team.

For qualification to be taken into account, tenderers must provide the following documentation, and in this order, for each lot they tender for:

- the online form ‘Linguistic team’
- the Curriculum Vitae signed and with all contact details, for each translator proposed

- the photocopies of diplomas for each translator proposed
No changes may be made to translation staff listed in the tender without the prior agreement of the Translation Centre. 

4.4.1 Curriculum vitae
	
[image: image1.png]



Curriculum vitae
	

	Personal information
	
	

	Name
      
	Surname      

	Nationality      
	Date of birth      

	Address      

	Telephone number       
	Email address       


	Principal Language
	
	      [ Please state your principal language ]


	languages
	     
	     
	     
	     
	     
	     
	     
	     

	· Reading
	     
	     
	     
	     
	     
	     
	     
	     

	· Writing
	     
	     
	     
	     
	     
	     
	     
	     

	· Speaking
	     
	     
	     
	     
	     
	     
	     
	     


Please use the following indications: elementary – fair – good – very good – excellent
	Education and training   (relevant items only; starting with most recent)


	Period
	Diplomas/Qualifications obtained
	University, Institutes, etc.
	Country

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Translation experience


[Please also calculate the time spent working as a translator (in the case of part-time work, recalculate to give the appropriate full-time amount) and/or the number of pages translated, both in total, and for the current tenderer.]      
Translation currently accounts for 100%, >50% or <50% of my total income     ]
	Technical skills and competencies


[Please mention all relevant skills, in particular, regarding use of tools relevant to translation (CAT, terminology, databases, search tools, data archiving, speech recognition, etc.)      
	I       [name of the translator] hereby declare that I am prepared to accept translation jobs from the tenderer for the tender procedure FL/GENAFF19.
      [date]  and signature ……………………………………


4.4.2 Diplomas
· Any translation staff member who does not have the minimum level of qualifications required will be disregarded for the purpose of this call for tenders.
· In case of doubt as regards their qualifications, tenderers should check the level of their degree with the competent national authorities.

Tenders must be submitted in duplicate, one ORIGINAL and one COPY. The original and the copy of the tender must be placed inside two sealed envelopes. 

The inner envelope, addressed to the section designated in the letter of invitation to tender, should be marked: 
Invitation to tender - Reference Call for Tenders N° FL/GENAFF19 - Not to be opened by the internal mail service

Appel d’Offres – Référence Call for Tenders N° FL/GENAFF19 – À ne pas ouvrir par le service courrier
With on the outer envelope the following address:
Translation Centre for the Bodies of the European Union

Legal Affairs Section

Ref: Call for Tenders N° FL/GENAFF19
Bâtiment Drosbach
12 E, rue Guillaume Kroll

L-1882 Luxembourg Gasperich

� The same institution or agency. 


� The same institution or agency. 


� The price must be expressed in euro (EUR) without VAT with up to two decimal places per standard page (1500 characters without spaces). 


NB: The tender MUST be signed. Unsigned tenders are not valid!


� For experience to be taken into account it must be accompanied by some acceptable form of proof, such as reference letters or certificates, all of which must clearly indicate the volume of work done, the task executed, the language combination, the name of the tenderer and the fields concerned.


�  1 standard page = 1500 characters, without spaces 


� If the name is different from the diploma please provide evidence of the name change (e.g. marriage certificate).
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