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Introduction

The European Commission has decided that a self-declaration, according to a European standard,
has to be used for public procurement procedures.

This self-declaration is called the European Single Procurement Document (ESPD) which in the
Netherlands has to be used both above and below the threshold.

This ESPD is used as a self-declaration of the candidate/tenderer in which it declares whether the
exclusion grounds apply or not and if candidate/tenderer meets the suitability requirements and
whether the candidate/tenderer meets the selection criteria. The ESPD is used as preliminary evi-
dence.

SVP wants their candidates/tenderers to use the online ESPD-tool of the European Commission to
ensure the most up to date version is used.

Who shall complete the ESPD-form?

o The candidate’s or the tenderer’s organization;

o In case candidate/tenderer is a consortium: each member of the consortium individually;

o All third parties on whose capacities the candidate or the tenderer relies (recourse):
each third party individually.
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1 Step-by-step instruction for the ESPD in relation to Tenderned:

Legal Notice | Cooldes | Gontact | About |
m European Single Procurement Document (ESPD)

Service to fill out and reuse the ESPD

European Commission > Tools > European Single Procurement Document

G Start I Procedure ? Exclusion @ Selection . Finish

Welcome to the ESPD service

European Single Procurement Document (ESPD) is a self-declaration of the businesses' financial status, abilities and suitability for a public procurement procedure. itis
available in all EU languages and used as a preliminary evidence of fulfilment of the conditions required in public procurement procedures across the EU. Thanks to the
ESPD, the tenderers no longer have to provide full documentary evidence and different forms previously used in the EU procurement, which means a significant
simplification of access to cross-border tendering opportunities. From October 2018 onwards the ESPD shall be provided exclusively in an electronic form.

The European Commission provides a free web service for the buyers,_ bidders and other parties interested in filling in the ESPD electronically. The online form can be
filled in, printed and then sent to the buyer together with the rest of the bid. If the procedure is run electronically, the ESPD can be exported, stored and submitted
electronically. The ESPD provided in a previous public procurement procedure can be reused as long as the information remains correct. Bidders may be excluded from
the procedure or be subject to prosecution if the information in the ESPD is seriously misrepresented, withheld or cannot be complemented with supporting documents.

For more information on ESPD, please click hare
If you are interested in the answers to the most frequently asked gquestions about the ESPD, please have a lock at the FAQ leaflet

Who are you? @

© | 'am contracting entity €
© 1am a contracting authority €

@ | am an sconomic operator €

What would you like to do?

2 & Import ESPD @
2O Mergs two ESPDs @

& O Create response €

Upload document

Please upload an ESPD Regquest or an ESPD Response
Bladeren

‘ ® Previous | © Cancel | @ Next |

a) In the folder "documenten” (Documents), you will find a “.xml-zip-file”. Download the file to your
computer by clicking on the button “download”;

b) When the file has been downloaded you will see programming. Now click on “file save as”, please
add your organization‘s hame to the existing filename and save the file on your computer;

c) Go to the web site https://ec.europa.eu/tools/espd?lang=eng and select a language;

d) Atthe question: "Who are you?": select ”| am an economic operator”;

e) At the question: "What do you want to do?": select "Import ESPD”.
Note: do not select the alternative ”Create response”.

f) Upload the abovementioned “.xml-zip-file” (step 2) into the system by pushing the "browse” (in
Dutch: “bladeren”) button.

g) Select the country in which your organization is based.
h) Click "Next”.

i) Fillin the ESPD.

Please note:

e the instructions below and the instructions in the ESPD itself;
e "open" fields have to be filled in the language: Dutch and/or English.
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2 Part I: Information concerning the procurement procedure and the contracting authority or
contracting entity

Part | is (to be) filled in by SVP.

3 Part Il A: Information concerning the economic operator

Start completing the form starting from Part Il A.

Part II: Information concerning the economic operator

A: Information about the economic operator

Name: | | E-mail: | |
Street and number: | | Telephone: | |
Pozteode: | | Contact person or | |

PErsons:

City:

VAT number, if
Country: | | applicabls:

If no VAT number is | |
Intemet address (web | applicable, please

addresg) (if applicable): indicate another

national identification
number, if required and

applicable

Is the economic operator & Micro, & Small or & Medium-Sized Enterpriss? €& Oves @No

Only in case the procurement is reserved: is the economic operator a sheltered Ues @No
workshop, a 'social business' or will it provide for the performance of the contract in
the context of sheltered employment programmes?

If applicable, iz the economic operater regiztered on an official list of approved Oves ®No
economic operators or dees it have an equivalent certificate {2.g. under a national
(prejqualification system)?

