

Annex XII: Checklist for a complete tender


1. Administrative part
a. Presentation of the tenderer 
b. Declaration on the tenderer's honour concerning the exclusion and the selection criteria (Annex III)
c. Financial identification form - supplier (Annex IV)
d. (If applicable) Information sheet concerning groups of economic operators (Annex V)
e. (If applicable) Declaration concerning subcontractors (Annex VI)
f. Financial data sheet (Annex VII)
g. All evidence required under point 14 of the specifications (exclusion criteria)
h. All evidence required under point 15.1 of the specifications (legal and regulatory capacity)
i. All evidence required under point 15.2 of the specifications (financial and economic capacity)
j. All evidence required under point 15.3 of the specifications (technical and professional capacity) 
k. Declaration on the tenderer’s honour concerning the restrictive measures established by Council Decision 2014/512/CFSP and Council Regulation 833/2014 (Annex IX)
2. Technical part
a. All documents listed under point 16 of the specifications (award criteria):
• Detailed description of the proposed approach to reach the objectives of the contract, along with a detailed description of the services envisaged
• Identification of potential problems in the performance of the contract and proposed solutions
• Description of the proposed team structure and its organisation
• Description of the selection/recruitment procedures
• Assessment and development model of staff skills (individual and team), including a training plan for all service staff with description of the content;
•Description of measures put in place to motivate staff, ensure work satisfaction and limit the turnover rate of personnel
• Description of the approach for day-to-day management and communication with EP/EC
• Example of a detailed monthly personnel planning
• Example of a daily time sheet
• Description of the workforce management and backup system, including for short-term replacements
• Example of a detailed monthly technical report
b. All evidence required under point 11 of the specifications (description of the policy for promoting equal opportunities in the company) 

3. Financial part
a. Price list, filled in and signed (Annex I)
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