Procedurefor submitting an offer for Tender EEA/ADM/03/003 Annex |

Tenders are to be submitted by 23/06/03

o either by registered mail, posted not later than 23/06/03 (postmark);

e or by delivery (in person or by an authorised representative or private courier service) to
Domingo Zorrilla, The European Environment Agency, Kongens Nytorv 6, DK-1050
Copenhagen K not later than 16.00 on 23/06/03, in which case a receipt must be obtained as
proof of submission, signed and dated by an EEA official.

Tenders must be submitted in three copies and placed inside two sealed envelopes. The inner
envelope, addressed to the person indicated above, should be marked: “Reply to call to tender
No. EEA/ADM/03/003. Not to be opened by the internal mail department”. If self-adhesive
envel opes are used, they must be sealed with tape and the sender must sign across the tape.

Please specify clearly for which lot you are submitting an offer.

Submission of a tender implies acceptance of the terms specified in our “General terms and
conditions applicable to contracts” in al matters not governed by this invitation to tender and
waiver your company’s own terms of business.

Period of validity of the tender: six months from the closing date of this call for tender

Y ou will be informed whether or not your tender has been successful.

Y our attention is drawn to the following points regarding the tender price:

tenders should be expressed in accordance with the technical specifications in Annex Il to this
invitation

prices must be afixed rate, including all costs

prices should be quoted free of VAT, as the EEA is exempt from such charges under Articles 3
and 4 of the Protocol on the privileges and immunities of the European Communities;

prices must be quoted in EUR.

prices must be firm and not subject to revision for the first year of performance on the contract; as
from the second year, prices could be revised on the basis of the consumer price index in the
Member State of origin of the services offered.

Selection criteria:

Legal status:

- completed identification sheet (Annex 1)

- copy of trade register

- copy of VAT registration

Financia status:

Proof of economic and financia capacity may be furnished by one or more of the following
documents:

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



10.

11.

b) the presentation of balance sheets or extracts from balance sheets for at least the last two 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,;

) astatement of overall turnover and turnover concerning the works, supplies or services covered
by the contract during a period which may be no more that the last three financia years.

Technica capabilities:

a) Samples, descriptions and/or authentic photographs and/or certificates drawn up by official
quality control institutes or agencies of recognised competence attesting the conformity of the
products with the specifications or standardsin force.

b) A list of technicians or technical bodies involved, especialy those responsible for quality
control and maintenance.

Further information can be obtained from the address indicated in paragraph 1 above.

Criteria for the award of the contract: The contract will be awarded to the most economically
advantageous tender considering:

- Quality/Operationa reliability (30)

- Price (30)

- Stability of maintenance/service (20)
- Environmental considerations (20)

Languages in which the Tender must be drawn up: 1 of 11 officia languages of the European
Union

Groundsfor exclusion:

The tenderer shdl provide an auto-declaration, preferably made on oath before a judica or
administrative authority, a notary or a competent professional or trade body by a person competent
to do so on behalf of the tenderer, which states that none of the grounds for exclusion (please see
General Terms and Conditions applicable to contracts, Art 2 (2)) appliesto the tenderer.
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Annex 11

Technical specifications

Call for tender EEA/ADM/03/003
Supply of photocopy and Facsimile machines

M edium sized digital photocopy machines

15 - 40 sheets per minute

Automatic feeder, sorter, stapler, smplex, duplex, 2in 1

Maximum width 140 cm including feeder and sorter

High speed digital photocopy machines

40 — 70 sheets per minute

Automatic feeder, sorter, stapler, smplex, duplex, 2in 1

Maximum width 140 cm including feeder and sorter

High speed digital photocopy machines

40 — 70 sheets per minute

Automatic feeder, sorter, stapler, smplex, duplex, 2in 1

Freesize

Large sizedigital photocopy machines

60 — 90 sheets per minute

Automatic feeder, sorter, stapler, smplex, duplex, 2in 1

Stabling/folding

Pamphlet with stabling and folding options

Insert supply

4 colors (black + 3 colors)