In addition, please complete the missing i ion in Part IV, i A, B, C or D as the case may be OMLY if this is required in the relevant notice or

procurement documents

&) Will the economic cperator be able to provide a certificate with regard to the Oves ®No
payment of social security contributions and taxes or provide information enabling
the confracting authority or contracting entity to cbtaining it directly by accessing a
national database in any Member State that iz available free of charge?

If the relevant documentation is available electronically, please indicate:

Iz the economic operator participating in the procurement procedures together with Crves @No
others?

Where applicable, indication of the lot{s) for which the economic operator wishes
fo tender:
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Please note the question: "Is the economic operator participating in the procurement procedure
together with others?".

If your organization is participating in the procurement procedure together with others or
other organizations as a consortium, you have to tick the box "Yes" and have to answer the sub-
guestions.

Each member of the group/consortium has to fill in and answer the relevant questions, sign and up-
load/submit (via the candidate/tenderer) a separate ESPD form.

Please note: if a candidate/tenderer intends to use a subcontractor see Part Il (C or D).

4 Part Il B: Information about representatives of the economic operator #1

B: Information about representatives of the economic operator #1 %

Where applicable, pleasze indic ate the name(g) and address(ez) of the person(s) empowered to represent the economic cperator for the purposes of this procurement

procedurs:
First name | | Last nams | |
Date of birth | | Place of birth | |
Street and number: | | E-mail: | |
Postecode: | | Telephone: | |
City: | | Paositicn/Acting in the | |
capacity of:
Country: | ﬂ |

If needed, please
provide detailed
information on the
representation (its
forms, extent,
purpose ...J%

In this part the candidate/tenderer can fill in the name(s) of the empowered representative(s) for the
procurement procedure. In case there is more than one (1) representative please add those via the
"+" -button in the upper right corner: a new field will be added.

Please note: this part concerns the personal details of the legally authorised representative(s), not
the contact person, whom is to be indicated in Part Il A.
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5 Part Il C: Information about reliance on the capacities of other entities

C: Information about reliance on the capacities of other entities

Dioes the economic operator rely on the capacities of other entities in order to Oves ®no
meet the selection criteria set out under Part IV and the criteria and rules (if any)
set out under Part v below?

If a candidate/tenderer intends to rely on the financial and/or economic standing and/or technical ca-
pacities and/or professional capacities of other entities ("third party(-ies) ") in order to meet one or
more suitability requirements and/or selection criteria, you have to tick the box “Yes”.

In this case each third party has to fill in, sign and upload/submit (via the candidate/tenderer) a sepa-
rate ESPD form.

Please note: a third party is every other legal entity than the candidate/tenderer, whatever the legal
nature of the link between itself and the other entit(y)(ies) is/are.

6 Part Il D: Information concerning subcontractors on whose capacity the
economic operator does not rely

.
D: Information concerning subcontractors on whose capacity the economic operator
does not rely ¥

(Section to be filled-in only If this information is explicitly required by the contracting authority or contracting entity. )

Does the economic operator intend to subcontract any share of the contract - Yes N
to third parties?

If the contracting authority or contracting entity explicitly requests this information in addition to the information under Part I, please provide the information required
- under Sections A and B of this Part and Part Ill for each of the (categories of) subcontractors concerned.

@ Previous © Cancel ® Next

In case candidate/tenderer wants to make use of subcontractors during the execution of the contract,
but does not rely on the capacities of the subcontractors in order to meet the set procurement re-
quirements candidate/tenderer can answer the question with “Yes”.

In case candidate/tenderer shall not make use of subcontractors you can fill in “No”.
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7 Part lll A, B and C: Exclusion grounds

A: Grounds relating to criminal convictions;
B: Grounds relating to the payment of taxes or social security contributions;
C. Grounds relating to insolvency, conflicts of interests or professional misconduct.

In this Part the exclusion grounds of SVP are stated.

Candidate/Tenderer has to answer each question. In case candidate/tenderer answers a question
with “Yes” additional fields are opened which candidate/tenderer needs to fill with the requested in-
formation.

8 Part lll D: Purely national exclusion grounds

D: Purely national exclusion grounds

Article 57(4) of Directive 2014/24/EU sets out the following reasons for exclusion

Purely national exclusion grounds -

Chver exxclusion grounds that may be foreseen in the national legislation of the: Your answer? OYes ®@No
contracting autharity's or contracting entity's Member State. Has the economic
operstor breached its obiigations relating to the purely national grounds of Is this information available st no cost to the suthorities from an EU Member State datsbese? O'es
exclusion, which are specified in the relevant nofice or in the procurement ®No

documenis?

In case this question appears it does not have to be answered.

