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RFP Ref. No.: PRC0003600
Title: Provision of Travel Management Services




Candidates are to complete, date and duly arrange signature of the following documents by an authorised representative:

Section 1:	Declaration on Eligibility
Section 2:	Non-Collusion Declaration
Section 3:	Other Required Information and Documents
	3.1. Cover certification form
	3.2. Consortium declaration
	3.3. Subcontractor commitment letter
Section 4: 	Self-Attestation Form



Involvement of/Reliance on Third Parties 
If the Candidate intends to involve a third party in the supply of the services offered to the ESM the Candidate has to ensure that any such third party is bound by the requirements set forth in this RFP. 
Consortia 
In case of a group of economic operators responding together to this procurement procedure (“Consortium”), Candidate means the Consortium and the Proposal must provide the following: 
a clear description of the proposed Consortium, its organisational hierarchy and structure, the names of all Consortium members and the roles, activities and responsibilities of the Consortium leader and each Consortium member; 
information on whether the Consortium will form a legal entity and if yes, details of the actual or proposed percentage shareholding within such legal entity and other official documents confirming existence of such legal entity. If not, full details of the proposed Consortium arrangement including submission of an executed Consortium agreement. 
Signed declarations available in Annex 2 Section 1 (Declaration on eligibility) and Section 2 (Non-collusion declaration) and Annex 2 Section 3.2 (Consortium declaration) from all Consortium members. 



1.1. [bookmark: _Toc23350094]DECLARATION ON ELIGIBILITY

The undersigned, acting in his/her own name/acting as [a] duly appointed representative(s)[footnoteRef:2] on behalf of [                        ], certify (certifies) the following and will provide the evidence to that effect as specified in the procurement documents (if applicable): [2:  Delete as appropriate.] 

1. The Candidate is not bankrupt or being wound up, subject to administration or in any similar situation provided for in national legislation or regulations.
2. The Candidate is not guilty of grave professional misconduct, which renders its integrity questionable.
3. The Candidate is not in breach of 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 the Candidate resides or is established or where the contract awarded as a result of this procurement process is to be performed.
4. The Candidate is not in breach of applicable environmental, social or labour law obligations established by European Union law, national law, collective agreements or the international social and environmental conventions listed in Annex X to Directive 2014/24/EU of the European Parliament and of the Council, or any other applicable legal obligations.
5. The Candidate has not shown significant or persistent deficiencies in the performance of another contract. 
6. The Candidate or its management, staff or agents are not subject to a conflict of interest.
7. The Candidate has not seriously misrepresented information required by the ESM.
8. The Candidate did not and will not contact other Candidates with the purpose of distorting competition, or try to unduly influence the ESM’s decision-making process.

If any circumstances arise during the course of the procurement process which may affect the above, the Candidate must inform the ESM thereof without undue delay.

The Candidate may submit evidence to demonstrate its eligibility despite the existence of grounds for exclusion. The ESM may, in its sole discretion, decide whether such evidence is satisfactory. 

The Candidate declares also that:
1. The Candidate has the economic, financial and operational capacity (technical, management) to carry out the proposed work and tasks.
2. The Candidate has approved financial statements for the last three financial years, if a legal entity.

By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________




[bookmark: _Toc23350096]2.1. NON-COLLUSION DECLARATION
[bookmark: bmkStart]The undersigned, acting in his/her own name/as [a] duly appointed representative(s)[footnoteRef:3] of  [3:  Delete as appropriate.] 

[                                                          ] declare(s) the following:
I refer to the RFP Ref. No.: PRC0003600, launched by the ESM in relation to which the Candidate has submitted a Proposal.
In relation to the RFP Ref. No.: PRC0003600, the Candidate has not breached any applicable provisions of competition law or other applicable laws. In particular, the Candidate has prepared the Proposal completely independently and certifies that it has not and will not divulge, discuss or compare its Proposal with other Candidates participating in this procurement process and has not and will not contact or collude with such other Candidates with the purpose of distorting competition. The Candidate will take all appropriate and necessary measures to ensure that its subcontractors or other third parties involved respect the same rules and principles. 
The Candidate is not aware of any elements that could influence competition between the different Candidates participating in this procurement process. If the Candidate becomes aware of any such elements it will immediately and in writing disclose such elements to the ESM.

