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LETTER OF INVITATION TO TENDER

CS/2015/EU
Subject:
-
CS/2015/EU 



Open call for tenders for the provision of translation services into Czech
Dear Sir or Madam,

The European Parliament (hereinafter referred to as 'the Contracting Authority'), on its own behalf and on behalf of the European Court of Auditors, the Committee of the Regions and the European Economic and Social Committee (hereinafter referred to as 'the participating institutions/bodies'), is planning to award a public contract for the provision of translation services into Czech.

The contract´s duration is one year, renewed tacitly on an annual basis, but its maximum duration may not exceed four years.
Please find enclosed the tender documents relating to this contract, which provide the information you will require should you decide to submit a tender. Those documents are as follows:
· this invitation to tender, which sets out the information needed in order to participate, and the conditions for submitting a tender;

· the specifications and the annexes thereto, providing detailed information on the subject of the contract, the technical specifications, the exclusion, selection and award criteria, and the supporting documents and annexes which you must submit with your tender;

· the draft contracts and the annexes thereto.

Each of the abovementioned documents forms an integral part of the tender documents.

The tender documents can be consulted and downloaded from the internet at the following address:

http://www.europarl.europa.eu/tenders/invitations.htm
Tenderers must complete the online registration form published on the above webpage and click ‘Submit’. Particular attention should be paid to the e-mail address you provide in the registration form, since a message of confirmation of the online registration will be automatically sent to that address, together with the relevant documents to be printed out. Tenderers must still complete some fields of the printed documents by hand: Annex VI ‘Declaration on the tenderer’s honour...’ and Annex I ‘Price offer’. The registration form must be printed out and signed by the tenderer’s legal representative(s). Tenderers must use the registration form as the cover page of their tender. Annex I ‘Price offer’ must contain the price offer expressed in euros and must be sent together with the tender, but in a separate envelope, as described in point 1 of this invitation. 
Revision of the translation text (Annex V of the Specifications) must be sent together with the tender in a separate sealed envelope marked ‘Revision test’. The instructions for preparing the revision are detailed in Annex IV of the Specifications and must be followed carefully.
The instructions contained in this letter of invitation to tender are in no way to be interpreted as indicative of the importance attached by the Contracting Authority to the price component of the award criteria and are intended merely to simplify and accelerate the opening procedure.
1. CONTENT AND PRESENTATION OF TENDERS

If you are interested in taking part in this procurement procedure, please submit a tender before the closing date indicated in point 2 below. 

Tenders must be drawn up in accordance with the provisions of these tender documents in one of the official languages of the European Union and they should be clear and concise. 

Your tender must consist in a signed original, with each page duly completed and perfectly legible so as to preclude any doubt whatsoever as to the wording and figures. 

The tender must be accompanied by a CD or a DVD containing a full and exact electronic copy of the original tender.  The electronic copy must be in PDF format. The price offer and revision test must not be included in the electronic copy.
If the tender does not include the electronic copy, the tenderer will be asked to provide it within five days. If the copy is not received within the established deadline, the tender will be rejected. 
The tender must:

–
be drawn up on the tenderer’s headed paper
; 

–
be signed without fail by the tenderer or his or her duly authorised representative, including Annexes I, III and VI to the specifications, as well as the online registration form, which must be printed out and used as the cover page of the tender;

–
be perfectly legible so that there can be no doubt as to words and figures;

–
be submitted in a folder, all pages being attached;

–
include the original of the price offer, together with one paper copy, in a separate and perfectly sealed envelope clearly labelled ‘Price offer’;
–
include the original of the tenderer’s answer to the revision test (Annex V of the Specifications), together with one paper copy, in a separate and perfectly sealed envelope clearly labelled ‘Revision test’. 

The Contracting Authority’s administration reserves the right to reject any incomplete or illegible tender.

The tenderer must provide all the information necessary for the Contracting Authority to analyse the tender on the basis of the exclusion, selection and award criteria including  all the documents relating to economic, financial, professional and technical capacity listed in the Specifications. Where necessary, all supporting documents must be included. A checklist of documents to be supplied as a minimum is to be found in Annex XV to the Specifications.
2. TIME LIMITS AND PROCEDURES FOR THE SUBMISSION OF TENDERS

1. The closing date for the submission of tenders is 29/04/2015. 
2. Tenders may be submitted, according to the tenderer’s choice:

(a) 
either by post or by courier company, posted no later than 29/04/2015,
 
as indicated above, as evidenced by the postmark or the date of the deposit slip, to the following address (or using the label provided as Annex XIV to the Specifications, to be affixed to the outer and inner packaging when a tender is sent):

