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Tirana, 20 July 2026

INVITATION TO TENDER
“Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania”

This is an invitation to tender for the above-referenced service contract. Please find enclosed the following documents, which constitute the Tender Dossier:

    Table of Contents
	Content
	Page

	INVITATION TO TENDER
	1

	A. Service Contract Notice
	2

	B. Instructions to Tenderers
	4

	C. Draft Service Contract
	7

	D. Terms of Reference
	12

	E. List of Required Documents
	14

	Annex I – Service Tender Submission Form
	15

	Annex II – Tenderer’s Statement
	16

	Annex III – Declaration on Honour on Exclusion Criteria
	17

	Annex IV – Financial Offer Form
	18



We look forward to receiving your tender, which must be sent no later than the submission deadline at the email address specified in the instructions to tenderers. 








A: SERVICE CONTRACT NOTICE
Contract title: Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania.
Contract description: Provision of cleaning services for the premises of the Regional Youth Cooperation Office (RYCO) Head Office located at Rruga “Skenderbej”, No. 8, Tirana, Albania as further described in the Terms of Reference.
Contracting Authority: Regional Youth Cooperation Office (RYCO).

CONDITIONS OF PARTICIPATION
Eligibility: Participation in this tender procedure is open on equal terms to all legal entities duly registered in Albania and authorized to perform the activity subject to this contract. 
Number of tenders: No more than one tender can be submitted by a tenderer. If a tenderer submits more than one tender, all tenders in which that tenderer has participated will be excluded.
Qualification: Upon meeting the selection criteria.
Sub-contracting: Sub-contracting is not allowed.
Grounds for exclusion: As part of the tender, tenderers must submit a signed declaration, included in the tender form, to the effect that they are not in any of the exclusion situations listed.

PROVISIONAL TIMETABLE
Expected commencement date of the contract: August 2026.
Contract duration: The contract shall enter into force on the date of the last signature by the Parties and shall remain valid for a period of twelve (12) months from that date.

SELECTION AND AWARD CRITERIA
[bookmark: _Hlk74080097]Selection criteria
The following selection criteria will be applied:

Professional suitability
The tenderer must be a duly registered and authorized legal entity for carrying out the type of activity subject to this procurement procedure in Albania.

Documentary evidence required:
Extract from the Commercial Register.

Technical and professional capacity
· The tenderer must have at least three (3) years of proven professional experience in the provision of cleaning services.
· The tenderer shall demonstrate that it possesses sufficient human resources to ensure the continuous and uninterrupted provision of the required cleaning services throughout the duration of the contract by having at least four (4) cleaning personnel employed at the time of tender submission. This minimum staffing requirement is intended to ensure the availability of replacement personnel and continuity of service during absences, annual leave, illness, or other unforeseen circumstances.
· The tenderer shall demonstrate compliance with applicable social security and health insurance obligations in respect of its cleaning personnel.

Documentary evidence required:
· The tenderer shall provide a company profile including general information about the company, years of relevant experience in cleaning services, an overview of its organizational and staffing capacity relevant to the contract (including the number and names of cleaning personnel), a list of clients, and any other information relevant to the contract.
· The tenderer shall provide at least two (2) reference letters, completion certificates, or other equivalent evidence issued by clients for cleaning services performed within the last three (3) years in similar organizations or comparable premises. Such evidence shall include the client's name and signature, description of services, period of performance, and contact details for verification.
· The tenderer shall provide evidence of payment of social security and health insurance contributions for the cleaning personnel for the most recent contribution period for which payment has become due in accordance with the applicable legislation. 

Economic and financial capacity 
· The tenderer must be financially sound and stable and must have an average annual turnover over the last three (3) financial years of not less than EUR 30 000 (thirty thousand).

Documentary evidence required:
Evidence of the company's annual turnover for the last three (3) financial years.

Award criteria: Lowest price among compliant tenderers.
Tender validity: The tender shall remain valid for 60 calendar days from the deadline for submission of tenders.