By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________




[bookmark: _Toc453686682]

[bookmark: _Toc23350099]3.1. COVER CERTIFICATION FORM

[bookmark: _Toc84407598]Submitted in Response to RFP Ref No.:  

I, the undersigned, acting acting as a duly appointed representative on behalf of [                                                ] certify that this Proposal is made without prior understanding, agreement, or connection with any other person(s) or company(ies) submitting a Proposal in this procurement process and is in all aspects fair and without collusion or fraud. I certify that I am authorised to sign this Proposal on behalf of the Candidate. 

I further certify that: 
· The submission of this Proposal is deemed as acceptance of all the terms and conditions of this RFP.
· The content of this Cover Certification Form, the Declaration on Exclusion Criteria, Economic, Financial and Operational Capacity and the Absence of Conflict of Interest, the Non-Collusion Declaration and the Proposal are true, accurate and complete. 
· When providing an attestation/confirmation in my responses and justifications to the Selection criteria such responses and justifications are true, accurate and complete. 

	Required Information
	Response of Candidate

	Exact legal name:
	

	Legal type (e.g. private limited liability company):
	

	City, Country:	
	

	Nationality or Head Office Location:
	

	Registered office address:
	

	In case of Consortium: please include legal names of all members:
	

	In case of Key Subcontractors[footnoteRef:4]: please include legal names of all Key Subcontractors [4:  Key Subcontractor: subcontractor who will play a significant role in delivering the services offered to the ESM] 

	

	Name of the authorised contact person for matters pertaining to this RFP
	

	E-mail:
	

	Name and title of representative(s) signing the Proposal on behalf of the Candidate:
	



By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________




3.2. CONSORTIUM DECLARATION
I, the undersigned, acting as a duly appointed representative on behalf of [                                          ] hereby agree to the following:
1) To submit a joint Proposal as a member of a group of economic operators responding together to this procurement procedure (“Consortium”), constituted by [                                                         ] (“Consortium members”), and led by [                                 ] (“Consortium leader”), in accordance with the conditions specified in the procurement documents relating to the above referenced procurement procedure. 
2) If the ESM awards the contract resulting from this procurement procedure to the Consortium on the basis of the joint Proposal, all Consortium members shall be considered parties to the contract in accordance with the following conditions:
(a) All Consortium members shall be jointly and severally liable towards the ESM for the performance of the contract.
(b) All Consortium members shall comply with the terms and conditions of the contract and ensure the proper delivery of their respective share of the services and/or supplies subject to the contract.
3) Payments by the ESM related to the services and/or supplies subject to the Contract shall be made through the bank account of the Consortium leader.
4) The Consortium members grant to the Consortium leader all the necessary powers to act on their behalf in the submission of the Proposal and the conclusion of the Contract, including: 
(a) The Consortium leader shall submit the proposal on behalf of all Consortium members including all relevant questions, clarification requests, notifications, etc., that may be received during the evaluation, award and until the contract signature. 
(b) The Consortium leader shall sign any contractual documents — including the Contract and amendments thereto — and issue any invoices related to the performance of the contract on behalf of all Consortium members.
(c) The Consortium leader shall act as a single contact point with the ESM in the delivery of the services and/or supplies subject to the Contract. It shall co-ordinate the delivery of the services and/or supplies by the Consortium to the ESM and shall ensure the proper administration of the Contract.
This declaration shall expire when all contractual obligations of the Consortium under the Contract have ceased to exist. Any changes to or early termination of this declaration require the upfront written consent of the ESM. 

