TAXUD/2013/AO-03 – Questionnaire TIMEA2

Call For tenders TAXUD/2013/AO-03 (TIMEA2)
Questionnaire

Intra muros consultancy services for European Union IT systems and applications in the customs, excise and taxation areas
Name of Tenderer:……………………………….. 

tender form

Please give brief replies and/or references.

Single legal person or company

In case a single legal person or company submits a tender alone, all the questionnaires must be completed as required.
□ The offer is submitted by a sole tenderer. If applicable, please specify below:

· Company: ……….……………….…

NB: This Company must fill in all sections of the questionnaires
Joint offers

Check one of the boxes below as appropriate:
□ The offer is a joint offer submitted by a group of tenderers. If applicable, please specify below:
· Company acting as main point of contact for the group of tenderers:

……….…………………

NB: This company has to fill in all sections of the questionnaire:

- Sections 1 to 3 on its own behalf (except bullet point 4 of section 3);
- Sections 4 to 6 on behalf of the group of tenderers (including bullet point 4 of section 3)
· Other companies taking part in the joint offer:

…….….…………………

NB: These companies have to fill in Sections 1 to 3 of the questionnaire (except bullet point 4 of section 3)
· Does a consortium or a similar entity already exist?

□ YES. Please make sure that the offer contains further information to this effect. 
Reference: …………………………..

□ NO. Please note that, in case of award, the Commission may require the formal constitution of a consortium.
Subcontracting

Check one of the boxes below as appropriate:

□ The offer foresees no subcontracting of activities.

□ The offer foresees subcontracting of activities. If applicable:

List of subcontractors

…….….…………………

…….….…………………

…….….…………………

NB: These companies must fill in Sections 1 and 2 of this questionnaire for assessment. Therefore tenderers cannot rely on the economic, financial, technical and professional capacity of the subcontractors when replying to Sections 3.

· Please make sure that the offer contains a document clearly stating the identity, roles, activities and responsibilities of the subcontractor(s), the estimated value as well as the reasons why subcontracting is foreseen.

 Reference: …………………………..

Subcontractor(s) must submit a letter of intent to collaborate as subcontractor(s) in the call for tenders TAXUD/2013/AO-03 – TIMEA2
· Please take the following into consideration:
Subcontracting is the situation where a contract has been or is to be established between the Commission and a contractor and where the contractor, in order to carry out that contract, enters into legal commitments with other legal entities for performing part of the work, service or supply. However, the Commission has no direct legal commitment with the subcontractor(s).

Freelancing, drawing on the activities or staff of any other entirely different legal entity than the contractor, independently of its exact legal form (and independently of the applicable national law) does qualify as subcontracting.
Subcontracting is permitted to subcontractors proposed in the offers submitted in reply to the call for tenders.

One-person companies (or freelancers) may be authorised as subcontractor and added to the list of subcontractors.

Furthermore, additional levels of sub-contracting (e.g. subcontracting of sub-contracts) are not allowed during the execution of the contract.
Please fill the Attachment 4 with the names of the freelancers proposed in your offer. 
Freelancers shall submit a letter of intent to collaborate as subcontractors in the call for tenders TAXUD/2013/AO-03 – (TIMEA2).
1. Questions relating to the identification of the tenderer

1.1 Name of tenderer

	


1.2 In the case of joint offer or subcontracting; please specify company name.

	


Acting as:


□ main point of contact for the group of tenderers
□ member of group

□ subcontractor

1.3 Legal form of company

	


1.4 Date of registration

	


1.5 Country of registration

	


1.6 Registration number

	


1.7 VAT number

	


1.8 Registered address of company

	


1.9 Usual administrative address of company

	


1.10 Person(s) authorised to sign contracts (together or alone) on behalf of the company:
	


 [Surname, first name, title (e.g. Dr., Mr., Mrs…), function (e.g. Manager…)]

	


1.11 Contact person for this call for tenders: 
(Not necessary for subcontractors)
[Surname, first name, title (e.g. Dr., Mr., Mrs…), function (e.g. Manager…) Telephone number, fax number, address]