Legal basis:  
· Statute of the Regional Youth Cooperation Office
· RYCO’s Rules and Operational Guidelines on Procurement Procedure




B. INSTRUCTIONS TO TENDERERS
When submitting their tenders, tenderers must comply with all instructions, forms, Terms of Reference, annexes, draft contract provisions, and specifications included in this tender dossier. Tenders must be completed and submitted within the above specified deadline. Failure to comply with these requirements may result in the rejection of the tender.
[bookmark: _Ref499723935]Timetable
	ACTION
	DEADLINE
	TIME*

	Clarification Request Deadline
	7 days before the deadline for submission of tenders
	

	Clarification Issuance Deadline
	3 days before the deadline for submission of tenders
	

	Tender Submission Deadline
	31 July 2026
	17:00

	Clarifications and Submission Address
	
procurement@rycowb.org



* Time shown is in the time zone of the Contracting Authority.
Submission of Tenders
Tenders shall be submitted in English, specifying the contract title in the email subject, and shall include all documents required under Part E – List of Required Documents. Tenders submitted after the deadline or by any means other than those specified in this Tender Dossier will not be considered.
By submitting a tender, the tenderer agrees to receive notifications related to this procedure by electronic means. Such notifications shall be deemed received on the date they are sent to the electronic address provided in the tender.
Operational language 
All written communications, offers, correspondence, and documents related to this tender procedure and the contract must be in English. Supporting documents, part of the tender submission may be in another language, provided they are accompanied by an English translation.
Clarifications 
Tenderers may submit requests for clarification, indicating the title of the procedure, to the address specified in the procurement timetable by the deadline indicated therein. The Contracting Authority has no obligation to respond to requests received after that deadline. Any clarifications by the Contracting Authority will be issued in accordance with the procurement timetable.
[bookmark: _Ref499615030]Modification or Withdrawal of Tenders
Tenderers may alter or withdraw their tenders by electronic notification sent to the address specified in the procurement timetable prior to the deadline for submission of tenders. No tender may be altered or withdrawn after that deadline.
Evaluation of tenders
The evaluation of tenders shall be carried out in three stages: administrative conformity, qualification assessment, and financial evaluation.
Administrative conformity    
RYCO shall verify that the tenders have been submitted in accordance with the requirements of the Tender Dossier and that all required documents and declarations have been duly completed and submitted. Compliance with the exclusion criteria shall also be assessed at this stage. Tenders that do not fulfil the administrative requirements may be rejected.
Qualification assessment
For tenders that meet the administrative requirements, RYCO shall assess the eligibility of the tenderers and their compliance with the selection criteria on the basis of the required documentary evidence. Tenders that do not comply with the eligibility or selection criteria shall be rejected.
Financial evaluation
The financial offers of qualified tenderers shall be evaluated in accordance with the award criterion specified in the Contract Notice. For the purpose of financial evaluation, prices shall be compared exclusive of VAT in order to ensure equal treatment of tenderers regardless of their VAT status
 The contract shall be awarded to the qualified tenderer offering the lowest price. The Contracting Authority reserves the right not to award the contract and/or cancel the procurement procedure if the financial offers received exceed the available budget.
Abnormally low offers
Where a financial offer appears to be abnormally low in relation to the services to be provided, RYCO reserves the right to request written clarification on the elements of the offer it considers relevant. Where the explanation provided does not satisfactorily justify the price offered, RYCO may reject the tender.
Clarification of tenders
RYCO may request clarification of information on documents already submitted as part of the tender, provided that such clarification does not result in the submission of missing documents, the modification of the tender, or the correction of deficiencies that would render an otherwise non-compliant tender compliant.
Confidentiality
The entire evaluation procedure is confidential, subject to the Contracting Authority's legislation on access to documents. The Evaluation Committee's decisions are collective, and its deliberations are held in closed session. Evaluation reports and written records are for official use only and may not be communicated to the tenderers.
Ethics clauses  
a. Absence of conflict of interest
The tenderer must not be affected by any conflict of interest or have any equivalent relationship with other tenderers or parties involved in the project. Any attempt to obtain confidential information, enter into unlawful agreements with competitors, or influence the Evaluation Committee or the Contracting Authority during the procurement procedure shall lead to the rejection of the tender.
b. Respect for human rights, environmental legislation and core labour standards
The tenderer and its staff shall comply with applicable human rights, data protection, environmental and labour legislation, including core International Labour Organisation (ILO) standards.
c. Unusual commercial expenses 
Tenders may be rejected, or contracts terminated, if the award or execution of the contract gives rise to unusual commercial expenses, including commissions not disclosed in the contract.
d. Breach of obligations, irregularities or fraud
The Contracting Authority reserves the right to suspend or cancel the procurement procedure, or refrain from concluding the contract, where breach of obligations, irregularities or fraud are identified.
e. Anti-corruption and anti-bribery 
The tenderer shall comply with all applicable anti-bribery and anti-corruption laws and regulations. The Contracting Authority reserves the right to suspend or cancel the procurement procedure, or terminate the contract, where corrupt practices are identified.
Notification of award and contract signature  
The successful tenderer shall be notified of the award decision by electronic means. At the same time, the other tenderers shall be informed of the outcome of the procedure and the reasons why their tenders were not selected.
Following the notification of award, the Contracting Authority shall send the contract to the successful tenderer for signature. The successful tenderer shall countersign and return the contract within five (5) calendar days from receipt.
Failure to return the signed contract within this deadline, unless duly justified and accepted by the Contracting Authority, may be considered as a refusal to conclude the contract. In such case, the Contracting Authority reserves the right to withdraw the award decision and either award the contract to the next-ranked tenderer or cancel the procurement procedure.
Cancellation of the tender procedure
The Contracting Authority reserves the right to cancel the tender procedure at any stage and shall inform all tenderers accordingly.
The procedure may be cancelled where:
· no suitable or admissible tender is received;
· there are substantial changes to the technical, operational or financial requirements;
· exceptional circumstances or force majeure prevent the implementation of the contract;
· all acceptable tenders exceed the available budget;
· breach of obligations, irregularities or fraud have affected the procedure;
· the Tender Dossier contains significant errors or deficiencies;
· the award would not comply with the principles of sound financial management, including economy, efficiency and effectiveness.

