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PART II TO THE FIRST LEVEL CONTROL REPORT 
CHECKLIST FOR CONDUCTED PUBLIC PROCUREMENT PROCEDURES SERVICE
 (must be completed separately for each individual tender procedure)

on the validation of the project partner’s expenditures in the framework of the Bulgaria - ………… IPA Cross-Border Programme CCI Number……. 
No.       / Date:     
	1. Service Tender Procedure



	Project number and name
	     

	Project partner
	     

	Name of the procedure
	     

	Type of procedure
	     

	Budget lines covered by the procedure
	     

	Contract amount
	     


	No
	Reference #
	Items to be checked
	FLC-er
	Comments

	
	
	
	Yes
	No
	N/A
	

	PART 1 TENDER DOSSIER

	I
	General information
	
	
	
	

	1
	N/A
	The tender procedure is in full compliance with the approved project procurement plan.
	(
	(
	(
	

	2
	N/A
	The period of implementation of tender procedure is in line with the duration and action plan of the Subsidy contract.
	(
	(
	(
	

	II
	Contract Notice 
	(
	(
	(
	

	1
	N/A
	Correct template is used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	2
	1
	The contract title and location are correct.
	(
	(
	(
	

	3
	N/A
	Correct Publication reference, procedure, programme, financing and Contracting Authority (CA)
	(
	(
	(
	

	4
	6
	Nature of contract is appropriate for the contract requirements.
	(
	(
	(
	

	5
	7
	Description of contract is in line with the specific procedure.
	(
	(
	(
	

	6
	8;9
	Number of lots and maximum budget are specified and in compliance with Subsidy contract.
	(
	(
	(
	

	7
	10
	Eligibility rules are properly set up.
	(
	(
	(
	

	8
	16
	The sub-contracting rules are specified. If subcontracting is allowed, the same is appropriate for the contract particularities and not exceeding 30% of the total contract value.
	(
	(
	(
	

	9
	19;20
	Provisional commencement date and period of implementation are in compliance with the TD and Subsidy contract provisions.
	(
	(
	(
	

	10
	21
	The selection criteria are set up and applied to the entity/entities signing the contract and not the experts whose CVs are evaluated in the technical evaluation.
	
	
	
	

	11
	21, p.1
	The criteria for economic and financial capacity of the tenderer are specified.
	(
	(
	(
	

	
	
	The minimum requirements are not restrictive or discriminatory
(example: the requested annual turnover does not exceed the amount of the contract in significant extend. Normally, the turnover may not exceed the contract price more than 3 times.)
	(
	(
	(
	

	12
	21, p.2
	The criteria for professional capacity of the tenderer are specified.
	(
	(
	(
	

	
	
	Criteria defined are in relation with the required inputs.
	(
	(
	(
	

	
	
	The minimum requirements are not restrictive or discriminatory.
(example: exaggerated number of permanent staff requested)
	(
	(
	(
	

	13
	21, p.3
	The criteria for technical capacity are specified.
	(
	(
	(
	

	
	
	Criteria are appropriate in relation with the nature and complexity of the contract.
	(
	(
	(
	

	
	
	The minimum requirements are not restrictive or discriminatory.
(example: exaggerated number of implemented projects in the field of the contract subject)
	(
	(
	(
	

	14
	23
	Deadline for receipt of tenders corresponds to the TD.
	(
	(
	(
	

	15
	0
	Other appropriate information is included, relevant to the Tender Dossier (TD).
	(
	(
	(
	

	III
	Letter of Invitation
	(
	(
	(
	

	1
	N/A
	Correct template used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	2
	N/A
	Publication reference, contract title and lot number are correct.
	(
	(
	(
	

	3
	N/A
	Included list of documents constituting the TD
	(
	(
	(
	

	4
	N/A
	All of the listed documents are attached to the Letter of Invitation (may be in electronic version).
	(
	(
	(
	

	A
	Instructions to Tenderers (IT)
	(
	(
	(
	

	1
	N/A
	Correct format used - follows the PRAG template
	(
	(
	(
	

	2
	2
	The dates in timetable are specified and the deadlines observed.
	(
	(
	(
	

	3
	4.2
	Requirements for financial offer is consistent with type of contract (fee-based / global price).
	(
	(
	(
	