	


2. EXCLUSION OF THE TENDERER 

Please refer to section 9.1 of the Guidebook for tenderers and section 6.1 of the Tendering Specifications
Have you enclosed all the elements requested in the table below? Complete accordingly the “Yes/No” and reference boxes with regard to each requested entry.
	You must enclose:
	
	

	1. Relevant extracts from judicial records or equivalent documentation showing that you are not bankrupt or being wound up;
	Yes/No
	Reference:

	2. A relevant extract from a judicial record or equivalent documentation to confirm that you have not  been convicted of an offence concerning your professional conduct;
	Yes/No
	Reference:

	3. An affidavit confirming that you are not guilty of professional misconduct;
	Yes/No
	Reference:

	4. Recent certificates from the social security and tax authorities to the effect that you have fulfilled your obligations relating to the payment of social security contributions and taxes;
	Yes/No
	Reference:

	5. If not, a sworn or solemn statement before an appropriate authority to that effect;
	Yes/No
	Reference:

	6. A judicial record to confirm that you are not subject to a judgment on fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union’s financial interest;
	Yes/No
	Reference:

	7. If not, equivalent documentation;
	Yes/No
	Reference:

	8. An affidavit confirming that you have not been declared in serious breach of contract following a procurement procedure or grant award financed by the Union budget;
	Yes/No
	Reference:

	9. An affidavit confirming that you are not in a situation of conflict of interest. There is a conflict of interest where the tenderer or a person who is a player in the implementation of the Union budget or an internal auditor share interest (including for example, family, emotional life, political or national affinity and economic interest) which compromise the impartial and objective exercise of that person’s functions;
	Yes/No
	Reference:


	You must enclose:
	
	

	10. Are you or one or several members of your consortium or one or several of your subcontractors, already providing IT services to the Commission DG TAXUD under current contracts?
	Yes/No
	

	11. If yes, indicate the steps that you intend to take to guarantee the absence of conflict of interest with these other contracted activities in the case that you might be awarded this contract;
	Yes/No
	Reference:

	12. An affidavit confirming that you have supplied information required by the authorising department in good faith and without misrepresentation.
	Yes/No
	Reference:


3. Selection of the tenderer / Economic and financial capacity 

Please, refer to section 9.2.1 of the Guidebook for tenderers and section 6.2.1 of the Tendering Specifications
Have you enclosed all the elements requested in the table below? Complete accordingly the “Yes/No” and reference boxes in regard to each requested entry.
	You must enclose:
	
	

	1. Evidence on a professional risk indemnity insurance valid at the time of submission of the offer ;
	Yes/No
	Reference:

	2. Balance sheets and results for at least the last three financial years for which accounts have been closed;
	Yes/No
	Reference:

	3. If not, equivalent documentation;
	Yes/No
	Reference:

	4. A statement of the overall turnover and the turnover related to the scope of the contract, during each of the last three financial years, which establish that they are equal or superior to 30.000.000 EUR and 20.000.000 EUR respectively. In the case of a consortium, the turnover figures will be assessed at the level of the consortium and not in relation to each individual partner of the consortium;
	Yes/No
	Reference:

	5. Do you intend to rely on the capacities of other entities (e.g. your parent company) to meet the criteria concerning the economic and financial capacity?
	Yes/No
	

	6. If yes, provide a declaration from this other entity stating that it will fully support your company during the execution of the contract.
	Yes/No
	Reference:


4
Selection of the tenderer / Technical and Professional capacity 
Please refer to section 9.2.2 of the Guidebook for tenderers and section 6.2.2 of the Tendering Specifications
Tenderers are required to prove that they have sufficient technical and professional capacity to provide the services described in the tendering specifications.
4.1
Response requirements

Tenderers must

· Demonstrate their ability to provide suitably qualified consultants on request;

· Demonstrate the suitability of their quality environment and quality procedures to facilitate correct provision of the required services;

