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OPEN PROCEDURE No 2025.04
MARKETING AND COMMUNICATION CONSULTANCY SERVICES
ANNEX 1: CHECKLIST – DOCUMENTATION TO BE PROVIDED

The documents and information listed in the tables below MUST  be submitted. 
In each checklist, every box in the column entitled ‘Reference to the documents attached’ must be completed using the number of the relevant document and of the page of the tender on which the required document is to be found, unless otherwise specified.



I.  IDENTIFICATION OF THE TENDERER, JOINT TENDERS AND SUBCONTRACTING 
	
	
	Reference to the documents attached

	
1. 
	‘Legal identity’ identification form (where applicable, for all the members of the grouping) 
(see Annex 1.1 to this document)
	See document No ...
on page...
of the tender submitted

	2. 
	‘Bank account’ identification form (where applicable, for all the members of the grouping) 
(see Annex 8 to the specifications)
	See document No ...
on page...
of the tender submitted

	3. 
	Where applicable: Questionnaire concerning joint tenders (accompanied by Agreement/Power of Attorney) (see Annex 1.2 to this document)
	See document No ...
on page...
of the tender submitted

	4. 
	Where applicable: Questionnaire concerning subcontracting (where applicable, for each of the subcontractors, accompanied by declaration of intent or an existing agreement)
(see Annex 1.3 to this document)
In the case of subcontracting, the tenderer must indicate the name, the contact details, the legal form and the legal status of the subcontracting company/companies. Those parts of the contract that are subcontracted will remain under the contractor’s responsibility.
	See document No ...
on page...
of the tender submitted

	5. 
	Where applicable: Questionnaire for tenderer intending to rely on another entity to meet the minimum levels of economic and financial capacity
(see Annex 1.4 to this document)
	See document No ...
on page...
of the tender submitted



II.  EXCLUSION CRITERIA
	
	
	Reference to the documents attached

	6. 
	Declaration on honour on exclusion criteria and on selection criteria, duly completed and signed (where applicable, for all the members of the grouping)
(see Annex 2 to the specifications)
	See document No ...
on page...
of the tender submitted

	7. 
	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. 
	See document No ...
on page...
of the tender submitted

	8. 
	Recent certificates issued by the competent authorities of the State concerned are required.
Failing that: Documents providing evidence of the payment of all taxes, charges and social security contributions for which the person is liable, including VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. 
	See document No ...
on page...
of the tender submitted



III.  SELECTION CRITERIA

	
	
	Reference to the documents attached

	9. 
	Declaration on honour on exclusion criteria and on selection criteria, duly completed and signed (where applicable, for all the members of the grouping)
(see Annex 2 to the specifications)
	See document No ...
on page...
of the tender submitted



a) Legal and regulatory capacity
	
	
	Reference to the documents attached

	
	
	

	10. 
	Copy of registration in a professional register or a trade register or any other official document mentioning a registration number.
	See document No ...
on page...
of the tender submitted

	11. 
	Copy of legal status or, failing that, an equivalent document recently issued by a competent judicial or administrative authority. 
	See document No ...
on page...
of the tender submitted

	12. 
	For legal persons, a legible copy of the instrument of appointment of the persons authorised to represent the candidate in relations with third parties and in legal action, or a copy of the publication of that instrument of appointment if the legislation applicable to the legal entity concerned requires such a publication; any delegation of this authorisation to another representative not mentioned in the official instrument of appointment must be certified. 
	See document No ...
on page...
of the tender submitted



b) Economic and financial capacity

	
	
	Reference to the documents attached

	13. 
	For lots 1 and 2, Certificate of Insurance (or Proof of Coverage) issued by a licensed insurance provider. The document clearly states the type of insurance (professional liability), the policy holder (name must match the bidder), policy number and coverage limits (30.000 EUR per incident and 100.000 EUR per year). 
	See document No ...
on page...
of the tender submitted

	14. 
	For lot 1 A free document to prove experience in the field of marketing and communication consultancy services for a school or a public entity, and with a high-profile international audience. The free document contains the name of the counterparty, whether it qualifies as school or public entity, the international and high-profile nature  of the audience(s), the start and end dates of the project, the services provided, a project reference and the value.
	See document No ...
on page...
of the tender submitted


c) Technical and professional capacity
	
	
	Reference to the documents attached

	
	nihil
	See document No ...
on page...
of the tender submitted 





IV.  THE TENDER’S CONFORMITY WITH THE MINIMUM TECHNICAL SPECIFICATIONS
	
	
	Reference to the documents attached

	
	nihil
	See document No ...
on page...
of the tender submitted 




V.  AWARD CRITERIA
a) Quality of the tender
	
	

	Reference to the documents attached

	15. 
	Lot 1 – Quality. 5 A4 pages maximum with font text regular Garamond 12. Content = Strategic positioning and target group identification and a Campaign.