EUROPEAN PARLIAMENT

Official Mail Service

DG TRAD

For the attention of Mr Christian Bastien
Konrad Adenauer Building, Room 00D001

L-2929 Luxembourg

Luxembourg

 
(b) 
or by being handed in, either directly or by the tenderer’s representatives, no later than 29/04/2015 at 16:30 (Luxembourg local time) to the Official Mail Service. Delivery of the tender will be confirmed by a receipt, dated and signed in duplicate, issued by the European Parliament’s Official Mail Service. The date and time indicated on the receipt will serve as the reference date and time. The opening hours of the Official Mail Service to which tenders must be handed in are from 10:00 to 17:00 local time Monday to Friday, except for Friday 24/04/2015, when the opening hours are from 10:00 to 12:00. The European Parliament’s Official Mail Service is closed on Saturdays, Sundays and the European Parliament’s official holidays.

3. Tenders which do not comply with the time limits for submission indicated in points 2.2 (a) and 2.2 (b) above will be deemed inadmissible. 

4. In order to maintain the confidentiality and integrity of tenders, they must be sent under double packaging cover. The two layers of packaging must be sealed and bear the following: 

– 
address of the receiving department:

EUROPEAN PARLIAMENT

Official Mail Service

DG TRAD

For the attention of Mr Christian Bastien
Konrad Adenauer Building, Room 00D001

L-2929 Luxembourg

Luxembourg
(The label provided as Annex XIV to the Specifications, to be affixed to the outer and inner packaging when a tender is sent, can be used if desired.)
– 
the reference of the invitation to tender:

INVITATION TO TENDER
INVITATION À SOUMISSIONNER
Call for tenders CS/2015/EU

Appel d’offres CS/2015/EU
– 
and the words:

NOT TO BE OPENED BY THE MAIL SERVICE 
OR BY ANY UNAUTHORISED PERSON

A NE PAS OUVRIR PAR LE SERVICE DU COURRIER

OU PAR TOUTE PERSONNE NON AUTORISEE

Whatever packaging material is used for submitting their tenders, tenderers are invited to pay attention to its quality in order to ensure that the tender does not arrive torn, with the result that the confidentiality and integrity of its contents are no longer ensured. The dimensions of outer containers should match as far as possible the files inside them.
If self-adhesive envelopes or similar packaging that can be opened without leaving any trace are used, they must be sealed with adhesive tape bearing the signature of the sender. The signature of the sender shall be understood to mean either their handwritten signature or the company stamp.

Any tender which fails to maintain the confidentiality of its contents until the opening of all the tenders will be rejected automatically.

The outer packaging must also bear the tenderer’s name or business name, together with the exact address at which they can be informed of the decision taken on their tender.

As well as on the two layers of sealed packaging, the tender reference CS/2015/EU must be indicated on the outer packaging.
3. GENERAL TERMS AND CONDITIONS FOR PARTICIPATING IN THE INVITATION TO TENDER

1. Submission of a tender implies acceptance of the terms and conditions laid down in the documents making up this call for tenders: the specifications and their annexes, the draft contracts and their annexes and the invitation itself. The above documents lay down the terms and conditions governing this call for tenders and complement each other. In the event of contradictions between them, each document takes precedence over the others in the order indicated in the ‘Final provisions and annexes’ (Art. I.21 of the draft main contract and Art. I.20 of the draft secondary contract).

2. In submitting a tender, tenderers waive their own contractual terms and conditions. Submission of a tender shall bind the tenderer during performance of the contract, should it be awarded to them.

3. Before submitting a tender, tenderers must take all the steps required to gain a proper understanding of the scale and nature of the subject of the invitation to tender and of any potential difficulties. In submitting a tender, tenderers acknowledge that they are aware of the risks and problems that may arise in connection with performance of the contract.

4. The period of validity of tenders, during which tenderers are required to maintain all the terms and conditions in their tenders, is 12 (twelve) months from the closing date for the submission of tenders.

5. The specifications relating to the draft contracts are appended to this invitation. The specifications lay down all the documents that must accompany the tender submission, including documents substantiating economic, financial, technical and professional capacity.

6. This invitation to tender does not entail any obligation on the part of the participating institutions/bodies; such obligation will arise only when the contract is signed with the successful tenderer. Likewise, submission of a tender will in no way entitle a tenderer to the award of the contract or a part thereof. Until the contract is signed, the participating institutions/bodies may withdraw from the contract or cancel the procurement procedure without tenderers being able to claim any compensation for any expenses incurred, including any travel costs. Where applicable, the reasons for such a decision will be stated and communicated to all the tenderers.

7. Tenderers will be informed of the decision taken on their tender.

8. Expenses incurred in connection with preparing and submitting tenders are to be borne by tenderers and will not be reimbursed.