By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________




3.3. SUBCONTRACTOR COMMITMENT LETTER

I, the undersigned, acting as a duly appointed representative on behalf of [                                                ] hereby confirm that we agree to participate as subcontractor of [                                             ] (“Candidate”) and thus collaborate with the Candidate with the purpose of the procurement procedure referenced above. 
In the event that the Proposal of the Candidate is successful, we will make available the resources necessary for performance of the Contract as a subcontractor and will carry out the services that will be subcontracted to us in compliance with the terms of the Contract. I further declare that I am not aware of any conflict of interests which may negatively affect the procurement procedure or performance of the Contract.
By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________
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Section 4: SELF-ATTESTATION FORM

(Candidates must complete all sections of this attestation and tick all applicable checkboxes (☒) to confirm compliance with the mandatory requirements). 

The undersigned, acting in his/her own name / as a duly appointed representative of:
[                                                             ]
hereby declares, for the purposes of the procurement procedure referenced above, that the Candidate satisfies the selection criteria set out in the procurement documents and will provide supporting evidence upon request by the ESM.


A. Technical and Professional Ability

1. The Candidate further confirms that the Travel Service Provider shall provide an ESM Service Delivery Team of up to three (3) named Agents who:

☐ have a minimum of five (5) years’ experience in corporate travel management services.
☐ have professional proficiency in English (written and spoken).
☐ have experience in managing international travel programmes of comparable in nature to the requirements described in the Terms of Reference (Annex 1).
☐ have experience with travel originating from Luxembourg or comparable European markets, including regional providers and negotiated rates.

2. The Candidate confirms that can appoint an Account Manager who
☐ has a minimum of three (3) years’ experience as an Account Manager 
☐ has experience in managing corporate travel programmes with a similar profile to the ESM,  
☐ has a professional proficiency in English (written and spoken).

Proposed ESM Service Delivery Team

	Agent
	Proposed Role
	Years of Experience

	Agent 1
	
	

	Agent 2
	
	

	Agent 3
	
	




Attached CVs / Resumes (for proposed agents only):
☐ CV of Agent 1 attached
☐ CV of Agent 2 attached
☐ CV of Agent 3 attached


B. Proposed Account Manager

	Name
	Role (Primary/Backup)
	Years of Experience

	
	
	



Attached CV / Resume:
☐ CV of the proposed Account Manager attached


C. Comparable Corporate Client Portfolio

☐ The Candidate confirms that it currently provides or has provided during the last five (5) years travel management services to at least three (3) corporate, institutional, public sector or international organisation clients with travel management requirements comparable in nature to those described in the Terms of Reference (Annex 1)

The Candidate further confirms experience with clients requiring:
☐ international travel arrangements.
☐ complex itineraries.
☐ VIP or executive travel support.
☐ negotiated rates.
☐ reporting obligations and policy-based travel management.

	Client Organisation
	Short Description of Services Provided
	Duration of Engagement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The Candidate further confirms that the above reference contracts relate to:
☐ organisations with a travel pattern profile comparable in nature to those described in the Terms of Reference (Annex 1) and/or
☐ EU institutions or other international/financial organisations

D. Operational and Technical Capacity to Perform the Contract

The Candidate confirms that it has the operational and technical capacity to perform the Contract in accordance with all the requirements set out in Annex 1 (Terms of Reference).
The Candidate further confirms that it has the capability to provide visa and travel documentation services:
☐ directly by the Candidate
☐ through a subcontractor based in Luxembourg or the neighbouring countries.
☐ Where such services are not provided directly by the Candidate, the Candidate further confirms that the third-party provider is already identified and contractually engaged or otherwise formally committed at the time of tender submission.

E. Authorisation and Suitability to Carry Out Professional Activity
The Candidate confirms that:
☐ It has the legal capacity to perform the Contract.
☐ It is duly enrolled in the relevant trade or professional register of its country of establishment.
	Registered Name
	Registration Number
	Country

	
	
	



     F. Final Declaration
The undersigned certifies that the information provided in this Self-Attestation Form is true, accurate and complete.
The Candidate acknowledges that the ESM may verify the information provided and may request supporting documentary evidence at any time during the procurement procedure.
If any circumstances arise that may affect the above declarations, the Candidate shall inform the ESM without undue delay.

      By:	Signature	_______________________________
	Name and Title (Typed)	_______________________________
	Place and Date	_______________________________
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