Tenderers must be able to provide the services of consultants for each profile. The Directorate-General for Taxation and Customs Union (DG TAXUD) will evaluate their capability to provide the required profiles on the basis (but not exclusively) of the provision by the tenderer of a set of exactly 3 Curricula Vitae (CVs) for each individual profile (making 33 unique CV’s in total, no more no less, any different number of CVs will lead to the non-selection). Each CV must match the task description and experience requirements contained in the profile description by area. The CVs must be of consultants under a contractual relationship with the tenderer at the time of tendering (the tenderer has to provide proof).
The tenderers must indicate their methods, infrastructure, tools and how they facilitate the identification of suitable consultants. 

Failure to comply with these requirements in the tender will result in non-selection. 
In addition, any answer different from "YES" given to questions marked "mandatory" will result in non-selection. Note that the commitments of the tenderers will be translated into contractual terms and could therefore bring the application of liquidated damages in cases of non-compliance.

4.2
Organisation of the tenderer to allow the delivery of the required services
In the case of a joint offer, provide the information for each company.
4.2.1
Tenderer’s structure 
4.2.1.1
Have you described your organisational structure detailing the departments and allocated number of staff on all levels of your company(ies), as well as the division(s) responsible for the delivery of services requested in the present call for tenders ?
	YES/NO (mandatory)

Reference:


 
If relevant, include the relationships between the members of the tendering group, including those that could participate (e.g. as sub-contractor) in the delivery of the requested services.

	Reference: ……….



4.2.2
Technical knowledge management

4.2.2.1
Do you have technical knowledge base(s) relevant to the delivery of the requested services? 

	YES/NO (if YES, include the name used internally by the tenderer for this technical knowledge base).




4.2.2.2
If YES,

(a) indicate the person(s) responsible for this technical knowledge base: surname, first name, title (e.g. Dr., Mr., Mrs, Miss, Ms…), function (e.g. Manager…) Telephone number, fax number, address, e-mail.

	


(b) describe the functioning of the technical knowledge base(s) (how is information entered, how can information be consulted, where is the information stored, how is the quality of the information guaranteed):

	Reference: ……….



(c) how does the tenderer provide access for his staff to this technical knowledge base(s)? 

	Reference: ……….



4.2.2.3
If NO, how do you guarantee the availability of information relevant to the technical knowledge for the services required?
	Reference: ……….



4.2.3
Training Centre

4.2.3.1
Do you have training programme(s) that support(s) the quality of the services required?

	YES/NO 


4.2.3.1.1
If YES,

(a) indicate the person(s) responsible for maintaining the training programme: surname, firstname, title (e.g. Dr., Mr., Mrs, Miss, Ms…), function (e.g. Manager…) Telephone number, fax number, address, e-mail.

	Reference: ……….



(b) give an overview of the courses in the training programme(s) by providing for each course the following information. 
(For technical training only in relation with the profiles requested) 

	Course reference code
	Course name
	Company / institute organising the course
	Course table of contents

	
	
	
	

	
	
	
	

	Extend this table as necessary.
	
	


4.2.3.1.2
If NO, how do you guarantee the training programme and the staff competence that supports the quality of the services required?

	Reference: ……….



4.3

Tenderer manpower and qualification of staff relevant to the required services 
In the case of a joint offer, the required information should be provided for the group of tenderers as a whole.

Note that staff of subcontractors is considered as non-permanent staff.
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Please refer to the following staffing schema:

The I.S. specialists are IT specialists in the context of the needs of this call for tenders: for development and operation of IT applications and trans-European systems.

When filling out the tables, take into account that each block in the staffing schema is a further detailed group. For example when asked for staff numbers, the “I.S. specialists – block 8” is also part of the “permanent chargeable – block 6” staff and should be included in the count.

Please note that only staff with a direct, individual, regular and unlimited working contract with the tenderer can be quoted as “permanent” staff. 

a) 
In the case of a consortium, the thresholds mentioned below will apply at the level of the consortium and not on an individual basis. 

b)
Staff with a personal contractual relationship with a company of another nature or without a personal contractual relationship to it (e.g. free-lancers, staff from affiliated companies or from subcontractors) shall only be quoted as non-permanent staff. 

c) In the case that a branch-company responds in the name of a group, a written endorsement of the group is necessary with the names of all affiliated companies that participate effectively. 