The Contracting Authority shall not be liable for any costs or damages incurred by tenderers as a result of the cancellation of the procedure. The publication of this Tender Dossier does not commit the Contracting Authority to award a contract.
Complaints
Tenderers who consider that they have been harmed by an error, irregularity or maladministration in the procurement procedure may submit a complaint electronically to the address specified in the procurement timetable within three (3) working days from notification of the contract award decision. The Contracting Authority shall respond by electronic means within two (2) working days of receipt of the complaint.      



C. DRAFT SERVICE CONTRACT
“Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania”
This service contract (the "Contract") is concluded on [insert date] by and between:
The Regional Youth Cooperation Office (RYCO), duly established and organised under the applicable legal framework, with registration number L71911452J, having its registered address and Head Office at Rruga "Skenderbej", 8/2/2, Tirana, Albania, legally represented by its Secretary General, Mr. Vladimir Obradović, hereinafter referred to as the "Contracting Authority" or "RYCO",
on the one part,
and
[insert company name], a company incorporated and existing under the laws of Albania, having its registered office at [address], registered under unique registration number [registration number], represented for the purpose of signing this Contract by [full name of legal representative], [position/title], hereinafter referred to as the "Service Provider",
on the other part,
Hereinafter referred to individually as a "Party" and collectively as the "Parties".
Article 1
Subject of the Contract
The subject of this Contract is the provision of cleaning services by the Service Provider for the RYCO Head Office premises located at Rruga "Skenderbej", No. 8, Tirana, Albania.
The Service Provider shall perform the Services in accordance with the conditions set out in this Contract and in strict accordance with the Terms of Reference, which form an integral part of this Contract.
Article 2
Term of the Contract
This Contract shall enter into force on the date of the last signature by the Parties and shall remain in force for a period of twelve (12) months from that date.
The Services shall not commence before the entry into force of this Contract.
Article 3
Rights and Obligations of the Service Provider
The Service Provider shall ensure the timely and uninterrupted provision of the Services in accordance with the operational requirements and work schedule set out in the Terms of Reference.
The Service Provider shall ensure the availability of suitable replacement personnel in the event of absence, annual leave, illness, resignation, or any other circumstance affecting the personnel assigned to the performance of the Services. Replacement personnel shall be provided no later than the next working day in order to ensure the continuous and uninterrupted provision of the Services.
The Service Provider shall provide, at its own cost, all personnel, equipment, materials, consumables, and cleaning supplies necessary for the proper performance of the Services, in accordance with the Terms of Reference.
The Service Provider shall use with due care any equipment or materials made available by RYCO for the performance of the Services.
The Service Provider shall be liable for any damage caused to RYCO or third parties resulting from its negligence, misconduct, or failure to properly perform the Services under this Contract.
The Service Provider shall perform the Services under this Contract as an independent contractor and not as an employee, partner, or agent of RYCO.
The Service Provider shall have sole responsibility for the personnel engaged in the performance of the Services under this Contract, including the payment of salaries, taxes, social security contributions, insurance, and any other employment-related obligations.
The Service Provider shall ensure that the personnel engaged in the performance of the Services observe the official and public holidays observed by RYCO staff.
The Service Provider shall promptly inform RYCO of any circumstance that may affect its ability to perform the Services in accordance with this Contract.
Article 4
Rights and Obligations of RYCO
RYCO shall:
a) provide the necessary cooperation and support required for the proper performance of the Services;
b) monitor the performance and quality of the Services and communicate with the Service Provider on a regular basis regarding any feedback or matters relevant to their implementation;
c) provide access to the premises as reasonably required for the performance of the Services; and
d) make payments in accordance with the terms of this Contract.
Article 5
Contract Price and Payment Terms
For the provision of the Services under this Contract, RYCO shall pay the Service Provider a monthly fee of EUR [amount in figures] ([amount in words]), inclusive of VAT, where applicable.
For the purpose of payment, the Service Provider shall submit a monthly invoice accompanied by the timesheet for the respective month and a brief indication of the cleaning materials and consumables supplied during the period. Payment shall be subject to confirmation by the Contract Manager that the Services have been satisfactorily performed.