	See document No ...
on page...
of the tender submitted 


	16. 
	Lot 2 – Quality.a A product catalogue with a maximum of 20 items. 
	See document No ...
on page...
of the tender submitted 


	17. 
	Lot 2 – Quality.b Documentation demonstrating the proportion of products in their catalogue that are certified as Fair Trade or organic. The documentation fits on one page (A4). The font is regular Garamond 12.
	See document No ...
on page...
of the tender submitted 


	18. 
	Lot 2 – Quality.c A clear description of their ordering process, logistics, and delivery commitments. The description should include the ordering procedure up till delivery, and including information on how customisation requests are handled, and the customer support contact. The documentation fits on one page (A4). The font is regular Garamond 12.
	See document No ...
on page...
of the tender submitted 


	19. 
	Lot 2 – Quality.d Documentation demonstrating their design and branding capabilities such as printing logos, using brand colours, and providing creative input. The documentation fits on one page (A4). The font is regular Garamond 12.
	See document No ...
on page...
of the tender submitted 





b) Price of the tender
	
	
	Reference to the documents attached

	20. 
	Lot 1 and 2 – Price Table to be completed (see Annex 4 of the specifications)]
	See document No ...
on page...
of the tender submitted 




 
	SIGNATURE AND DATE

	I/We hereby certify that the information provided in the tender is accurate and complete on the date indicated below. 
I/We understand that providing false information might lead to the tenderer’s exclusion.
I/We hereby undertake to inform the Contracting Authority  without delay of any point that would change or complete any information contained in the tender submitted in response to this contract notice. 

	Signature:
	_____________________________________________

	Name:
	_____________________________________________

	Date:
	_____________________________________________
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[bookmark: _Toc91079220]Annex 1.1 Tenderer’s identification form
TENDERER’S IDENTIFICATION FORM 

This duly completed form should be submitted by the tenderer and, where applicable, by all the members of a group of tenderers. In the case of grouping, information about the person authorised to sign the contract and the contact person need only be given for the group leader.  
Identification of the tenderer, acting as:
· Single tenderer
· Member of the group: please state whether agent (leader) or principal: 
 
	Identity
	Answer

	Tenderer’s full official designation:
	


	Official legal form: 
	


	Country of registration: 
	


	Address of tenderer’s registered office:
	


	Legal registration number:
	

	VAT registration number: 
	

	Person(s) authorised to sign the contract (surname, first name and function):
Please state whether this person or these persons are authorised to sign alone or together.
	



	Designated contact person(s) for this call for tenders (surname, first name and function, telephone number, fax number, address and email address). 
(In the case of grouping, to be given for the leader only).  
	







[bookmark: _Toc91079221]Annex 1.2 Joint tenders

[bookmark: _Toc279733356]QUESTIONNAIRE CONCERNING JOINT TENDERS
To be completed in the case of a joint tender submitted by a group of tenderers.
1. Please give the name of the lead company of the group of tenderers (leader):  

2. Please give the names of the principals (the other companies) that are participating in the tender jointly and severally: 





NB: These companies must provide the identification form (see above), the declaration on honour on the exclusion criteria and, where applicable, the documents required for evaluation of economic and financial capacity and/or technical capacity.  
3. If a group or a similar entity has already been formed, please give its name and legal status and provide any other information and any other document that is relevant in this context: 



4. Please provide an Agreement/Power of attorney, drawn up in accordance with the power of attorney template appearing below, signed by the legal representatives of all the partners in the tender submitted jointly and severally, which in particular:  
· recognises the joint and several liability of all the partners in the joint tender for the performance of the contract; 
· gives power of attorney to one of the partners in the joint tender (leader) to represent the other parties for the purposes of the signature and administration of the contract.