4.3.1
Staffing tables

4.3.1.1
Indicate your average annual manpower for the last three years as well as the current numbers (separating permanent and non-permanent staff). 

	Total annual manpower (block 1 in the staffing schema)
	2010
	2011
	2012
	Current numbers

	Permanent staff
	
	
	
	

	Non-permanent staff
	
	
	
	


4.3.1.2
Indicate your average number of managerial staff for the last three years as well as the current number (only permanent staff).

	Total managerial staff 
	2010
	2011
	2012
	Current numbers

	Permanent staff
	
	
	
	


4.3.1.3
Indicate the number of staff working in your IT division(s) in the field of IT consultancy covering the requested expertise for the last three years and the current numbers (separating permanent and non-permanent staff).
The minimum acceptable values are 150 in total including a minimum of 75 permanent staff.
	Number of specialists in the development of information systems
	2010
	2011
	2012
	Current numbers

	Permanent staff (block 8 in the staffing schema) 
	
	
	
	

	Non-permanent staff (block 9 in the staffing schema)
	
	
	
	

	Total (permanent and non-permanent)
	
	
	
	


4.3.1.4
Indicate the average number of staff from your IT division working in clients' premises in the field of IT consultancy and only in the context of this tender for the last three years and the current numbers (separating permanent and non-permanent staff).
The minimum acceptable values are 100 in total including a minimum of 50 permanent staff.
	Number of specialists in the development of information systems working in clients' premises
	2010
	2011
	2012
	Current numbers

	Permanent staff 
	
	
	
	

	Non-permanent staff 
	
	
	
	

	Total (permanent and non-permanent)
	
	
	
	


4.3.1.5
Indicate the average number of permanent non-technical staff in your IT division (for the provision of secretariat, contract management, customer relations, etc…) for the last 3 years and the current numbers.
	Number of non-technical staff in your IT division(s) ( block 4 in the staffing schema) 
	2010
	2011
	2012
	Current numbers

	Permanent staff 
	
	
	
	


4.3.1.6
Indicate the percentage of personnel turnover for the permanent technical staff working in the tenderer’s IT division in the field of IT consultancy for the last 3 years and the current numbers.
	Personnel turnover working in your IT division(s) in the field of IT consultancy
	2010
	2011
	2012
	Current numbers

	Percentage of turnover 
	
	
	
	


4.3.2
Profile availability
4.3.2.1
In the following table, indicate the number of staff (working for you and with experience in providing IT consultancy) that you have available for the services required in this call for tenders.

Count an individual person in one row only.

The profiles must be in conformity with the description as specified in the Terms of Reference.
Minimum thresholds are for the tender as a whole (all tenderers of a group and listed subcontractors included).

	P1 Project manager (at least 20)
	

	P2 Service manager (at least 33)
	

	P3 Project support expert (at least 15)
	

	P4 BPM analyst (at least 13)
	

	P5 IT analyst (at least 10)
	

	P6 Enterprise architect (at least 3)
	

	P7 Application architect (at least 10)
	

	P8 Infrastructure architect (at least 3)
	

	P9 Operations expert (at least 5)
	

	P10 Application expert (at least 10)
	

	P11 Security expert (at least 5)
	


4.3.3
CVs 

For CVs, it is mandatory to use the attached CV form (see attachment 2 of this document) 

4.3.3.1
Enclose a standardised CV for each of the indicated number of staff working in the area of the required services and with expertise related to this call for tenders. 
The proposed CVs need to be in conformity with the profile descriptions and the requirements of this call for tenders.