RYCO shall execute payment of the monthly fee within thirty (30) calendar days following receipt and acceptance of the respective invoice and accompanying documentation.
RYCO shall execute payments in EUR to the bank account designated by the Service Provider and set out below:
	Bank details
	Information

	Bank account holder name
	[insert designation of the bank account holder]

	Bank name
	[insert designation of the bank]

	Bank address
	[insert address of the bank]

	IBAN/Account number
	[insert IBAN/account number]

	SWIFT/BIC
	[insert SWIFT/BIC code]

	Currency
	EUR




Article 6
Confidentiality
The Service Provider shall ensure that any information obtained in the course of performing the Services is treated as confidential and is not disclosed to third parties without the prior written consent of RYCO, unless required by law.
The Service Provider shall ensure that its personnel do not access, use, copy, remove, or disclose any documents, information, or personal data encountered in the course of performing the Services, except to the extent strictly necessary for the performance of their duties.
The Service Provider shall ensure that its personnel comply with the obligations set out in this Article.
These obligations shall remain in force after the expiry or termination of this Contract.
Article 7
Amendment of the Contract
Any amendment to this Contract shall be made in writing and signed by both Parties.
Amendments may be introduced where justified by objective circumstances, including changes in applicable legislation, or other duly justified grounds that do not alter the subject matter, scope of services, contract price, duration, or other essential conditions of this Contract in a manner that would substantially affect the outcome of the procurement procedure on the basis of which this Contract was awarded.
Any amendment shall comply with the applicable procurement rules in force at the time of the amendment.
Article 8
Termination of the Contract
RYCO may terminate this Contract where the Service Provider fails to perform the Services in accordance with this Contract, including where it repeatedly fails to meet the required service standards or to remedy identified deficiencies after having received one or more written notices from RYCO requiring corrective action, commits serious breaches of its contractual obligations, or has committed fraud, corruption, or serious irregularities in connection with the performance of the Contract.
Before terminating the Contract, RYCO shall notify the Service Provider in writing of the grounds for termination and provide it with an opportunity to submit observations within ten (10) calendar days of receipt of the notification. If the observations submitted by the Service Provider are not accepted, RYCO shall notify the Service Provider in writing of its decision to terminate the Contract.
The Service Provider may terminate this Contract by giving RYCO thirty (30) calendar days' prior written notice, stating the reasons for termination.
Termination of the Contract shall not affect any rights or obligations accrued prior to the effective date of termination.
RYCO shall pay for Services satisfactorily performed up to the effective date of termination.
Article 9
Taxes and Statutory Obligations
The Service Provider shall be solely responsible for complying with all applicable tax, social security, and other statutory obligations arising from the performance of this Contract, in accordance with the legislation applicable in Albania.