	4
	7
	Provisions for additional information before the deadline for submitting tenders is included.
	(
	(
	(
	

	5
	7
	Correct indication of contact details, where the tenderers may submit questions
	(
	(
	(
	

	6
	8
	Full postal address for submission of tenders is indicated.
	(
	(
	(
	

	7
	8
	Information required for the outer envelope is correctly stated.
	(
	(
	(
	

	8
	12.1.1
	Interviews approach is adequate for the contract particularities, correct alternative is selected.
	(
	(
	(
	

	9
	12.2
	Description of financial evaluation is consistent with the type of contract (fee-base / global price).
	(
	(
	(
	

	B
	Draft Contract
	(
	(
	(
	

	1
	B1
	Service Contract
	(
	(
	(
	

	2
	N/A
	Correct template is used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	3
	0
	CA, its address and representative's name and position are stated.
	(
	(
	(
	

	4
	0
	Contract title, location, publication reference / identification number are correctly stated
	(
	(
	(
	

	5
	2,3
	Type of the budget is consistent with selection of contract type (fee-based / global price) and appropriate option selected.
	(
	(
	(
	

	6
	3
	The supporting annexes are enclosed.
	(
	(
	(
	

	7
	
	Special Conditions
	(
	(
	(
	

	8
	4
	Subcontracting is specified.
	(
	(
	(
	

	9
	19.1
	Commencement date is feasible and in line with ToR.
	(
	(
	(
	

	10
	19.2
	Period of execution is consistent with ToR and Subsidy contract.
	(
	(
	(
	

	11
	29,30
	Payment schedule is consistent with contract type (fee-based / global price).
	(
	(
	(
	

	B II
	Terms of Reference
	(
	(
	(
	

	1
	N/A
	The subject of the contract corresponds to the subsidy contract activities.
	(
	(
	(
	

	2
	4
	The required work is specified and described in sufficient details.
	(
	(
	(
	

	3
	4
	The description allows to the potential bidders to prepare and submit offers of sufficient quality and is not discriminatory.
	(
	(
	(
	

	4
	5.2
	Start date and period of implementation are specified.
	(
	(
	(
	

	5
	6
	Requirements are specified, including the requested key experts.
	(
	(
	(
	

	6
	6.2
	The requirements for key personnel are relevant to the contract subject.
	(
	(
	(
	

	7
	6.2
	The profiles are clear and non-discriminatory and non-restrictive.
	(
	(
	(
	

	8
	7
	Reporting requirements are set up.
	(
	(
	(
	

	9
	8.1
	Definition of indicators is included.
	(
	(
	(
	

	C
	Other Information
	(
	(
	(
	

	1
	N/A
	Shortlist notice as approved.
	(
	(
	(
	

	2
	N/A
	Administrative compliance grid as per the PRAG template
	(
	(
	(
	

	3
	N/A
	Evaluation grid
	(
	(
	(
	

	4
	
	· Based on PRAG template and in compliance with the type of the contract (fee based or global price);
	(
	(
	(
	

	5
	
	· Criteria consistent with the required inputs of the ToR;
	(
	(
	(
	

	6
	
	· Weight of the criteria appropriate for the contract particularities;
	(
	(
	(
	

	7
	N/A
	· Service Tender Submission form as per PRAG;
	(
	(
	(
	

	8
	
	· Form for Statement of exclusivity and availability included.
	(
	(
	(
	

	PART 2 PUBLICATION

	1
	N/A
	Requirements for publication of tender are respected with reference to PRAG and instructions of MA.
	(
	(
	(
	

	PART 3 TENDER EVALUATION COMMITTEE (EvC)

	1
	N/A
	The EvC is appointed with order of the legal representative of the beneficiary.
	(
	(
	(
	

	2
	N/A
	Structure and number of EvC’s members are correct with reference to PRAG and PIM.
	(
	(
	(
	

	3
	N/A
	Alternate members are proposed.
	(
	(
	(
	

	4
	N/A
	CVs of EvC members are available.
	(
	(
	(
	

	5
	N/A
	Command of English language of each member of the EvC is acceptable.
	(
	(
	(
	

	6
	N/A
	Professional experience and skills of each member of the EvC are appropriate to the subject of the procedure.
	(
	(
	(
	