	Profile
	Required number of CVs per profile (no more, no less)

	P1 Project manager
	3

	P2 Service manager
	3

	P3 Project support expert
	3

	P4 BPM analyst
	3

	P5 IT analyst
	3

	P6 Enterprise architect
	3

	P7 Application architect
	3

	P8 Infrastructure architect
	3

	P9 Operations expert
	3

	P10 Application expert
	3

	P11 Security expert
	3


The tenderers who do not comply with the requirements will be judged as not having the minimum technical capacity to deliver the required services. 

An individual person can only be counted for one profile
4.3.3.2

Have you enclosed the correlation table for profiles and CVs (attachment 3)?
	YES/NO (mandatory)
                   Reference: …….


4.4
References in relation to similar projects/contracts 
4.4.1
Client References
4.4.1.1
Have you provided a list of the principal services, compliant with the service requirements of this call for tenders, completed (the completion of a project corresponds to the end of the project) provided in the past three years, with the amounts, dates, and recipients, whether public or private, of the services provided?
The delivery has to be certified by the purchaser; or failing this, declared by the service provider to have been effected.
	YES/NO (mandatory) 

Reference: ……….


4.4.1.2 It is mandatory to provide five (5, no more, no less) valid client reference contacts of organisations that are making use of services similar to the service requirements of this call for tenders.

These references should be from different organisations (departments, divisions, directorates, etc. are regarded as the same organisation) and for services performed at the premises of the client. Only provide client references that can be consulted by the Commission. An award notice published in Tenders Electronic Daily (TED) or an official gazette does not constitute valid evidences.
In the case of a joint offer, the required information can be provided for the group of tenderers. 

	Company/Organisation
	Client’s surname, first name, title (e.g. Dr., Mr., Mrs, Miss, Ms…), function (e.g. Manager…) Telephone number, fax number, address, e-mail.
	Volume (person-days) in client’s premises
	Type

	
	
	
	T&M

	
	
	
	T&M

	
	
	
	T&M

	
	
	
	T&M

	
	
	
	T&M


(*) A European institution, a specific ministry or a company must each be considered as one single organisation
4.4.2
Project Contract sizes

4.4.2.1
Indicate how many projects in the area of the required project/services you have completed in 2011 or 2012, where the consumption of your own resources was:
(In case of a joint offer, the required information should be provided for the group of tenderers as a whole.)
	
	Number of time and means projects

	1. 50 to 99 person-days:
	(a)  ……………

	2. 100 to 499 person-days:
	(b)  ……………

	3. 500 to 999 person-days:
	(c)  ……………

	4. 1000 person -days or more:
	(d)  ……………


4.4.3
Project References
In the case of a joint offer, the required information can be provided for the group of tenderers.
4.4.3.1
Enclose project reference forms using the attached template (the use of this standardised form is mandatory).

It is mandatory to enclose a completed Project Reference Form (see attachment 1) for each of 6 (no more, no less) recent (contracts executed in 2011 or 2012) time and means projects in the area of the required services and performed at the premises of the client, each done for a different organisation. 
The minimum size of the projects must be 220 person-days.

Departments, divisions, directorates, etc. are regarded as the same organisation. For example, a specific European Institution or ministry or company is considered as one organisation.

A framework contract with different specific contracts must be considered as a single reference.

The tenderers who do not comply with the requirements will be judged as not having the minimum technical capacity to deliver the required services.

Fill in the following table:

	PRF N°
	Time and Means
	Volume (person-days)

	1
	T&M
	

	2
	T&M
	

	3
	T&M
	

	4
	T&M
	

	5
	T&M
	

	6
	T&M
	


4.5
Quality assurance and control mechanisms
In case of a joint offer, provide the relevant information for each company.
4.5.1
Quality assurance procedures

4.5.1.1
Have you given a description of your procedures currently in application for time and means services to ascertain the quality of the services you deliver to clients and the conformity of the deliveries with their orders? 

	YES/NO: (mandatory)

Reference: 


4.5.1.2
Have you enclosed a title and a contents list of your quality assurance manual?
	YES/NO   
Reference: 


4.5.1.3
Have you defined the control mechanisms that you intend to put in place to ensure the quality of the services? 
	YES/NO   
Reference: 


4.5.2
Quality standards certifications

4.5.2.1 Do you have quality procedures for your delivery organisation in conformity with the EN29000 (ISO 9000) series of quality standards or equivalent?