Article 10
Assignment and Subcontracting
The Service Provider shall not assign, transfer, or subcontract this Contract, in whole or in part.
Any attempt to assign, transfer, or subcontract this Contract shall constitute grounds for termination of the Contract.
Article 11
Status and Use of RYCO's Name
Nothing in this Contract shall be construed as a waiver of the privileges and immunities enjoyed by RYCO as an intergovernmental organization.
The Service Provider shall not use the name, logo, or other identifying marks of RYCO without the prior written approval of RYCO.
Article 12
Severability
If any provision of this Contract is found to be invalid, illegal, or unenforceable, such provision shall be deemed severed from this Contract and shall not affect the validity or enforceability of the remaining provisions, which shall remain in full force and effect.
Article 13
Force Majeure
Neither Party shall be liable for any delay or failure in the performance of its obligations under this Contract if such delay or failure is caused by an event of Force Majeure beyond its reasonable control and which could not reasonably have been foreseen or avoided.
The Party affected by the Force Majeure event shall notify the other Party in writing without undue delay and shall take all reasonable measures to minimise its effects and resume performance of its obligations as soon as possible.
Article 14
Contract Management and Communication
The implementation and day-to-day management of this Contract shall be coordinated through the Contract Manager appointed by RYCO and the focal point designated by the Service Provider.
Each Party shall promptly notify the other Party in writing of any change to its designated representative, contact details, legal representation, or any other circumstance that may affect the implementation of this Contract.
The language of all written correspondence relating to this Contract shall be English.
All communications relating to the performance, monitoring, and administration of this Contract shall be conducted through the persons designated below:
	RYCO
	Service Provider

	Contract Manager
	Focal Point

	Name: [insert name]
	Name: [insert name]

	Email: [insert email address]
	Email: [insert email address]

	Phone Number: [insert phone number]
	Phone Number: [insert phone number]



Article 15
Applicable Law and Dispute Settlement
This Contract shall be governed by and construed in accordance with the laws of Albania.
Any dispute, controversy, or claim arising out of or in connection with this Contract, including its interpretation, performance, breach, termination, or validity, shall be settled amicably through negotiations between the Parties.
If the Parties fail to reach an amicable settlement within thirty (30) calendar days from the commencement of such negotiations, either Party may refer the dispute to the competent court in Albania.
Article 16
Entire Agreement
This Contract constitutes the entire agreement between the Parties with respect to its subject matter and supersedes all prior negotiations, representations, agreements, and understandings, whether written or oral.
Article 17
Contract Documents
The following documents form an integral part of this Contract:
a) Terms of Reference; and
b) Financial Offer.
Article 18
Final Provisions
The Service Provider acknowledges that this Contract was awarded on the basis of its tender submission. The information, declarations, representations and commitments submitted as part of the tender procedure, including the Tenderer's Statement and Declaration on Honour, shall be deemed an integral basis of this Contract, remain true and valid throughout its execution, and the Service Provider shall promptly notify the Contracting Authority of any change thereto.
By signing this Contract, the Parties confirm that they have read, understood, and accepted all its terms and conditions.
This Contract is executed in English in three (3) original counterparts, two (2) for RYCO and one (1) for the Service Provider.

	For the Contracting Authority
	For the Service Provider

	Regional Youth Cooperation Office
	[insert company name]

	Secretary General
	[insert title of legal representative]

	Vladimir Obradović
	Mr./Ms. [insert name and surname]

	Signature: _______________________
	Signature: __________________________

	Date: __________________________
	Date: __________________________




D: TERMS OF REFERENCE
“Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania”
Work base: RYCO Head Office at rruga “Skenderbej”, no. 8, in Tirana, Albania  
Expected duration of the contract: The contract shall enter into force on the date of the last signature by the Parties and shall remain valid for a period of twelve (12) months from that date.
Provisional commencement date of the contract: August 2026
Contracting Authority: Regional Youth Cooperation Office (RYCO)
Website: www.rycowb.org
Scope of work 
RYCO requires the effective provision of cleaning services for its premises with a staff of approximately 25 people.  
The services shall be provided through two part-time cleaning personnel for premises located on three floors of the same building as indicated below:
	Office
	Total area
	Apartment area
	Balcony area

	Office 1
	231 m2
	187 m2
	44 m2

	Office 2
	179 m2
	137 m2
	42 m2

	Office 3
	280 m2
	218.5 m2
	61.5 m2


Tasks 
The object of the Contract shall include the following tasks:  
	1
	Cleaning of internal office space in all three floors
	Daily
	Floors, carpets, chairs, desks, devices (printers, scanners, etc.).

	
	
	Weekly
	Doors and glass doors partitions, TV monitors and stands, shelves, water plants.

	2
	Cleaning of the kitchenettes
	Daily
	Floors, dishes, sinks, coffee machines, fruit juicers, tables, chairs, waste bins, soap, washing-up liquid refilled; kitchen paper towels replenished.

