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ANNEX 2 - Bidder Identity Form

	Project Coordinator:
	Energy Community Secretariat

	Subject of Tender:
	Energy Efficiency in Buildings in the Contracting Parties of the Energy Community


	Bidder:
	[name of undertaking or consortia]

	Registration
	[Place and country and date of registration]

	Address:
	[Information for single undertaking or for consortia leader]

	Commercial Registry  and VAT Number:
	[Information for single undertaking or for consortia leader]

	Contact person(s)
	[Indicate name and contact details for officials authorized for communication, in addition to  authorized representative]

	Telephone and Fax Number and  E-mail address:
	

	Legal representative 
	[Title, name and position of legal representative of an undertaking or of consortia leader]

	I, the undersigned, certify that information given in this Tender is correct and that Tender is valid.

	Signature(s) in full and initial
	


	Name of a member of consortia or sub-consultant21
	[Information for each firm within consortia or/and for sub-consultants  or title and name of natural person

	Address:
	

	Telephone and Fax Number and  E-mail Address:
	

	Legal representative 
	[Only for legal persons: title, name and position of the legal representative of legal person]

	I, the undersigned, certify that information given in this Tender, related to me or firm represented by me, is correct and that Tender is valid.

	Signature(s) in full and initial
	


Attachments:  [list all attachment required as eligibility evidence in the Section 3.7 of Section 3. Instructions to Consultants]

Section 4. Technical Proposal 

Form 4.1: Consultant’s Organization and Experience

A - Consultant’s Organization

[Provide here a brief (two pages) description of the background and organization of your firm/entity and each associate for this assignment.]

B - Consultant’s Experience

[Using the format below, provide information on each assignment for which your firm, and each associate for this assignment, was legally contracted either individually as a corporate entity or as one of the major companies within an association, for carrying out consulting services similar to the ones requested under this assignment. Use up to 20 pages.]

	Assignment name:

	Approx. value of the contract (in current US$ or Euro):


	Country:
Location within country:

	Duration of assignment (months):


	Name of client:

	Total No of staff-months of the assignment:


	Address:

	Approx. value of the services provided by your firm under the contract (in current US$ or Euro):


	Start date (month/year):
Completion date (month/year):

	No of professional staff-months provided by associated Consultants:


	Name of associated Consultants, if any:

	Name of senior professional staff of your firm involved and functions performed (indicate most significant profiles such as Project Director/Coordinator, Team Leader):


	Narrative description of Project:


	Description of actual services provided by your staff within the assignment:



Firm’s Name:  


Form 4.2: Description of Approach, Methodology and Work Plan for Performing the Assignment

(For small or very simple assignments the ECS should omit the following text in Italic)

[Technical approach, methodology and work plan are key components of the Technical Proposal.  You are suggested to present your Technical Proposal (in no more than 30 pages, inclusive of charts and diagrams) divided into the following three chapters:

a) Technical Approach and Methodology,

b) Work Plan, and

c) Organization and Staffing,

a)
Technical Approach and Methodology.  In this chapter you should explain your understanding of the objectives of the assignment, approach to the services, methodology for carrying out the activities and obtaining the expected output, and the degree of detail of such output. You should highlight the problems being addressed and their importance, and explain the technical approach you would adopt to address them. You should also explain the methodologies you propose to adopt and highlight the compatibility of those methodologies with the proposed approach.

b)
Work Plan.  In this chapter you should propose the main activities of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals by the ECS), and delivery dates of the reports. The proposed work plan should be consistent with the technical approach and methodology, showing understanding of the service specifications and ability to translate them into a feasible working plan. A list of the final documents, including reports, drawings, and tables to be delivered as final output, should be included here. The work plan should be consistent with the Work Schedule of Form 4.6. 

c)
Organization and Staffing.  In this chapter you should propose the structure and composition of your team. You should list the main disciplines of the assignment, the key expert responsible, and proposed technical and support staff.]

