	
	
	



Appendix II. Tender Preparation

II.1. General rules for preparation for the tender
The Tender application shall be prepared according to the Tender requirements document.
Each document shall be prepared as the original or copy (according to the requirement of sections II.2-II.4 below). 
Full package of documents shall be presented, all the forms shall be filled correctly and signed (and sealed with legal entity’s stamp if applicable) correctly on each page of the Tender, otherwise the Tender shall be rejected.
All the files shall be named according to the file name instructions in sections II.2-II.4 below.

II.2. Table of documents – Qualification part of the tender

The document confirmation of the qualification of the Tenderer are as follows:

	No.
	Required document*

	1
	Original of Tender Form (Form-1) (file name – “1. Tender form.pdf”)

	2
	Original Declaration of Honor signed by Tenderer (Form-2) (file name – “2. Declaration of Honor.pdf”)

	3
	Original letter of Compliance signed by Tenderer (Form-3) (file name – “3. Letter of Compliance.pdf”)

	4
	Original of notarized Power of attorney for signing the Tender by an authorized representative of Tenderer in case the Tender is signed not by officially empowered (by statute or charter) manager of the company (file name – “4. PoA.pdf”)

	5
	Copy of extract from the state register of legal persons of Ukraine or other document confirming tenderer compliance with the registration requirements according to section 3.1 of Tender requirements (file name – “5. Registry.pdf”)

	6
	Copy of the extract from the Register of VAT-payers of Ukraine (for VAT-payers) confirming tenderer compliance with the VAT registration requirements or copy of the extract from the Register of single taxpayers of Ukraine (for single taxpayers) to confirm tenderer compliance with requirements, according to section 3.2. of the Tender requirements document (file name – “6.TIN.pdf”, “6.VAT.pdf”)

	7
	Copy of bank accounts information (copy of original official bank information about account of Tenderer in UAH) (file name – “7. Bank accounts.pdf”)

	8
	Copy of the Statute of Tenderer (file name – “8. Statute.pdf”)

	9
	Original of certificate of the State Fiscal Service of Ukraine on absence of arrears of payments, the control over which is entrusted to the supervisory authorities, issued no earlier than 15 (fifteen) days before the tender submission or other document confirming tenderer compliance with payment taxes requirements according to paragraph 3.2 of the Tender requirements (file name – “9. Absence of tax debts.pdf”). For taxpayers registered in Ukraine printed electronic version of the certificate, signed and stamped by Tenderer may be accepted

	10
	Copy of valid License for provision of travel services (file name – “10. License.pdf”).

	11
	Copy of IATA accreditation certificate and copies of IATA accreditation certificates for the previous five years. In case IATA accreditation is in the process of renewal, a copy of respective documents (file name – “11. IATA certificate copy - 2023.pdf”, “11. IATA certificates previous years.pdf”, “11.  IATA renewal supporting docs.pdf”)

	12
	Copies of annual financial statements: balance sheet and report on financial results according to the section 3.3 of this Procurement Document (file name – “12. Fin statement - 2023.pdf”, “12. Fin statement - 2024.pdf, 12. Fin statement - 2025.pdf”)




II.3. Table of documents – Technical part of the tender

The documented evidence for services provision eligibility is as follows:

	No.
	Required document*

	13
	List (Form-4) of travel management specialists to be involved in provision of services under this contract (file name – “13. Staff description.pdf”). 
Enclosed CVs of each travel management specialist provided in the list of Form-4 above as per pt. 3.7.1 of the Tender requirements Document: at least 2 (two) specialists with at least 3-years' work experience in provision of travel management services during last 5 (five) years shall be engaged in work with NIRAS (file name – “13. CV-1.pdf”, “13. CV-2.pdf”, … , “13. CV-N.pdf”)

	14
	Reference letter(s) confirming assignments carried out in the past three years answering to criteria of pt. 3.7.1 of the Tender requirements document (file names – “14. Reference letter-1.pdf”, “14. Reference letter-N.pdf”)

	15
	Methodology to process travel requests to be applied by the tenderer within this contract, size of the document should not exceed 3 pages (Form-5) (file name - “15. Methodolody.pdf”)

	16
	Presentation of a travel agency, including list of clients during the last 3 years and experience of work with national government/international organizations/companies (file name – “16. Profile”). 

	17
	Copies of supporting documents, certificates, etc. of professional membership in travel management associations (names of files – “17. Supported docs1.pdf”, “17. Supported docs 2.pdf”,…., “17. Supported docsN.pdf”)



 II.4. Table of documents – Financial part of the tender

The financial part of tender shall include:

	No.
	Required document*

	18
	Original of the Price Offer (Form-6) (file names – “18. Price Offer.pdf”)



* - “Original” means that a scanned copy of the original should be submitted by Tendered during tender submission stage. NIRAS has a right to ask for submitting original documents by all Tenderers during the evaluation stage. 

II.5. Other relevant information

UCORD recognizes the importance of confidentiality of the data provided. 
UCORD shall occasionally evaluate and verify with other travel agencies and other travel industry indicators the comparability and competitiveness of the rates being offered to UCORD. Herewith UCORD reserves the right to terminate the contract with the selected Travel Agency at any time if the Travel Agency charges UCORD on higher rates than market standards or does not render minimum services described in this procurement document.  
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