ANNEX VI

CHECKLISTS OF DOCUMENTS TO BE SUPPLIED WITH REFERENCE TO THE ELIGIBILITY, EXCLUSION, SELECTION AND AWARD CRITERIA

THESE CHECKLISTS MUST BE COMPLETED AND ENCLOSED WITH THE TENDER

In each checklist, each box of the column headed ‘Reference to enclosed documents’ must be filled in with the number of the relevant document and the page of the tender where the required document can be found, unless otherwise specified.
ELIGIBILITY CRITERIA see point 1 in Part 2 (page 16)
	
	
	Reference to enclosed documents

	1
	Access to this procurement procedure is granted to candidates from states having ratified the Multilateral Agreement on Government Procurement concluded within the World Trade Organisation.
	See document No ...

on page ...

of the tender submitted


EXCLUSION CRITERIA see point 1 un part 2 (page 16)
	
	
	Reference to enclosed documents

	2
	Filled in and signed declaration of honour with respect to the exclusion criteria and absence of conflict of interest (see Annex V)
	See document No ...

on page ...

of the tender submitted


SELECTION CRITERIA see point 2 in part 2 (pages 18 and 19) and chapter 1 in Annex I for each lot
a) Economic and financial capacity

	
	
	Reference to enclosed documents

	3
	Proof of financial and economic capacity can be provided by the following documents:

- Balance sheets and profit and loss accounts of the past three years certified by the Tenderer's authorised representative and

- A statement of the annual turnovers in respect to the services related to the concerned lot for the last three financial years
	See document No ...

on page ...

of the tender submitted 


b) Technical capacity 
For lot 1
	
	
	Reference to enclosed documents

	4
	-
Information on eight relevant projects, each relating to one or more of the four task headings under 1.2 "Editorial, Graphic design, Web, Strategic communication advice", during the last four years prior to the date of issue of this call for tender, indicating the value, the date and the public or private recipient of the services rendered. The complete set of projects must cover all of the above task headings. At least two of the projects should be for a value above €70 000. The Tenderer should provide references from the clients for all 8 projects, specifying whether they have been carried out in a professional manner and have been completed in full. If project work was done in part by subcontractors, Tenderers must clearly indicate their own role and contribution
	See document No ...

on page ...

of the tender submitted

	5
	For web based projects, evidence of considerable experience in the field of web multimedia and content management should be proved. For this, experience with Documentum, XML, XSLT, Coldfusion Markup Language (CFML), Flex and Flash is indispensible. If not proved by the eight projects mentioned under first bullet point, the above mentioned experience has to be proved by additional list of projects and references from the clients
	See document No ...

on page ...

of the tender submitted

	6
	Proof of capacity to draft content in native-level English and French 


	See document No ...

on page ...

of the tender submitted

	7
	Statement of the technical equipment and material available to the Tenderer to deliver the services covered by this invitation to tender 
	See document No ...

on page ...

of the tender submitted


For lot 2

	
	
	Reference to enclosed documents

	8
	-
Tenderers must provide a list of 4 contracts carried out in recent years in the field of exhibitions and stands (of which at least 2 contracts must have been carried out in the exhibition field). They must indicate whether the client was a private or public organisation, the services provided, the value, the date, as well as reference letters showing that they were carried out in a professional manner and that they were completed in full. 
	See document No ...

on page ...

of the tender submitted

	9
	Copies of the CVs of the supervisory staff (including the contract manager) proposed by the Tenderer to perform the work covered by the tender. Given that  the Commission may in exceptional cases require that several stands or exhibitions be assembled in different places on the same day or period, Tenderers should therefore demonstrate their technical ability to deal with any such request. Therefore, as well as having a good knowledge of English,the supervisory staff should demonstrate either: 

· at least 5 years professional experience as a senior manager, or 
· have managed at least 10 projects in the exhibition and stands fields in the past 5 years..

All other members of the team who are in contact with the Commission services must be able to work in English and/or French.
	See document No ...

on page ...

of the tender submitted


For lot 3

	
	
	Reference to enclosed documents

	10
	-
A list of six relevant audiovisual projects in the communication and information sector carried out in the last three years prior to the date of issue of this call for tender, demonstrating a variety of products (clips, VNR, documentaries, cartoons, stock shots, etc.) and dissemination channels (online, offline, TV, events, etc.). The Tenderer must provide the name of the private or public organisation for which the services were performed, as well as the total values, dates and places of performance of the services. Two of them must relate to two different areas of public policy (separately). At least three must have been of a value equal to or greater than EUR 25 000 and must be accompanied by reference letters or certificates of satisfactory execution, specifying whether they have been carried out in a professional manner and have been fully completed.
	See document No ...

on page ...

of the tender submitted

	11
	Proven expertise and experience of the team proposed by the Tenderer  
· Contract manager — 7 years minimum as a senior consultant

· Project leader/manager —7 years minimum as a project leader/project manager 

· All others specific professions mentioned under Chapter 3 Price schedule (1.Staff) – 3 years minimum in their specific profession 
The Project leader must have a good understanding of European Economic and Financial Policy. All the members of the team who are in contact with the Commission services must possess excellent communication level in English: C1 or C2 (Common European Framework of Reference for Languages of the Council of Europe, http://www.coe.int/t/dg4/linguistic/CADRE_EN.asp ) or equivalent. 
Evidence: professional and linguistic qualifications of those of the persons responsible for providing the services or carrying out the tasks. For contract manager, project leader/manager, project assistants, film director and production director the Europass curriculum vitae format (http://europass.cedefop.europa.eu/europass/preview.action?locale_id=1 ) shall be filled in and signed. 

	See document No ...

on page ...

of the tender submitted


For lot 4

	
	
	Reference to enclosed documents

	12
	-
The Tenderer should have at least 3 years of professional experience in the field of the lot. The Tenderer should provide a list with at least 5 (five) of their most important contracts that have been signed and implemented during these years. The list should include information on quantities, amounts, dates, recipients (public or private) and be accompanied by certificates of satisfactory execution, specifying whether they have been carried out in a professional manner and have been completed in full.
	See document No ...

on page ...

of the tender submitted

	13
	At least 2 years professional experience of the staff responsible for design and graphics.


	See document No ...

on page ...

of the tender submitted

	14
	The Tenderer shall be able to provide the Commission with a contact person who can communicate and work in English

	See document No ...

on page ...

of the tender submitted

	15
	The Tenderer must declare that he has the technical capacity to create, print, engrave and emboss the products described in this invitation to tender, in all the official EU languages, as well as in all minority languages used in the EU
	See document No ...

on page ...

of the tender submitted

	16
	The Tenderer should explain how he is incorporating social and environmental criteria, such as compliance with ILO rules, the European Eco-label and EMAS scheme in his products and work.
	See document No ...

on page ...

of the tender submitted


AWARD CRITERIA see chapter 1 in Annex I for each lot
	
	
	Reference to enclosed documents

	17
	Technical offer:

- General part

- Case studies (except for Lot 4) including related price estimates.
	See documents No ...

on page ...

of the tender submitted

	18
	Financial offer (full price schedule)
	See document No ...

on page ...

of the tender submitted