	YES/NO: 

Reference: 



4.5.2.1.1
IF YES, 

(a)
Specify the year and the country for which the accreditation has been obtained.

	


(b)
State the name of the certification body.

	


(c) Have you enclosed a copy of the certificate?

	YES/NO: 

Reference: 


(d) Have there been any follow-up audits? If yes, specify.

	YES/NO: 




4.5.2.2
What other norms do you follow? 

	(Mandatory if the response to 4.5.2.1 is NO)


4.5.3
Methodology

4.5.3.1

Do you have a methodology for:

	
	
	If YES, include the table of contents of its main document:

	Project management 

	YES/NO

(mandatory)
	Reference: ….

	Providing personnel services in relation to the scope of this call for tenders
	YES/NO
(mandatory)
	Reference to: ….


4.6.
Subcontracting
4.6.1
Have you given an indication of the proportion of the contract which the service provider may intend to sub-contract and a description of these tasks? 
	YES/NO: (mandatory)

Reference: 


5
Technical evaluation criteria

Note that the Commission will NOT consider during the technical evaluation, any part of the tender which would have been “Copied and Pasted” from the Terms of Reference or any other documents provided by the Commission to specify its requirements for this call for tenders.

5.1
Fitness of the proposed profiles for the performance of the services (30% weight for the technical evaluation)
5.1.1 Describe how the tenderer will guarantee the correctness and accuracy of the proposed profiles and their conformity with the service requests. In relation to the profile description in section 5 of the terms of reference, describe how the accuracy of the proposed profiles will be measured. 

5.1.2 Describe the compensation mechanism and the corrective actions which the tenderer proposes to apply, should the case arise that an inaccurate service proposal (i.e. CVs/profile) is made several times (e.g. indicating a person with university education when that is not the case, indicating long experience with certain tools when during interview it becomes evident that the experience is minor) or CVs not in conformity with the service requests (e.g. experience not suitable for the profile requested, experience with important tools not extensive enough, etc.).  
	Reference:


5.2
Effectiveness of the proposed strategy to provide services which match the required level of quality of services over the duration of the contract (30% weight for the technical evaluation)
5.2.1 Describe what preventive measures and organisation the tenderer will implement to ensure the best and effective availability and suitability of qualified profiles whenever there is a request for a particular service. In the case of a joint offer, when the primary contractor representing the group is not able to provide a qualified profile/service, how will the group be involved and what steps/actions will be followed to provide the requested services within the required timeframe. In relation to the profile description in section 5 of the Terms of Reference, describe how the availability and suitability of profiles/services will be ensured, measured and reported. 
5.2.2. Describe what measures the tenderer will take to avoid service interruptions and to minimise their impact if they should occur during the execution of a specific contract, but also for an extension of it covered by the same original request. Describe the human resources strategy of the tenderer in the required fields. Describe and justify how the tenderer intends to manage the provision of services.
5.2.3 Demonstrate the tenderer's capability to keep a large pool of suitable qualified consultants available under each profile.

5.2.4 Define the maximum time necessary for the tenderer to respond to a request for an offer and demonstrate the average time that he will propose for the supply of the selected candidate.

	Reference:


5.3
Fitness of the proposed organisation & quality processes to meet the requirements (30% weight for the technical evaluation)
5.3.1 Describe the service organisation, interfaces, roles and responsibilities. This should include the full lifecycle of the service, including amendments to the framework contract, request processing, specific contract signature, follow-up of the time & means personnel, invoicing, complaints about the overall service etc. It should also indicate how this will work when subcontractors get involved and how it will work for the group of companies in case this is a joint offer.
5.3.2 Describe and justify the proposed methods, infrastructure and tools to facilitate the identification of suitable experienced consultants. 
5.3.3 Describe how training will be organised in order to keep the consultants' expertise up to date in their domain. Describe the type of training the Commission can expect that they will follow and how many days per year, with the condition that the cost of training is borne by the tenderer and that training days cannot be considered as working days for the Commission. Describe this for the different profiles. Also, describe the issues dealing with certification.
5.3.4 Describe how the tenderer will perform a follow-up of the consultants and of customer satisfaction and take corrective actions if necessary. 
5.3.5 Describe the quality processes the tenderer will set up to control the daily presence of the intra muros according to the terms of the contract, to monitor the quality of service and the continuous service improvement process.

