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Please note, it is the responsibility of the applicant to inform Cedefop immediately of any changes to their administrative, technical or financial details which would result in a change to their original application.
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SHEET A
ADMINISTRATIVE INFORMATION

EDITING SERVICES IN ENGLISH 

NB: this form should be filled in with the use of a computer, with the exception of the date and signature
Applicants are required to apply either as natural person or as legal person/entity and to complete the appropriate table accordingly

Natural Person

Legal Person/entity







Surname
Ms/Mr ....................................

.................................................



Name of the legal person/entity (company/organisation)
................................................

.................................................



Name
................................................

Name and position of Individual entitled to represent the company/organisation 
Ms/Mr.....................................

................................................



Full Address
...............................................

..............................................



Full Address
.................................................

.................................................



Telephone No
..............................................

Telephone No
.................................................

Fax No.

..............................................

Fax No.

.................................................

Email Address
................................................

................................................



Email Address
................................................

..................................................

VAT No or Registration/ID Card No
................................................

VAT No
.................................................

_________________________

Signature








Date:

SHEET B

Exclusion Criteria 

1.  Candidates/tenderers shall be excluded from participation in this call for expressions of interest if:

a) they are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b) they have been convicted of an offence concerning their professional conduct by a judgement which has the force of res judicata;

c) they have been guilty of grave professional misconduct proven by any means which Cedefop can justify;

d) they have not fulfilled obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the contracting authority or those of the country where the contract is to be performed;

e) they have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Communities’ financial interests;

f) following another procurement procedure or grant award procedure financed by the Community budget, they have been declared to be in serious breach of contract for failure to comply with their contractual obligations.

Candidates/tenderers must certify that they are not in one of the situations listed above by providing: 

i) For points (a), (b) and (e) a recent extract from the judicial record, or failing that, a recent equivalent document issued by a judicial or administrative authority in the country of origin or provenance showing that those requirements are satisfied must be provided.

ii) For point (d) a recent certificate issued by the competent authority of the State concerned must be provided. Where no such certificate is issued in the country concerned, it may be replaced by a sworn or, failing that, a solemn statement made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.

iii) Applicants must sign and include the attached Declaration on Exclusion Criteria (Annex I).

2. Contracts may not be awarded to candidates or tenderers who during the procurement procedure;

· are subject to a conflict of interest;

· are guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply this information.

Candidates or tenderers must certify that they are not in one of the situations listed above.

SHEET C

SELECTION CRITERIA 

Candidates/tenderers will be evaluated according to the following selection criteria:

1.  Technical and professional capacity

Proof must be provided of the technical and professional capacity of the applicant on the basis of the following documents:

· Evidence of the educational and professional qualifications (natural persons). Curriculum vitae must be provided.

· Evidence of the educational and professional qualifications of the composition of the firm’s staff and those of the person/persons responsible for carrying out the work (legal persons).  Curriculum vitae must be provided.

· Evidence of professional editing experience (preferably in the field of vocational education and training and related areas); 

· Other areas of specialisation should be indicated.

2.   Economic and financial capacity

Proof must be provided of the applicant’s economic and financial capacity by one or more of the following documents:

Legal persons

a) appropriate statements from banks or evidence of relevant professional risk indemnity insurance.

b) the presentation of balance sheets or extracts from balance sheets for at least the last 2 years for which accounts have been closed, where publication of the balance sheet is required under the company law of the country in which the economic operator is established.

c) a statement of overall turnover and turnover concerning the works, supplies or services covered by the contract during a period which may be no more than the last 3 financial years.

d) for semi-public or non-profit organisations, the annual budget of the last year.

Natural persons

Evidence of status as a self-employed person, evidence of social welfare cover, VAT number or, where appropriate, evidence of tax status. Employees applying to register as natural persons must provide proof of the permission of their employer to undertake the work should they be offered a contract as a result of a tender using the database resulting from this call for expressions of interest.

3. Proof of enrolment on a professional or trade register:

Proof must be provided of applicant’s ability that he is authorised to perform the contract under national law: i.e. by way of inclusion in a trade or professional register or sworn declaration or certificate, membership of a specific organisation, express authorisation or entry in VAT register. 

ANNEX I

Declaration on Exclusion Criteria
(To be completed and signed by applicant)
The undersigned:

Name of the individual/company/organisation:

Legal address:

Registration number/ID Card No.:

VAT number:

Declares on oath that the individual/company/organisation mentioned above is not in any of the situations mentioned below:

a) they are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b) they have been convicted of an offence concerning their professional conduct by a judgement which has the force of res judicata;

c) they have been guilty of grave professional misconduct proven by any means which Cedefop can justify;

d) they have not fulfilled obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the contracting authority or those of the country where the contract is to be performed;

e) they have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Communities’ financial interests;

f) following another procurement procedure or grant award procedure financed by the Community budget, they have been declared to be in serious breach of contract for failure to comply with their contractual obligations.

I the undersigned understands that contracts may not be awarded if during the procurement procedure the individual/company/organisation mentioned above :

· is  subject to a conflict of interest;

· is guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply this information;

Full name:







Date :

Signature:

ANNEX II 

TECHNICAL AND PROFESSIONAL CAPACITY

Applicants providing editing services in English are asked to complete this sheet 

Name: 



Editing services in English

Applicants are requested to:

· provide evidence of professional editing experience

· provide full details of their technical infrastructure (computer equipment, electronic mail and Internet access, access to terminology databases and other sources of information, etc.), and of any editing tools used 

� Please complete Annex II
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