Form 4.3: Team Composition and Task Assignments

	Professional Staff

	Name of Staff
	Firm
	Area of Expertise
	Position Assigned
	Task Assigned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Form 4.4: Curriculum Vitae (CV) for Proposed Professional Staff

1.
Proposed Position [only one candidate shall be nominated for each position]:  

2.
Name of Firm [Insert name of firm proposing the staff]:  


3.
Name of Staff [Insert full name]:  

4.
Date of Birth:  
 Nationality:  

5.
Education  [Indicate college/university and other specialized education of staff member, giving names of institutions, degrees obtained, and dates of obtainment]:  


6.
Membership of Professional Associations:  

7.
Other Training [Indicate significant training since degrees under 5 - Education were obtained]:  

8.
Countries of Work Experience:  [List countries where staff has worked in the last ten years]:

9.
Languages [For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing. statement for English is mandatory, and indication of any knowledge of local languages in CPs]]:  

10.
Employment Record  [Starting with present position, list in reverse order every employment held by staff member since graduation, giving for each employment (see format here below): dates of employment, name of employing organization, positions held.]:
From [Year]:  
 To  [Year]:  

Employer:  

Positions held:  


	11.
Detailed Tasks Assigned
[List all tasks to be performed under this assignment]
	12.
Work Undertaken that Best Illustrates Capability to Handle the Tasks Assigned
[Among the assignments in which the staff has been involved, indicate the following information for those assignments that best illustrate staff capability to handle the tasks listed under point 11.]
Name of assignment or project:  

Year:  

Location:  

Client / employer:  

Main project features:  

Positions held:  

Activities performed:  




13.
Certification:

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my disqualification or dismissal, if engaged.


 Date:  

[Signature of staff member 
Day/Month/Year
Full name of authorized representative:


 Date:  

Signature of the authorized representative of the staff]





Day/Month/Year
Form 4.5: Staff Schedule1
	N°
	Name of Staff
	Staff input (in the form of a bar chart)2
	Total staff-days input

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	n
	Home
	Field3
	Total

	Professional (key staff)2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1
	
	[Home]4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	n
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Subtotal
	
	
	

	Support staff
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1
	
	[Home]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	n
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Subtotal
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Total
	
	
	


1
Staff schedule form is tentative and Bidder may adjust it to reflect the milestones in his work schedule.

2
For Professional Staff the input should be indicated individually; for Support Staff it should be indicated by category (e.g.: draftsmen, clerical staff, etc.).

2
Weeks are counted from the start of the assignment.  For each staff indicate separately staff input for home and field work.

3
Field work means work carried out at a place other than the Consultant's home office.

4
Insert the number of working days in each week of assignment, bearing in mind days and staff with full time input and with part time input. 
Form  4.6:  Work Schedule

	N°
	Activity1
	weeks2

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	…
	
	n

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	n
	
	
	
	
	
	
	
	
	
	
	
	
	
	


1
Indicate all main activities of the assignment, including delivery of reports (e.g.: inception, interim, and final reports), and other benchmarks such as ECS approvals.  For phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase.

2
Duration of activities shall be indicated in the form of a bar chart.

3
Weeks will be numbered starting from the referent date of contract signature, counting from Monday of that week as 1st week. 

Section 5.  Financial Proposal - Submission Form

[Location, Date]

To:
ENERGY COMMUNITY SECRETARIAT

1010 VIENNA, Am Hof 4, 5th floor

AUSTRIA

Dear Sirs:

We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in accordance with your Invitation for Proposal dated [Insert Date] and our Technical Proposal.  

Our attached Financial Proposal is for the sum of 

[Insert amount(s)  1]

Insert amount(s)  in words
This amount is exclusive of the VAT; the VAT amount shall be indicated separately, as follows: [Insert VAT amount].