5.3.6 Describe the quality process the tenderer will set up to control and validate the timesheet submission process.
	Reference:


5.4
Structure, clarity and level of completeness of the tender (10% weight for the technical evaluation)
(No answer from the tenderer to be provided for this section)
6
Financial evaluation

6.1
Have you filled in your price quotes in annex III to the Tendering Specifications? (Please note that price quotes have to be all-inclusive, additional costs may not be charged.) 

	YES/NO (MANDATORY)


6.2
Do you confirm that you agree not to charge additional costs to the Commission? 

	YES/NO (MANDATORY)


It is mandatory to fill in all columns and lines of the Excel sheet "Price TableV1.00.xls" provided as annex III to the Tendering Specifications.

Attachment 1
Project Reference Form 

Project Reference Form

The Project Reference Form must be used to give details about relevant projects that the tenderer wants to present as proof of experience.

The Project Reference Form consists of two pages:

· Front page;

· Description page.

Both pages must be used to form a complete Project Reference Form.

A new Project Reference Form must be completed for each project.

Contact persons may be contacted by the Commission in the context of this call for tenders.

Use of this form is mandatory – only projects submitted on this form will be considered.
The delivery has to be certified by the purchaser; or failing this, declared by the service provider to have been effected.

Project Reference Form (page 1 of 2)
Project reference n° ______ 

Project reference front page

	Project name:

           

Start date (mm/yy):

       Finish date (mm/yy):                      
Client name:

                   Contact person:

                   
  Phone:


	Project type (development, maintenance, study, support, etc…):

Principal contractor for this project :

If it is not the tenderer, explain the tenderer’s role:
Principal location for this project:

· Tenderer's premises  

· Client's premises

· Other – Precise:
Responsibility of the tenderer in the contractor organisation (prime, subcontractor, member of consortium):

Number of tenderer's own technical staff involved in person -days, by profile:




Profile name

            : 
person-days
                                           
Project manager                                 : 


                                           
Service manager                                 : 


                                           
Project support expert                        : 


                                           
BPM analyst                                       : 



IT analyst                                           : 



Enterprise architect                            : 



Application architect                         : 



Infrastructure architect                      : 



Operations expert                             : 



Application expert                             : 



Security expert                                  : 








Total
:

	Methodologies involved:

Technologies  involved (hardware, software and tools) :




Project Reference Form (page 2 of 2)
Project reference n° ______ 

Project reference description page
	Area(s) covered by the project (for example Human Resource, Finance,   Environment,…):



	Project description:


Declaration of conformity and signature:

Attachment 2
CV Form 

Guidelines for the completion of the CV 

The standardised CV form defines the Curriculum Vitae (CV) layout for a tenderer to use when putting forward a person for a particular role.

Use of the standardised CV form is mandatory and only CVs submitted on this form will be considered.

How to fill out the standardised CV form:
(1) The name of the employer (at the time of signature of the specific contract) and the nature of employment contract need to be stated in the section "Type of contract" on the first page of the CV. The row for "Comments" of this section can be used for additional information

(2) All the required information has to be supplied. Where the information is to be provided in tabular form, all the columns of the table have to be filled in. Any missing or incomplete information may lead to a CV being discarded.

(3) In the case that the proposed person is not yet employed by the contractor and in the recruitment phase, an explanation must be added in the row for "Comments" of this section.

(4) In the case of subcontracting, the name of the proposed person's employer needs to be mentioned in the row for "Comments".
(5) In the "CV software expertise page" to have expertise in a product means to have worked with the specified product or software for at least one year (12 months).