	7
	N/A
	Lack of conflict of interest is checked.
	(
	(
	(
	

	PART 4 TENDER EVALUATION PROCESS

	I
	Tender Opening Session
	(
	(
	(
	

	1
	N/A
	Date/time of opening of tenders - as per the timetable.
In case of opening session before the deadline specified in PN/TD, following conditions should be fulfilled cumulatively:

1. CN is not published;

2. All of the offers are received before the opening session.
In this case the tenderers and JTS/MA should be informed for the earlier date for opening session (if applicable).
	(
	(
	(
	

	2
	N/A
	The declarations for Impartiality and Confidentiality are signed by all members of the Evaluation Committee and observers (if applicable).
	(
	(
	(
	

	3
	N/A
	Summary of tender received is duly completed and signed.
	(
	(
	(
	

	4
	N/A
	All tender proposals are available.
	(
	(
	(
	

	5
	N/A
	Date and time of submission are indicated on the outer envelope of the offers.
	(
	(
	(
	

	6
	N/A
	Preparatory meeting is held before the tender opening session.
	(
	(
	(
	

	7
	N/A
	The Tender opening checklist has been filled in by the Chairperson.
	(
	(
	(
	

	8
	N/A
	Tender opening report is prepared and signed by all members of the Evaluation Committee.
	(
	(
	(
	

	9
	N/A
	Correct template is used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	10
	N/A
	Correct publication reference and contract title are stated.
	(
	(
	(
	

	11
	N/A
	It is clear that only tenders in envelopes received by the date and time indicated in the tender dossier are considered for evaluation.
	(
	(
	(
	

	12
	N/A
	EvC decided whether or not tenders comply with the formal requirements.
	(
	(
	(
	

	13
	N/A
	Summary of tenders received is used to record the compliance of each of the tenders with the formal requirements.
	(
	(
	(
	

	14
	N/A
	Tenders not considered for further evaluation are kept by the beneficiary institution. The guarantees are returned to the Tenderers upon request.
	(
	(
	(
	

	II
	Administrative and Technical Compliance Evaluation
	(
	(
	(
	

	1
	N/A
	Tender form and Declarations referred to it is dully signed by the authorized person (if not – power of attorney should be enclosed).
	(
	(
	(
	

	2
	N/A
	Administrative Compliance Grid is prepared and signed by the Chairperson.
	(
	(
	(
	

	3
	N/A
	Each technical offer is examined for compliance with the tender dossier, in particular that:

· Tender submission form is duly completed;
· Proof of exclusion criteria;
· Tenderer's declaration is signed by each consortium member, if applicable;
· The language is as required;
· Existence of organisation & methodology;
· Key experts (list + CVs+ proof docs);
· Key experts are present in only one tender as key experts;
· All key experts have signed statements of exclusivity & availability;
· Sub-contracting statement acceptable;
· Nationality of sub-contractors eligible;
	(
	(
	(
	

	4
	N/A
	On the bases of the tenders received it is clear that all of the circumstances checked have been carefully verified and there are no unconformities.
	(
	(
	(
	

	5
	N/A
	Rejection of administratively non-compliant tenders is in line with the filled out and signed administrative compliance grid.
	(
	(
	(
	

	6
	N/A
	The Evaluation grid is prepared and signed by all of the voting members.
	(
	(
	(
	

	7
	N/A
	On the bases of the tenders received it is clear that all of the points given have been carefully evaluated and there are no unconformities.
	(
	(
	(
	

	8
	N/A
	Conclusion of the technical check is in compliance with the PRAG rules and correctly drawn.
	(
	(
	(
	

	III
	Financial Evaluation
	(
	(
	(
	

	1
	N/A
	A check of the financial offer for arithmetical errors has been made.
	(
	(
	(
	

	2
	N/A
	The financial offers were compared for each lot to identify the lowest price.
	(
	(
	(
	

	3
	N/A
	Total price is compared with budget available.
	(
	(
	(
	

	IV
	Evaluation Report
	(
	(
	(
	

	1
	N/A
	Correct template is used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	2
	N/A
	Correct publication reference and contract title are stated.
	(
	(
	(
	