Digital full color copy and printing machines

Telefax machines

Minimum 2 Mbytes

All machines, except Lot 5, must be able to copy on recycled paper.
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Kongens Nytorv 6
DK-1050 Copenhagen K
Denmark

Tel: +45 3336 71 00
Fax: +4533 36 71 99

E-mail: eea@eea.eu.int
Homepage: www.eea.eu.int



Call for tender EEA/ADM/03/003

IDENTIFICATION SHEET

Company name;

Annex |1

Address:

Director:

Consultant(s):

VAT No:

E-mail:

Bank details:
Bank:

Address:

Account No:

Swift code;

IBAN code:

Signed by:

Company stamp:
(must be added)



DRAFT Annex IV

FRAMEWORK CONTRACT (hereinafter “contract”)
CONTRACT REF. EEA/ADM/03/003

The European Environment Agency, hereinafter called “the Agency”,
Whose official address and contact person are:

- Kongens Nytorv 6, DK-1050 Copenhagen K, Denmark,
- Domingo Zorrilla

Which, for the purpose of the signature of this contract, is represented by Mr Gordon
Mclnnes, Interim Executive Director of the Agency,

Of the one part,

And ..o [Name of the contractor]
Hereinafter referred to as “the contractor”

Whose official addressis: ..........cooovieviiiiniinnes

Whose bank acCount NOIS: ... .vv et et

With ... [Name of establishment, city, bank identification
code])
Represented by: .......ocovviiiiiiiiiiii, [Name of the signatory] , ...................

vevvnn......[PoOSition of the signatory],
Of the other part,

Have agreed as follows:

ARTICLE 1-SUBJECT

In the framework of this contract, the contractor hereby undertakes, subject to the
conditions laid down in this contract and the annexes thereto, which form an integral part
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DRAFT Annex IV

thereof, and in accordance with the order forms placed for its execution, to perform the
following tasks:

e Supply of Photocopy and facsimile machines
The description of work is set out in Annex |.

ARTICLE 2 - DURATION OF CONTRACT

1. This contract is concluded for an initial period of 36 months with effect from the
date on which it is signed by both parties.

2. It may be renewed tacitly for a period of one year. It may be terminated by either
of the parties by sending the other party a registered letter no later than 6 months
before the expiry of the contract period.

3. Thetota duration of the contract cannot exceed four consecutive years.

4. Oncethe contract has expired:

a. No new order may be placed,

b. The provisions of the contract shall continue to apply to any order till in force
until the date of its expiry.

5. Orders shdl enter into force no earlier than the date on which they are signed. Their
validity shall not extend beyond one year from the date of expiry of the contract.

ARTICLE 3—FINANCIAL PROVISIONS

1. Prices shall be expressed in euro (€) and shall not be affected by any changesin the
rate of the euro against other currencies. Prices shall be fixed and not subject to
revision for the first year of performance of the contract.

2. The Contractor may not assign financial claims on the Agency.

3. Invoices shall indicate the contract number and shall be sent to the Agency at the
address and to the contact person as referred above.

4. Payments shal be made into the contractor’s bank account as mentioned in the
order.

ARTICLE 4 - REVISION OF PRICES

Prices shall be fixed and not subject to revision for the Orders issued during the
first year of duration of the Contract.

Prepared by GRA on 05/05/03 2
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DRAFT Annex IV

From the beginning of the second year of duration of the Contract, prices may be
partialy revised [80%)] upwards or downwards each year, where such revision is
requested by one of the contracting parties by registered letter no later than three
months before the anniversary of the date on which it was signed. Orders are
issued on the basis of pricesin force at the date of their signature. Such prices are
not subject to revision.

This revision shall be determined by the trend in the harmonised consumer price
index [EICP"] published for the first time by [the Office for Official Publications
of the European Communities in the Eurostat monthly bulletin (Theme2 -
Economy and Finance, Collection Detailed tables, Money, finance and the euro:
Statistics)].