	
	
	Weekly
	Refrigerators cleaned; cupboards emptied/cleaned.

	3
	Cleaning of meeting rooms
	Daily
	Mopping floors, empty waste bins, arranging tables and chairs orderly and suitably, equipping meeting table and leadership desks with glasses and fresh bottled water.

	4
	Cleaning of all restrooms and their fixtures
	Daily
	Mopping floors, cleaning and disinfecting sanitary fixtures and replenishing consumables, including toilet paper, paper towels, liquid soap, toilet disinfectant, air fresheners, and other necessary supplies.

	5
	Daily cleaning of the balconies
	Daily
	Mopping floors, cleaning tabletops and chairs.

	6
	General cleaning
	Once per month
	Including internal and external cleaning of windows, heaters, doors, couches and sofas. The monthly general cleaning may, where necessary, be carried out on weekends in coordination with RYCO.

	7
	Other
	Quarterly
	Professional cleaning of couches, sofas and carpets.


 
Supplies and equipment 
The service provider shall provide, monthly, all equipment and cleaning supplies necessary for the proper execution of the services. This includes, but is not limited to, supplies for cleaning toilets, kitchenettes, and desks, such as toilet paper, paper towels, kitchen towels, liquid soap, detergents for kitchenettes and toilets, floor-cleaning solutions, buckets, plastic brooms, mops, dustpans, bin bags, window-cleaning products, and air fresheners.
Work schedule  
The Service Provider shall deploy two part-time cleaning personnel from Monday to Friday, providing a combined total of eight (8) person-hours per working day as follows:
· One cleaner shall provide four (4) hours of service during the morning shift; and
· One cleaner shall provide four (4) hours of service during the afternoon shift.
The exact starting and finishing times shall be agreed with the Contract Manager before the commencement of services.
During official visits or other operational needs, the distribution of the eight person-hours may be adjusted with RYCO’s prior approval, provided that the total daily service is not reduced, the agreed monthly fee is not increased, and all applicable labour requirements are respected.
Indicative budget and payment modality 
[bookmark: _Int_q5EBAMsy]The selected service provider will be invited to enter into a service contract with the Regional Youth Cooperation Office (RYCO). The rights and obligations of the Parties shall be governed by the draft contract forming part of this Tender Dossier. The contract shall be denominated in euros, with payments made in monthly installments. For the purpose of payment, the Service Provider shall submit a monthly invoice accompanied by the timesheet for the respective month and a brief indication of the cleaning materials and consumables supplied during the period. Payment shall be subject to confirmation by the Contract Manager that the Services have been satisfactorily performed.
   


E: LIST OF REQUIRED DOCUMENTS
 As part of their tender submission, all legal entities participating in this tender are required to include the following documents:
1. Tender submission form according to the template given in ANNEX I.  
2. Tenderer statement according to the template given in Annex II. 
3. Declaration on honour on exclusion criteria according to the template given in ANNEX III. 
4. Financial offer form according to the template given in ANNEX IV.
5. Extract from the Commercial Register.
6. Company profile including general information about the company, years of relevant experience in cleaning services, an overview of its organizational and staffing capacity relevant to the contract (including the number and names of cleaning personnel), a list of clients, and any other information relevant to the contract.
7. At least two (2) reference letters, completion certificates, or other equivalent evidence issued by clients for cleaning services performed within the last three (3) years in similar organizations or comparable premises. Such evidence shall include the client's name and signature, description of services, period of performance, and contact details for verification.
8. Evidence of payment of social security and health insurance contributions for the cleaning personnel for the most recent contribution period for which payment has become due in accordance with the applicable legislation.
9. Evidence of the company's annual turnover for the last three (3) financial years.

The required forms are to be completed, signed and stamped by the tenderers.
Detailed instructions for the submission of tender documents are provided in the instructions to tenderers.
Note: Tenderers are reminded that the provision of false information in this tender procedure may lead to the rejection of their tender. In any case the Contracting Authority has the right to investigate and request further evidence from the Economic Operator if it has reasonable ground to doubt the accuracy of such information.






















ANNEX I
SERVICE TENDER SUBMISSION FORM
Contract title: “Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania”
To: Regional Youth Cooperation Office (RYCO)
Please submit one signed and stamped tender, including a completed and signed Tenderer's Statement and Declaration on Honour on Exclusion Criteria. All information contained in this submission must relate exclusively to the legal entity submitting the tender.