Our Financial Proposal shall be binding upon us up to expiration of the validity period of the proposal, i.e. until 25 May, 2011.
Authorized Signature [In full and initials]:  


Name and Title of Signatory:  


Name of Firm:  


Address:  


1
Amounts must coincide with the amounts indicated under Total Cost of Financial proposal in Form 5.1. and with the sum of amounts indicated in Form 5.2.and 5.3. below.

Form 5.1: Summary of Costs

	Costs per activities1
	Costs

	
	Staff Remunerations
	Other allowances2
	Transportation costs 
	Other Reimbursable expenses 
	Total

	Activity 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Subtotal of Study related costs
	
	
	
	
	

	Activity 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Costs3 
	
	
	
	
	


1
Activities will be listed as presented in the Form 4.6. of the Technical Proposal.

2
Allowances include per diem payable to staff members and all amounts payable to subcontracted workforce.

3
Indicate the total costs to be paid by the ECS within the total price.  Such total costs must coincide with the sum of the relevant Subtotals indicated in all Forms provided with the Proposal.

Form 5.2: Breakdown of Costs by Activity1
	Group of Activities (Phase):2
 

	Description:3
 


	Cost component
	Costs

	
	Calculations 4
	Amount 
In EUR
	Total in EUR

	
	
	
	

	Remuneration5
	
	
	
	

	Other Allowances
	
	
	
	

	Transportation Costs
	
	
	
	

	Other Reimbursable Expenses 
	
	
	
	

	Subtotals
	
	
	
	


1
Form 5.2 shall be filled per each activity and for the whole assignment.  For each currency, the sum of the relevant Subtotals of all listed activities must coincide with the Total Costs of Financial Proposal indicated in Submission form with subtotals for preparation of reports. 

2
Names of activities (phase) should be the same as, or correspond to the ones indicated in the second column of Form 4.6.

3
Short description of the activities whose cost breakdown is provided in this Form.

4
For calculation of separate payments in currencies other than EUR, or to calculate sum based on unit prices, to correspond to information given in the Form 5.4 

5
Remuneration and Reimbursable Expenses must respectively coincide with relevant amounts in the forms 5.3 and 5.4 and with Total Costs in submission Form.

Form 5.3: Breakdown of Remuneration1 
(This Form shall only be used to establish payments to the Consultant for possible additional services requested by the ECS)

	Name2
	Position3
	Staff-month Rate4

	Key Staff
	
	

	
	
	[Home]

	
	
	[Field]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Support Staff
	
	

	
	
	[Home]

	
	
	[Field]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1
Form 5.3 shall be filled in for the same Key and Support Staff listed in Form 4.6.

2
Key Staff should be indicated individually; Support Staff should be indicated per category (e.g.: draftsmen, clerical staff).

3
Positions of the Key Staff shall coincide with the ones indicated in Form 4.3.

4
Indicate separately staff-month rate and currency for home and field work.

Form 5.4: Breakdown of Reimbursable Expenses 

(This Form shall only be used to establish payments to the Consultant for possible additional services requested by the ECS )

	N°
	Description1
	Unit
	Unit Cost2
	Total cost in EUR

	
	Per diem allowances
	Day
	
	

	
	International flights3
	Trip
	
	

	
	Miscellaneous travel expenses
	Trip
	
	

	
	Communication costs 
	Lump sum
	
	

	
	Drafting, reproduction of reports
	Lump sum
	
	

	
	Equipment, instruments, materials, supplies, etc.
	Lump sum
	
	

	
	Subcontracts
	Lump sum
	
	

	
	Local transportation costs
	Lump sum
	
	

	
	Office rent, clerical assistance
	Lump sum
	
	

	
	Other (specify)4
	
	
	

	
	TOTAL
	
	
	


1
Delete items that are not applicable or break down some items or add other items, as appropriate. 

2
Indicate unit cost and currency.

3
Indicate route of flights

4
Add new lines for each type of costs.
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� Declaration must be made by each firm listed in the Team Composition and/or natural person who is not staff of the listed firm(s)
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