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CHECK LIST OF MANDATORY DOCUMENTS
The checklist must be used to ensure that you have provided all the documentation for this tender and in the correct way. This checklist should be included as part of your application.

Tenders must be submitted using the double e-mail system, two separate e-mails, one bearing the words 'E-mail A - Technical offer' and the other 'E-mail B - Financial offer'

	
	Mandatory documents to be included as part of the tender
	If the document is not included, please provide an explanation for the reason

	1
	The tender submission form (to be submitted by the tenderer using the template provided)
	

	
	Signed declarations referred to in point 4 of the tender submission form from each legal entity
	

	
	Signed statements of exclusivity and availability (Key experts)
	

	
	A completed Financial Identification form of the lead applicant
	

	
	Legal entity file and the supporting documents, duly completed and signed for each legal entity identified under point 1 of the application form, (Subcontractors are only obliged to provide the legal entity file, without supporting documentation)
	

	
	Copy of registration in a relevant national trade register or database for economic operators
	

	
	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.
	

	
	Signed Declaration on honour, duly completed and signed for each legal entity identified under point 1 of the application form, including every consortium member, and capacity-providing entities (if any)
	

	2
	Organisation and methodology (as per Annex III)
	

	
	The name and address of the proposed auditor or audit firm that will be in charge of producing the expenditure verification report(s).
	

	3
	Experts list (as per Annex IV) and CVs
	

	
	The CVs of the key experts. Each CV must be confined to 5 pages and only one CV should be provided for each position identified in the Terms of Reference. Note that the CV's of non- experts must not be submitted.
	

	
	Supporting documents for the key experts proposed
	To be kept by the tenderer and to be provided upon request

	4
	Documentary evidence according to the selection criteria specified in the Tender Dossier

	
	Evidence requested for Economic and Financial Capacity criterion:

Copies of the annual balance sheets and profit and loss accounts for each of the last three years for which accounts have been closed, or, failing that, appropriate statements from banks
	To be kept by the tenderer and to be provided upon request

	
	Evidence requested for Professional Capacity criterion:

A document proving that the tenderer has qualified personnel
	Document to submit upon request from the contracting authority

	
	Evidence requested for Technical Capacity criterion:

Certificates issued or countersigned by the Contracting Authority or entity who ordered the execution of the service
	To be kept by the tenderer and to be provided upon request

	5
	Financial Offer using the template included as Annex V of part B of this tender dossier
	