1. SUBMITTED BY:  
	Insert: Full official name of the tenderer  
	 

	State the official legal form of the tenderer
	

	Insert: Name of the representative of the tenderer
	

	Insert: Full official address of the tenderer
	



2. CONTACT PERSON (for this tender)
	Name
	

	Address
	

	Telephone
	

	email 
	



	Name of the representative
	

	Signature and stamp
	

	Date
	




ANNEX II
TENDERER’S STATEMENT
The undersigned, hereby declares that:
1. The tenderer has examined and accepts the contents of the Tender Dossier without reservation.
2. The tenderer offers to provide the services in accordance with the Terms of Reference and all conditions set out in the Tender Dossier.
3. The tenderer agrees that its tender shall remain valid and binding for a period of sixty (60) calendar days from the deadline for submission of tenders.
4. The tenderer acknowledges that, if selected for contract award, it shall countersign and return the contract within five (5) calendar days from receipt of the contract for signature, as specified in the Tender Dossier.
5. The tenderer acknowledges that failure to return the signed contract within the prescribed period, without duly justified reasons accepted by the Contracting Authority, may result in withdrawal of the award decision and award of the contract to the next-ranked tenderer or cancellation of the procurement procedure.
6. The tenderer has no conflict of interest in relation to this tender procedure and has not participated in its preparation.
7. The tenderer shall immediately inform the Contracting Authority of any change affecting the above declarations.
8. The tenderer acknowledges that any false or misleading information may result in exclusion from the procedure or termination of the contract, where applicable.

	Name of the representative
	

	Signature and stamp
	

	Date
	


ANNEX III
DECLARATION ON HONOUR ON EXCLUSION CRITERIA
The undersigned hereby declares that the tenderer is not in any of the exclusion situations listed below:
SITUATION OF EXCLUSION
it is bankrupt, subject to insolvency or winding-up procedures, where its assets are being administered by a liquidator or by a court, where it is in an arrangement with creditors, where its business activities are suspended, or where it is in any analogous situation arising from a similar procedure provided for under national laws or regulations;
it has been established by a final judgment or a final administrative decision that the economic operator is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the applicable law;
it has been established by a final judgment or a final administrative decision that the economic operator is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the economic operator belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibility where such conduct denotes a wrongful intent or gross negligence, including, in particular, any of the following:
· fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of  a contract;
· entering into agreement with other economic operators with the aim of distorting competition;
· violating intellectual property rights;
· attempting to influence the decision-making process of the Contracting Authority during the procurement procedure;
· attempting to obtain confidential information that may confer upon it undue advantages in the procurement procedure;
it has been established by a final judgment that the economic operator is guilty of any of the following: i) fraud; ii) corruption; iii) conduct related to a criminal organization; iv) money laundering or terrorist financing; v) terrorist-related offences or offences linked to terrorist activities; vi) child labour or other forms of trafficking in human beings; 
The economic operator has shown significant or persistent deficiencies in complying with main obligations in the performance of a contract; 
It has been established by a final judgment or final administrative decision that the person or entity has created an entity under a different jurisdiction with the intent to circumvent fiscal, social or any other legal obligations of mandatory application in the jurisdiction of its registered office, central administration or principal place of business
Has misrepresented the information required by RYCO as a condition for participating in the procedure or has failed to supply that information;
Was previously involved in the preparation of procurement documents used in the award procedure where this entails a breach of the principle of equality of treatment, including distortion of competition that cannot be remedied otherwise.

	Name of the representative 
	

	Signature and stamp
	

	Date
	




ANNEX IV
FINANCIAL OFFER FORM
Contract title: “Cleaning Services for the Regional Youth Cooperation Office (RYCO), Head Office in Tirana, Albania”
	Description
	Amount in figures and in words stated in Euro

	Total monthly price including cleaning materials and consumables, exclusive of VAT
	 

	Applicable VAT (if any)
	

	Total monthly price, inclusive of VAT, cleaning materials and consumables
	 



Tenderers subject to VAT shall indicate the applicable VAT amount separately. Tenderers not subject to VAT shall indicate "Not applicable".

For the purpose of financial evaluation, prices shall be compared exclusive of VAT in order to ensure equal treatment of tenderers regardless of their VAT status.

	Name of the representative
	

	Signature and stamp
	

	Date
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