Revision shall be calculated in accordance with the following formula:

Pr="Po(0,2+0381r)
lo

where:

Pr = revised price;

Po = pricein the original tender;

lo = index for the month [in which the validity of the tender expires] [of the final

date for submission of tenders|;

Ir = index for the month [corresponding to the date of receipt of the letter
requesting arevision of prices| or [in which the adapted prices take effect].

ARTICLE5—-IMPLEMENTATION OF THE CONTRACT

1. Whenever the Agency wishes tasks to be performed in accordance with article 1, it
shall send an order form to the contractor specifying the terms and conditions,
including at least its duration of validity, the period of performance, the price,
timetablesfor delivery, and place of delivery.

2. Within 15 working days upon receipt by the Agency of the order, the contractor
shall return it, duly signed and dated, thereby acknowledging receipt of this order
and acceptance of the terms and conditions.

3. The order takes effect as from the date it has been signed by both parties.

ARTICLE 6 - GENERAL CONDITIONS

1. The Contractor hereby declares that he is familiar with and accepts the “ General
terms and conditions applicable to contracts awarded by the European Environment

1

e “EICP”: (EU-15) when the Contract is executed in the European Union (outside the euro zone);
Prepared by GRA on 05/05/03 3
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DRAFT Annex IV

Agency”, which shal apply in respect of al matters not specifically covered by this
contract or the annexes, and govern order forms placed under it.

2. Signature of the contract does not place the Agency under any obligation
whatsoever to send an order form. It does not confer on the contractor any
exclusive right to perform the tasks referred to above.

3. Acceptance of this contract and conclusion of orders resulting from it imply that the
Contractor waives all other terms of business.

ARTICLE 7- TERMINATION

1. The Agency may terminate this contract and any order forms placed under it, in
whole or in part, with immediate effect and without being required to pay
compensation in the event of ajudicial settlement order, bankruptcy or liquidation.

2. If the contractor fails to perform his obligations under an order forms placed
pursuant to this framework contract, the Agency may suspend payment.

3. Inthe event of such failure, the Agency may, after notice has been given and if no
action has been taken by the contractor within fifteen working days, terminate the
contract and any order form placed under it, by registered letter with
acknowledgment of receipt.

ARTICLE 8 —ADMINISTRATIVE PROVISIONS

All communications, reports, and complaints concerning the performance of this contract or
arising from an order shdl be in written form and indicate its number as well as its subject
and shall be sent to the address of the contracting party and where relevant for the attention
of the contact person as mentioned above.

ARTICLE9-TAXATION

1. The Agency is exempt from duties, levies and taxes, including value added tax,
pursuant to Article 3 and 4 of the Protocol on the Privileges and Immunities of the
European Communities and the Headguarters Agreement between the Agency and
the Government of Denmark of 17 August 1995. The contractor shall accordingly
complete the necessary formalities with the relevant authorities to ensure that the
goods and services required for the performance of the contract are exempt from tax
and customs charges, including VAT.

2. The VAT number of the Agency is: DK 18 13 98 39.

Prepared by GRA on 05/05/03 4
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DRAFT Annex IV

ARTICLE 10 - ANNEXES

The following are annexes to this contract:

- Annex | Description of work

- Annex |1 General terms and conditions applicable to contracts awarded by the
Agency

- Annex Il Tender

In case of conflict between the provisons of the contract and those of the orders, the
provisions of the latter shall take precedence.

In case of conflict between the provisions of the above-mentioned annexes and either of
these documents, the latter shall take precedence.

For the contractor: For the Agency:
[co, ] [Gordon Mclnnes)

Signed in duplicate in English Signed in duplicate in English
N on........ [Date] in Copenhagenon............[Date]
Prepared by GRA on 05/05/03 5
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ANNEX V
(ANNEX Il to Framework contract)

GENERAL TERMS& CONDITIONSAPPLICABLE TO CONTRACTS (Framework
contr act-Service/Study contr act-specific agreement) AWARDED BY THE EUROPEAN

ENVIRONMENT AGENCY (Hereinafter “the Agency”)

Article 1 - Performance of the contract

D

)

The contract shall be performed in such a way as to exclude the possibility of the
Contractor or his staff undertaking tasks under conditions identical to those governing
the tasks entrusted to a member of the Agency’s staff. The Contractor and his staff may
not be members of the Agency’s administrative structure.