(6) In the "CV Professional Experience page", the name of the current employer must be indicated in the "Company" row and the current customer in the "Client" row.
(7) The CV should be a summary rather than a biography of an individual and there should be no unaccounted chronological breaks.

(8) Each CV consists of one CV front page and at least one CV training page and at least one CV software expertise page and at least one CV professional experience page; more CV training, CV software expertise or CV experience pages may be added as necessary.
(9) Specialised expertise should mention the tools or topics in which the candidate has considerable expertise. See the description of profiles in the Terms of Reference.
(10) Software expertise :

· Competence must be rated from 1 (basic) to 5 (excellent).

· Duration must be expressed in months and has to relate clearly to the relevant entries under “Professional experience”.

· Description must state how the competence has been acquired and in what projects it has been used, relating clearly to the relevant entries under “Professional experience”.

(11) Each CV professional experience page contains data about the projects the employee has participated in, his role and responsibilities, and the products or tools be used in the context of these projects. More CV experience pages must be added for more projects.

· Dates must indicate precisely the starting and ending months of the entry.

· Project size is to be expressed as the total number of person-months.

· Description must include an explanation of the scope and results of the project (or task).
Standardised CV FORM

CV FRONT PAGE





	CV number :
	

	Date of birth:
	

	Type of contract:
	Tick the appropriate box:

·  Permanent 

· non-permanent

Comments:

	Date of recruitment : 

Number of months working for the tenderer:     …  months

	Current  function :
	(indicate the function in the company)
	

	Profile for which employee is entered:
	Tick as appropriate:
· Project manager
· Service manager
· Project support expert
· BPM analyst
· IT analyst


	· Enterprise architect
· Application architect
· Infrastructure architect 
· Operations expert

· Application expert

· Security expert



	Periods worked at the Commission as “Intra Muros”:
	From: …………………  until: ……………………..  DG :

From: …………………  until: ……………………..  DG :

From: …………………  until: ……………………..  DG :

Total :  -----  months   

	Highest relevant educational qualification:
	Tick as appropriate : 
· University degree (minimum 4 years)

· Non-university degree


	Certificate and/or diploma obtained :


	Institute:

Date:

	Languages:

(indicate level of skill:
from 1=basic  to 5=excellent)
	
English:

French:

German:

Dutch:

Italian:

Spanish:

Other(s):
	Spoken

---

---

---
---

---

---

---
	Written

---
---

---
---

---

---

---

	Date IT career started:
	

	Date available :
	


CV Summary
	(use this area to indicate briefly the major facts that should be known about this employee)



CV training page

	CV training  page number for this CV:
	


	TRAINING

	
	Title of training course:
	Company/institute organising the training course:
	Date(s) training course followed:
	Exams or certificates:

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	


CV software expertise page

	CV software expertise  page number for this CV:
	


	Software expertise

	
	Tool (indicate manufacturer, product name and version(s))
	Competence (rating : 1 -5)
	Duration (in months)
	Description (reference to relevant entries under  “professional experience” is mandatory)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


CV professional experience page

	CV experience page number for this CV:
	


	PROJECT EXPERIENCE

	Project name:
	

	Company:
	

	Dates (start-end):

Effective number of  months achieved:
	

	Client :
	

	Project size:
	

	Project description :


	Employee’s Roles & Responsibilities in the project:



	Technologies and methodologies  used by the employee in the project:




Attachment 3
Correlation table for profiles and CVs
	Classification of CV identities

	CV number
	Permanent staff (mark X for permanent staff)
	Profile (P1 Project Manager,…, P11 Security Expert)
	Full name of the person.

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	


Fill and expand table as needed.
Attachment 4

Freelancers Table

Note that a letter of intent must be provided for all freelancers.

This table has to be provided in the separate envelope together with the “Correlation table for CV forms" in order to comply with the protection of personal data.

	Surname 
	First name
	Name of the freelancer's company (if different from freelancer's surname)
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