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	Tender dossier checklist

Approval of tender dossier for supply contracts


List to be completed by the persons and sections
	Adonis reference: 

Project/programme title/reference: Support to E-justice in BiH
Commitment number (CRIS/ABAC):  22-259
Type of award procedure: International open
Procedure with a suspensive clause:     no
Purpose of tender: Supply 


	Operations Section 
	Contracts & Finance Section 

	Initiating agent 
Name:                                                Date:

Signature:

Comments:


	Initiating agent 
Name:                                                      Date:

Signature:

Comments:



	Verifying agent
Name:                                                      Date:

Signature:

Comments:


	Verifying agent
Name:                                                      Date:

Signature:

Comments:




	Tender dossier checklist

Approval of tender dossier for supply contracts


This list is not exhaustive – Determine whether any other checks needed and add to list – Verify namely that provisions of the Practical Guide to contract procedures are complied with

	
	Section responsible
	Comments

	
	OPS
	C&F
	

	
	YES
	NO
	N/A
	YES
	NO
	N/A
	

	  1. Compatibility with the financing decision or the financing agreement (or the financing proposal in the case of recourse to a suspensive clause)

	1.1
	The object of the tender dossier (objectives, activities, etc.) is covered by a valid financing decision/financing agreement
	
	
	
	
	
	
	

	1.2
	In the case of suspensive clause, a prior approval was duly obtained
	
	
	
	
	
	
	

	1.3
	The timetable for the tender is realistic in view of the deadline for signing contracts foreseen in the financing agreement (compliance with the “date + 2 years” rule)
	
	
	
	
	
	
	

	1.4
	The execution period of the contract takes place during the operational implementation phase of the corresponding financing agreement
	
	
	
	
	
	
	

	1.5
	The funds available under the corresponding global budgetary commitment are sufficient and realistic
	
	
	
	
	
	
	

	1.6
	The CRIS publication reference is mentioned in the tender dossier
	
	
	
	
	
	
	

	  2. Procedure used

	2.1
	The procedure applied is as laid down in the practical guide to contract procedures for EC external actions 
	
	
	
	
	
	
	

	2.2
	If not, a derogation was duly obtained
	
	
	
	
	
	
	

	3. Procurement Notice (when applicable)

	3.1
	Contract title, Location, Publication Reference, Procedure, Programme, Financing and Contracting Authority in line with forecast?
	
	
	
	
	
	
	

	3.2
	The Description of the contract is in line with the Forecast, Project Fiche and Technical Specifications?
	
	
	
	
	
	
	

	3.3
	If the tender divided into lots, is the division logical and acceptable? Attention: there is always 1 lot, therefore point 7 of the procurement notice should not be “not applicable”
	
	
	
	
	
	
	

	3.4
	Is the correct reference to Eligibility and rules of origin indicated? If exceptions to the general rule, was derogation obtained?
	
	
	
	
	
	
	

	3.5
	Is the Tender Guarantee set at between 1% and 2%? of the available budget?
	
	
	
	
	
	
	

	3.6
	Is the Performance Guarantee between 5% and 10% of the contract value?
	
	
	
	
	
	
	

	3.7
	If an information meeting is planned is the date and venue correct and reasonable in terms of timing?
	
	
	
	
	
	
	

	3.8
	Is the implementation period (from contract signature to provisional acceptance) acceptable?
	
	
	
	
	
	
	

	3.9
	Are the Selection Criteria proportional to the scope and value of the contract?
	
	
	
	
	
	
	

	3.10
	Financial criteria - Are they well balanced to secure candidates with sound financial standing but not excluding companies with no real financial problems?
	
	
	
	
	
	
	


	
	Section responsible
	

	
	OPS
	C&F
	

	
	YES
	NO
	N/A
	YES
	NO
	N/A
	

	3.11
	Professional criteria - Reasonable given the scope and value? Are they non discriminatory and proportional?
	
	
	
	
	
	
	

	3.12
	Is the deadline for submission of tenders set for at least 60 days after the real date of publication of the procurement notice? Is the date and time indicated on a working day and within working hours?
	
	
	
	
	
	
	

	3.13
	Is the tender opening session indicated and reasonable?
	
	
	
	
	
	
	

	3.14
	Is the legal basis correct?
	
	
	
	
	
	
	

	4. Content of the tender dossier  

	4.1
	The content of the tender dossier is complete and entails the following templates:

- Letter of invitation to tender

- Instructions to tenderers

- Draft contract and its annexes:

    - the special conditions

    - the general conditions (annex I)

    - the technical specifications + technical offer (annex II + III)

    - the financial offer model (to be filled in by the tenderer) (annex IV)

    - the pre-financing and performance guarantee forms (annexe V) 

      - the administrative compliance grid

     - the evaluation grid

     - the tender submission form

     - the tender guarantee form

     - the bank account notification form 

     - the legal entity form   
Provisional and Final Acceptance certificates

Guidelines for VAT
	
	
	
	
	
	
	

	  5. Analysis of the documents of the tender dossier

	5.1
	Templates and provisions that cannot be modified remain unchanged (if not, a derogation was duly obtained)
	
	
	
	
	
	
	

	  Instructions to tenderers  

	5.2 
	The amount of the tender guarantee conforms to  amount indicated in the procurement notice
	
	
	
	
	
	
	

	5.3
	The amount of the performance guarantee conforms to  % indicated in the procurement notice
	
	
	
	
	
	
	

	5.4
	The eligibility and  origin rules have not been modified, unless  a derogation was duly obtained
	
	
	
	
	
	
	

	5.5
	The currency of the contract is Euro 
	
	
	
	
	
	
	

	5.6
	The number of lots is specified
	
	
	
	
	
	
	

	5.7
	The deadline for the submission of tenders is fixed on a working day and during opening hours of the Contracting Authority
	
	
	
	
	
	
	

	5.8
	In case of international open tender procedure, the minimum period between the date of publication of the procurement notice and the date of the receipt of tenders is 60 days. If not, a derogation was duly obtained.
	
	
	
	
	
	
	

	5.9
	In case of local open tender and competitive negotiated procedure, the minimum period between the publication of the procurement notice (local open tender)/dispatch of the letter of invitation to tender (competitive negotiated procedure) to tender and the deadline for receipt of tenders is 30 days.
	
	
	
	
	
	
	


	
	Section responsible
	Comments

	
	OPS
	C&F
	

	
	YES
	NO
	N/A
	YES
	NO
	N/A
	

	  Draft contract and annexes

	5.10
	The draft contract and the accompanying documents mention the reference of the relevant project
	
	
	
	
	
	
	

	5.11
	The draft contract complies with the draft standard model
	
	
	
	
	
	
	

	5.12
	If the contract is subject to price revision, the draft contract specifies the price revision formula, calculated in conformity with the official rules
	
	
	
	
	
	
	

	6. Other controls
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