Agreement/Power of Attorney - Template
(DESIGNATING ONE OF THE COMPANIES AS LEADER AND APPOINTING IT AGENT/AUTHORISED REPRESENTATIVE) 
The undersigned,
– 	Signatory 1 (name, function, company, registered office, VAT number)
– 	Signatory 2 (name, function, company, registered office, VAT number)
– 	…..
–	Signatory No  (name, function, company, registered office, VAT number) 
Each having the legal capacity required to act on behalf of his/her company, 
HAVE AGREED AS FOLLOWS:
1)	As co-signatories to the Contract, all the members of the group:  
· will be jointly and severally liable to the European Schools and the OSGES for performance of the contract;
· will abide by the terms and conditions of the Contract and will ensure that the supplies and/or services are properly provided on their respective parts. 
3)	For this purpose, the member of the group hereby designates the company X as leader.
[NB: The leader must be one of the members of the group).  
4)	The payments made by the European Schools and the OSGES for the services performed will be transferred into the leader’s bank account. 	
[Please give the name and address of the bank, the account number, etc.]
5)	The members of the group hereby grant to the leader all necessary powers to act on their behalf with regard to the services in question. This mandate includes in particular the following tasks: 
· The leader will sign all contractual documents – including the framework contract, the specific contracts and any amendments thereto – and will issue all invoices on behalf of the members of the group. 
· The leader will be the single point of contact of the European Schools and of the OSGES with respect to the associated services to be delivered under the Contract. It will coordinate performance of the services provided by the members of the group for the European Schools and the OSGES and will ensure proper performance of the Contract. 
Any amendment of this agreement/power of attorney will be subject to the express agreement of the European Schools and of the OSGES. 
This agreement/power of attorney will expire when all the contractual obligations of the members of the group to the European Schools and the OSGES related to the services to be delivered under the Contract have ceased to exist. Its termination before that date will be possible only with the agreement of the European Schools and of the OSGES.  


Signed at ………………………………, on ….. …………
	Name
	
	Name
	

	Function
	
	Function
	

	Company
	
	Company
	

	
	
	
	

	Name
	
	Name
	

	Function
	
	Function
	

	Company
	
	Company
	





[bookmark: _Toc91079222]Annex 1.3 Subcontracting
QUESTIONNAIRE CONCERNING SUBCONTRACTING

1. Does your tender provide for the use of subcontractors? 	Yes 		No 
If so, please complete the following points:
2.  The share of the contract that you intend to subcontract:




3. List of subcontractors:




4. Justification for subcontracting and role, activities and responsibilities of subcontractors: 
Please complete the following form for each of the subcontractors, including with it a declaration of intent from the subcontractor or an existing agreement (see Article II.5 of the specifications) 
Justification for subcontracting and role, activities and responsibilities of subcontractors 
Subcontractor’s name:
Official legal form:
Country of registration:
Legal registration number:
Full official address:

Contact person:
Telephone number:
Justification for subcontracting:

Subcontractor’s role, activities and responsibilities:


Volume or proportion of subcontracting:



NB: The subcontracted part of the contract remains under the tenderer’s responsibility.  
The European Schools and the OSGES reserve the right to check the legal situation, the economic and financial capacity and the technical capacity of any subcontractors, either before the contract is signed if the subcontractors are indicated in the tender, or following an application for permission to use the services of subcontractors during the contract period. In the event of failure to submit such documents, use of the services of subcontractors will not be permitted.  




Date, stamp and signature of the tenderer:




Version 2022/07		Tender n°2025.04


1
[bookmark: _Toc91079223]Annex 1.4 Entity on whose capacities is being relied
Commitment letter by an entity on whose capacities is being relied
[Letterhead, if any]
EUROPEAN SCHOOL OF BERGEN
Procurement Ref. 2025.04
Attn: 
[Insert date]
Commitment letter by an entity on whose capacity is being relied
I, the undersigned, 
Name:
Function:
Company:
Registered address:
VAT Number:
having the legal capacity required to act on behalf of the company [insert name of the entity] hereby confirm that our company authorises the [insert name of the tenderer] to rely on its financial and economic capacity in order to meet the minimum levels required for the Call for Tenders 2025.04 Lot [insert lot number].
In the event that the tender of the aforementioned tenderer is successful, [insert name of the entity] commits itself to make available the resources necessary for performance of the contract. It further declares that it is not subject to conflicting interests which may negatively affect the contract performance, and that it accepts the general conditions attached to the Tender Specifications for the above call for tender, in particular the contractual provisions related to checks and audits.
Done at:
Name: 
Position:
Signature:
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