9. Tenders will remain the property of the European Parliament.

10. The follow-up to tenderers’ responses to the invitation to tender will consist in the registration and processing of personal data (e.g. name, address, CV). Such data will be processed in accordance with Regulation (EC) No 45/2001 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. Unless otherwise indicated, the replies to questions and the personal data requested are necessary for the evaluation of the tender, in accordance with the specifications of this call for tenders, and will be processed solely by the data protection department of the Contracting Authority. Upon request, the tenderer can obtain details of their personal data and can correct any personal data which are inaccurate or incomplete. The tenderer can contact the data protection department of the Contracting Authority with regard to any matter relating to the processing of the tenderer’s personal data. Tenderers are entitled to have recourse at any time to the European Data Protection Supervisor with regard to the processing of their personal data.

4. ADDITIONAL INFORMATION
Tenderers who wish to obtain additional information about the tender documents should submit their questions by e-mail only. 

Questions should be clear and concise and refer explicitly to the relevant part  of the Specifications / Draft Contracts / Invitation. For practical reasons they should be drafted in English and sent to dgtrad.tenders@europarl.europa.eu no later than 21/04/2015 inclusive. The replies will be posted regularly on the webpage http://www.europarl.europa.eu/tenders/invitations.htm. The last publication will take place on 22/04/2015.
All other means of contact between tenderers and the Contracting Authority is prohibited throughout the procedure.

5. OPENING OF TENDERS 

Tenders will be opened on 21/05/2015 at 16:00 in room L6 A100 and on 5/06/2015 at 10:00 in room L2A200 at the European Parliament’s premises, the Schuman Building, L-2929 Luxembourg.
Each tenderer may be represented by not more than one person, who must produce a letter of authority issued by the tenderer.
Tenderers wishing to attend the opening of the tenders are asked to notify the department responsible for managing this procurement procedure no later than 13/05/2015 by post at the following address:

EUROPEAN PARLIAMENT

Official Mail Service

DG TRAD

For the attention of Mr Christian Bastien

Konrad Adenauer Building, Room 00D001

L-2929 LUXEMBOURG

or by e-mail at the following address: dgtrad.tenders@europarl.europa.eu 
6. NOTIFICATION OF RESULTS

The Contracting Authority will inform all unsuccessful tenderers, simultaneously and individually, by post and by e-mail, that their tender has not been accepted. In each case the Contracting Authority will indicate the reasons for the rejection of the tender and possible means of appeal.

Simultaneously with the notifications of rejection, the Contracting Authority will communicate the award decision to the successful tenderer(s), stating that this does not constitute an obligation on the part of the Contracting Authority. The contract may not be signed until a period of 14 calendar days, commencing the day after the date of simultaneous notification of the rejection and award decisions, has elapsed. The period may be reduced to 10 days if electronic means are used for the dispatch of the abovementioned notifications. In any event, the award decision will not become final until the successful tenderer has submitted the requisite documentary evidence concerning the exclusion criteria referred to in point 28 of the Specifications and this has been accepted by the Contracting Authority. Acceptance will be communicated in writing, and will enable the successful tenderer(s) to sign the contract(s) if the period of 14 (or 10) calendar days has elapsed.
Any contract which is signed before the above period of 14 (or 10) calendar days has elapsed is null and void.

Upon written request – by letter or e-mail – any unsuccessful tenderer may obtain additional information about the grounds for the rejection of their tender. Only tenderers who have submitted an admissible tender may obtain information about the characteristics and relative advantages of the successful tender(s), together with the name of the tenderer awarded the contract. Tenders from tenderers who have not been excluded and who comply with the selection criteria are deemed admissible. However, certain information will not be communicated if doing so would hinder application of the law, would be contrary to the public interest or would harm the legitimate business interests of public or private undertakings, or could distort fair competition between them.
7. SUSPENSION OF THE PROCEDURE

If necessary, after the results have been notified and before the contract is signed, the Contracting Authority may suspend the signing of the contract for additional examination if this is justified by the requests or comments made by unsuccessful or aggrieved tenderers or by any other relevant information received. The requests, comments or information concerned must be received during the 14 (or 10) calendar days commencing the day after the date of simultaneous notification of the rejection and award decisions or, where applicable, the publication of a contract award notice. All tenderers must be informed of any suspension decision within three working days thereof.

Following the additional examination arising from suspension of the procedure, the Contracting Authority may confirm its award decision, modify it or, if necessary, cancel the procedure. The reasons for any further decision must be stated and communicated in writing to all tenderers in contention.
Date: 




Signature:






Christian Bastien






Financial Resources Management and Controls Unit





Directorate General for Translation






European Parliament
� Please note that this provision does not apply to the revision test.
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