9 Part IV: Selection Criteria a; global indication for all selection criteria

Part IV: Selection criteria

Contracting authorities must indicate which selection criteria will be applied by ‘ticking' the checkbox placed before the relevant criterion.

Do you want to use the selection criteria from A to D? OYes faiNo

a: Global indication for all selection criteria ¥

Concerning the selection criteria the contracting authority declares that @

«| It satisfies all the required selection criteria indicated in the relevant notice or in the procurement documents referred to in the notice

Selection criteria are, in the Netherlands, to be understood as suitability requirements, which are
stated in pre-qualifiaction document. Candidate/tenderer has to declare whether the selection criteria
(suitability requirements) are met. This can be done by ticking the box.
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10 Part V: Reduction of the number of qualified candidates

Part V- Reduction of the number of qualified candidates %

The economic operator should enly provide information where the contracting sutherity or contracting enfity has specified the objective and non discriminatory criteria
or rules to be applied in order to limit the number of candidates that will be invited to tender or to conduct a dialogue. Thiz information, which can be accompanied by
requirements conceming the {types of) cerific ates or forms of documentary evidence, if any, fo be produced, is set out in the relevant notice or in the procurement
documents referred to in the notice. For restricted procedures, competitive procedures with negotiation, competitive dialogue procedures and innowvation partnerships
only:

The economic operator declares that:

It meets the objective and non discriminatory criteria or rules to

be applied in order to limit the number of candidates in the Your answer? UYes ‘®No

following way:

In case certain certificates or other forms of documentary Is this information avasilable st no cost to the authorities from an EU Member Stste dstabase? O'es
evidence are required, please indicate for each whether the ®@No

economic operator has the required documents:

If some of these certificates or forms of documentary evidence are available
electronically, pleass indicate for each:
More information »

Part V "Reduction of the number of qualified candidates” does not have to be answered.

This means the answer as already filled in by the tool can be left at "No".

In case SVP has set criteria in pre-qualification document to be applied in order to limit the number of
candidates to be invited for the tender, candidate is requested to answer the respective questions and

to upload the requested documents.

11 Part VI: Concluding statements

Part VI: Concluding statementsV

The sconomic cperator formally declare that the information stated under Parts |l -\ above is accurate and correct and that it has been set out in full awareness of the
consequences of serious misrepresentation.
The undersigned formally declare to be able, upon request and without delay, to provide the certificates and other forms of documentary evidence referred to, except where:

a) The contracting authority or contracting entity has the possibility of obtaining the supporting decumentation concerned directly by accessing a national database in any
Member State that iz available free of charge (on condition that the economic operator has provided the necessary information (web address, issuing authority or body, precise
reference of the documentation) allowing the contracting authority or contracting entity to do so. Where reguired, this must be accompanied by the relevant consent fo such
ACCESS), OF

b} As of 18 October 2015 at the latest (depending on the national implementation of the second subparagraph of Article 59(5) of Directive 2014/24/EU), the confracting
authority or contracting entity already possesses the documentation concemed.

The undersigned formally consent to [identify the contracting authority or confracting entity as set out in Part |, Section A], gaining access to documents supporting the
information, which has been provided in [identify the Part'Section/Point(s) concerned] of this European Single Procurement Document for the purposes of [identify the
procurement procedure: (summary description, reference of publication in the Official Journal of the European Union, reference number)).

Date, place and, where required or necessary, signature(s):

Date | |

Place | |

Signature

Finally, candidate/tenderer has to fill in the date and place. A signature on the ESPD is not required.

In the Letter of Application, which Candidate has to submit with its Application, Candidate declares

that the truthfully completed ESPD is part of its Application. The signature on the Letter of Application

is to be regarded as the signature on the submitted ESPD.
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13 What's next?

As stated at the start of this manual, the ESPD is used as preliminary evidence that a candi-
date/tenderer fulfills the set requirements. Whether the candidate/tenderer really meets the set re-
quirements will be checked by SVP. SVP shall ask the selected/qualified candidate(s) or the tender-
er that will be awarded the tender to submit documentary evidence prior to the definitive selec-
tion/qualification or awarding, in order to ensure the candidate/tenderer indeed meets the set re-
quirements.

14 Links and further information:

Further information can be found on:

a) EU-directives on public procurement:
http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=0J:L:2014:094:TOC

b) EU-regulation establishing the standard form for the European Single Procurement Document:
http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=0J:JOL 2016 003 R 0004

c) European Comission’s service to fill out and reuse the ESPD:
http://ec.europa.eu/growth/espd

d) PIANOO, the Dutch Public Procurement Expertise Centre
https://www.pianoo.nl/regelgeving/gewijzigde-aanbestedingswet-2012/uniform-europees-
aanbestedingsdocument-uea-0
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