If the Contractor is a natural person, he shall be required to provide proof of his status
either as a self-employed person or an employee for the duration of the contract. To this
end, he shall provide the Agency with information about his occupation, in particular
with regard to socid security and VAT.

Article 2 - Secondary obligations of the Contractor

D

)

©)

(4)

The Contractor shall perform the contract according to the highest professiona
standards and in accordance with the principles of sound financial management. In
performance of the contract, the Contractor is required, depending on the
circumstances, to use only his own highly qualified, professional staff

The Contractor shall not be in one of the following situations:

- Being bankrupt, wound up or have his/her business activities suspended;

- Have higher affairs being administered by the court; have entered into an
arrangement or similar measures with creditors or be the subject of any proceedings
of that nature;

- Having been convicted of an offence with regard to his/her professional
conduct by ajudgement which is not open to appea;

- Beqguilty of grave professional misconduct;

- Having been subject of ajudgment which has the force of “resjudicata’ for fraud,
corruption, involvement in a criminal organisation or any other illegal activity
detrimental to the Communities’ financial interests;

- Having not fulfilled higher obligations relating to the payment of socia security
contributions or taxes in accordance with the legal provisions of the country in
which he/she is established or those of the country of the contracting authority or
those where the contract is to be performed,;

- Following another procurement procedure or grant award procedure financed by the
Community budget, having been declared to be in serious breach of contract for
failure to comply with their contractual obligations.

The Contractor undertakes to provide the Agency with any information it may request
for the management of the contract.

In the event of termination of the contract for one of the reasons referred to in Article 7
of these terms and conditions, the Contractor shall undertake to send the Agency al
information and documents in his possession concerning the tasks assigned to him.

Version of 05/02/03



Article 3 - Confidentiality

(1) The Contractor undertakes not to make use of and not to divulge to third parties any
facts, information, knowledge, documents or other matters communicated to him or
brought to his attention during the performance of the contract or any matter arising
there-from. He shall continue to be bound by this undertaking after the expiry of the
contract.

(2) If the Contractor uses his own staff in the performance of the contract, he shall obtain
from each staff member a written undertaking that they will respect the confidentiality
of any information brought to their attention during the performance of the work and
that they will not divulge to third parties or use for their own benefit or that of any third
party any document or information not available publicly, even after completion of their
assignment. A copy of the undertaking shall be sent to the Agency.

(3) If the Contractor’s staff are working at Agency premises, the Contractor shall replace,
immediately, at the Agency’s request and without compensation any person considered
undesirable by the latter.

Article4 - Permits and licences

The Contractor shall be solely responsible for taking the necessary steps to obtain any permit
or licence required for the performance of the contract under the laws and regulationsin force
at the place where the tasks assigned to the Contractor are to be performed.

Article5 - Spread of risk

The Contractor shall not be entitled to payment if he is prevented by force majeure from
performing the tasks assigned to him. Part performance only of any such task shall result in
part payment. Provided it is specified in the contract, the above provisions shall not affect the
Contractor’s entitlement to reimbursement of travel and subsistence expenses and of costs for
the shipment of equipment incurred in the performance of the contract.

Article 6 - Liability of the contracting parties

(1) The Agency may not under any circumstances or for any reason whatsoever be held
liable for damage sustained by the Contractor himself or by his staff during the
performance of the contract. The Agency shall not accept any claim for compensation
or repairsin respect of such damage.

(2) Except in case of force majeure, the Contractor shall be required to indemnify the
Agency for any damage it may sustain during the performance, poor or otherwise, of
the contract.

Article 7 - Termination of contract

(1) Each contracting party may, of his own volition and without being required to pay
compensation, terminate the contract by serving formal notice two months in advance.
If the contract is terminated by the Agency, the Contractor shall be entitled to payment
for the part performance of the contract only.