	3
	N/A
	Evaluation Report with all necessary annexes, incl. received tenders, is enclosed.
	(
	(
	(
	

	4
	N/A
	Information in Timetable is correct.
	(
	(
	(
	

	5
	N/A
	Documents reflect the proceedings of evaluation and decisions made by the Evaluation Committee completely and in detail.
	(
	(
	(
	

	6
	N/A
	Rejections (if any) are justified and consequent conclusion are correct.
	(
	(
	(
	

	7
	N/A
	All decisions made are justified and in line with the procedures.
	(
	(
	(
	

	8
	N/A
	Correct ranking of the financial offers of the technically compliant tenders
	(
	(
	(
	

	9
	N/A
	Final conclusion for award of contract is correct.
	(
	(
	(
	

	10
	N/A
	Decisions are taken and report is signed by nominated evaluation committee members.
	(
	(
	(
	

	PART 5 CONTRACT AWARD PROCEDURE

	I
	Contract Dossier
	(
	(
	(
	

	1
	N/A
	Relevant copies of the contract are prepared consisting of: 

· the Service contract and Special Conditions;

· General Conditions for service contracts financed by the European Union;
· Terms of reference;
· Organisation and methodology;
· Key experts;
· Budget [For fee-based contracts only: breakdown];
· Forms and other relevant documents;
· Report of factual findings and terms of reference for expenditure verification.
	(
	(
	(
	

	2
	N/A
	Correct template is used and modified in compliance with the specific needs of the procedure.
	(
	(
	(
	

	3
	N/A
	Proper and complete indication of both contracting parties
	(
	(
	(
	

	4
	1
	Correct subject description
	(
	(
	(
	

	5
	2
	Correct contract value, consistent with Budget breakdown, EvRep and original tender, Variation of quantities applied correctly
	(
	(
	(
	

	6
	4 SC*
	The subcontracting is set up and is in accordance with TD provisions and tenderer’s offer.
	(
	(
	(
	

	7
	19 SC
	Correct commencement date and implementation period
	(
	(
	(
	

	8
	29,30 SC
	Payment rules are correct and in compliance with the TD.
	(
	(
	(
	

	II
	Contract award procedure
	(
	(
	(
	

	1
	N/A
	The awarded tenderer is informed with standard letter.
	(
	(
	(
	

	2
	N/A
	The awarded tenderer submitted documentary proof that the company does not fall into any of the exclusion situations listed in Section 2.3.3 before contract signing and are they are attached to the contract.
	(
	(
	(
	

	3
	N/A
	The unsuccessful tenderers are dully informed with standard letter within the deadline.
	(
	(
	(
	

	III
	Service Contract 
	(
	(
	(
	

	1
	N/A
	The requirements under Article 14.1 of IT are fulfilled.
	(
	(
	(
	

	2
	N/A
	The contract is dully signed by the authorized representatives of both parties within the time limit.
	(
	(
	(
	

	3
	N/A
	All necessary documents (listed above) are attached to the contract, including the documentary proofs under section II.2 from the check list.
	(
	(
	(
	

	PART 6 IMPLEMENTATION 

	1
	2.2 & 2.3 ToR
	The results achieved are in compliance with the required.
	(
	(
	(
	

	2
	26,27 SC 

7 ToR
	The reporting requirements are respected.
	(
	(
	(
	

	3
	8.1 ToR
	The indicators are respected.
	(
	(
	(
	

	4
	N/A
	The visibility rules are respected.
	(
	(
	(
	

	5
	5.2 ToR
	The results are properly accepted within the contract term.
	(
	(
	(
	

	6
	28,29,30 SC
	Payments made are as per the contract conditions.
	(
	(
	(
	


*SC – Special conditions to the service contract
	General findings
	The filling in the present section is obligatory, even if there are no negative findings or findings related to imposing of financial corrections.

1. 
2. 
3. 
4. 

	Flat rate correction applied
	Where the financial correction is not quantifiable because it is subject to too many variables or is diffuse in its effects, flat rates should be applied. 

Flat rate corrections are determined in accordance with the seriousness of the individual breach and the financial implications of the irregularity. 
%


	2. Attachments of the first level controller (if relevant):

(add additional lines, if necessary)

	

	

	


	3. Controller’s signature

	Place
	

	Date
	

	Name
	

	Signature
	
	Stamp
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