(2) In the event of a serious failure by the Contractor to the Agency, duly noted by the

Agency, to fulfil his obligations under the contract, the contract may be terminated at
any time by registered letter without formal notice or payment of any compensation

Version of 05/02/03 2
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(4)
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(6)

whatsoever by the Agency. This provision shall not affect the application of Article 6(2)
of these General Terms & Conditions.

In the event of non performance of the contract by the Contractor, except for reasonable
and justifiable technical or economic reasons, of any of his obligations, and after having
given notice by registered mail requiring performance of the obligations concerned, the
Agency may terminate the contract if the Contractor is still in breach of his obligations
one month after receiving formal notice.

In the event of circumstances, which are liable to prejudice or delay the performance of
the contract, the Contractor shall forthwith inform the Agency, with the relevant details.
The parties shall agree together on the measures to be taken. If no agreement can be
reached, the Agency may terminate the contract without recourse to any legal
proceedings, where no action is taken by the Contractor within one month of receiving
formal notice by registered mail.

The Agency may terminate the contract without notice if the Contractor is unable,
through his own fault, to obtain any permit or licence required for the performance of
the contract as referred to in Article 4 above.

Without prejudice to the termination referred to in paragraphs 3 and 4 above, the
Agency may reguire reimbursement of all or part of the amounts paid, having regard to
the nature and the scale of the work carried out, before the date of termination of the
contract.

Article8 - Assignment and servicesto third parties

D
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The Contractor shall not assign the rights and obligations arising out of the contract in
whole or in part or sub-contract any part of the contract to third parties without the prior
and written approval of the Agency.

Even where the Agency authorises the Contractor to sub-contract part or all of the work
to third parties, he shall nonetheless remain bound by his obligations to the Agency
under the contract.

Save where the Agency expressly authorises an exception, the Contractor shall be
required to include in any sub-contracts for all or part of the work such provisions as
enable the Agency to enjoy the same rights and guarantees in relation to the sub-
Contractors asit enjoys in relation to the Contractor himself.

Article 9 - Ownership

@
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Any result or patent obtained by the Contractor in the performance of the contract shall
belong to the Agency, which may use them as it seesfit.

Copyright and any other rights of ownership in respect of manuscripts or parts thereof
snall belong exclusively to the Agency except where copyright or other property rights
aready exist.

On the date of acceptance of the manuscripts and subject solely to the exception
referred to in paragraph (2) above, al rights in respect of manuscripts, including
amongst others the right to use, print, publish and sell all or part thereof in any manner
and in any language whatsoever, shall be acquired by the Agency which may transfer
all or part of such rights to third parties on its own terms.

Version of 05/02/03 3
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The Contractor shall specify any parts of manuscripts, including illustrations, maps and
graphs, of which copyright or any other right of ownership already exists and hereby
affirm that he has obtained permission to use such parts from the titular holder(s) of
such rights or from his or their legal representatives. Any cost for which the Contractor
may become liable for such permission shall be paid by him. Save as otherwise
provided for in paragraph (2), the Contractor hereby affirms that he is entitled to
transfer the copyright or other rights of ownership in respect of the subject matter of the
manuscript.

The Agency shall not be required to publish manuscripts or documents supplied in the
performance of the contract. If it is decided not to publish the manuscripts or documents
supplied, the Contractor shall not have them published elsewhere without the prior
written approval of the Agency.

Article 10 — Payments

@
)
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(6)
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Payments shall be made in euros (€).

At the request of the Contractor, the Agency may pay him an advance of up to a
maximum of 40% of the amount due on completion of the contract. Payment of the
advance may be made conditiona upon the furnishing by the Contractor of proof that
he has lodged a deposit with his bank equal to the amount of the advance. The advance
shall be deducted from subsequent payments in such a manner that it is fully recovered
on exhaustion of the funds provided for such payments.

In the event of termination of the contract under Article 7 of these General Terms &
Conditions, no payment shall be due except for services actually rendered up to the date
of termination. In such an event, the amount due shall be calculated after deducting any
payments already made. If the payments made prior to termination exceed the sum
finally due, the Contractor shall repay the additional amount to the Agency within 60
days of receipt of arequest for repayment. If payment is not made within this period,
the sum owed by the Contractor shall start to bear interest at the euro rate applied by the
European Central Bank on the last day of the period allowed for repayment, as
published in the C series of the Official Journal.

Where appropriate, invoices shall be supported by origina documents justifying the
time spent by the Contractor to perform the tasks under the contract.

Reimbursable travel and subsistence expenses shall be paid, where appropriate, on
production of origina supporting documents including receipts, used tickets and
boarding pass.

Payments shall be made within the time limit as specified in Article 3 of the contract
and shall be deemed to have been made on the date on which the Agency’s account is
debited

Where payments depend on approval of a report, the time limit for the payment shall
not begin to run until the report has been approved. The report shall be deemed to have
been approved implicitly once the time allowed for approval has expired without being
suspended by means of aformal document sent by the Agency to the contractor.

On expiry of the time limit for payment the Contractor may claim interest within two
months of receiving the late payment. Interest shall be calculated at the rate applied by
the European Central Bank to its most recent main refinancing operations (“the
reference rate”) plus seven percentage points (“the margin”). The reference rate in
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(10)

force on the first day of the month in which the payment is due shall apply. Such
interest rate is published in the C series of the Official Journa of the European
Communities. Interest shall be payable for the time elapsed between expiry of the
payment deadline and the date of payment. Suspension of payment by the Agency may
not be deemed to congtitute late payment.

However, the Agency may suspend the time limit for payment by informing the
Contractor, at any time during the period referred to under (6), that the payment request
cannot be met, either because the amount is not due or because the appropriate
supporting documents have not been produced. The Agency shall notify the Contractor
accordingly by registered letter with acknowledgement of receipt or equivaent.
Suspension shall take effect from the date of dispatch of the letter. The remainder of the
payment period shall begin to run again from the date when the properly formulated
payment request is first registered.

The Contractor, whose registered office or residence is situated within the territory of
one of the Member countries of the Agency, shall indicate a banking institution on the
territory of the country where his registered office or residence is situated for the
payment of the sums due to him under the contract.

Article 11 — Audits and controls

The Agency and such persons who are authorised for this purpose by the Executive Director
shall be entitled to carry out audits and controls, have access to al books, papers, records and
files kept by the Contractor relating to expenditure incurred in performing the contract during
the contractual period and for a period of five years after such period.

Article 12 - Provisionsrelating to taxation

D
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The amount of VAT shall not be included in the sums due to the Contractor except
when the tasks envisaged with the present contract are not directly exonerated from
VAT under the terms of the tax laws applicable to the Contractor.

The Contractor shall be responsible for complying with the national tax laws applicable
to him in respect of revenue received under the contract with the Agency.

The Contractor shall, at the request of the Agency, make available to the latter all
vouchers which it might require in order, where necessary, to apply for reimbursement
by the fiscal authorities of levies and taxes which have been paid in execution of this
contract, pursuant to Articles 3 and 4 of the Protocol on the Privileges and Immunities
of the European Communities.

Article 13 — Applicable Law and Jurisdiction

D
)

The contract shall be subject to Danish law.

Any dispute between the Agency and the Contractor or any claim by one party against
the other which cannot be settled amicably shall be brought before the Copenhagen
courts exclusively, at the initiative of either party.

Article 14 — Amendments

Any amendment to the contract shall be the subject of an additiona written
agreement. Oral agreements shall not be binding on the contracting parties.
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Call for tender EEA/ADM/03/003 ANNEX VI

CHECKLIST FOR SUBMITTING AN OFFER:

o Auto-declaration on exclusion grounds

o Identification sheet (filled in)

o Inscription in the trade register (copy)

o Inscriptioninthe VAT register (copy)

o Statements of banks (copies) or

o Evidence of professional risk indemnity insurance or

o Presentation of balance sheets or extracts (for 2 years) or
o A statement of the overall turnover

o Samples, descriptions or authentic photographs

o A list of thetechnical bodiesinvolved for quality control and maintenance
o Theoffer (pricesin EUR)

Please remember to indicate clearly for which lot you aretendering!



