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INTRODUCTORY NOTES - MODEL OF TENDER DOCUMENTATION WITH APPLIED ENVIRONMENTAL ASPECTS

The Regulation on types of goods and services for which procurers are obliged to apply environmental aspects in public procurement procedures (“Official Gazette of the RS” No. 118/ 2025, hereinafter: the Regulation), applicable since January 1, 2026, prescribes the types of goods and services for which procurers are obliged to apply environmental aspects when formulating the technical specifications, criteria for the selection of economic operator, criteria for awarding contract, or conditions for executing public procurement contracts, within one or several parts of tender documentation.
Article 2 of the Regulation prescribes that procurers are obliged to apply environmental aspects in public procurement procedures, in addition to other procurement subjects, for the procurement of cleaning services.
To this end, and with a view to helping procurers to prepare and conduct public procurement procedure, this tender documentation model has been made. 
	  This model of tender documentation presents examples of environmental aspects to be applied when defining:
· The technical specifications
· Tenderer must clean at least 10% of the total surface of contracted facility(es) by using biodegradable cleaning agents 
· Criteria for qualitative selection of economic operator 
· Within the technical and professional capacities, Tenderer is required to possess experience in providing cleaning services with biodegradable cleaning agents
· Requirement that Tenderer runs its business in compliance with the environmental management standard 14001 
· Criterion for awarding contract 
· Assigning a higher number of weights where Tenderer provides sought services with vacuum cleaners having energy efficiency class A and with microfiber cleaning accessories
· Special conditions for the execution of contract 
· Duty to re-certify Certificate 14001 - Environmental protection management system
· The Procurer’s duty to control the application of environmentally friendly cleaning agents, and an option to rescind the contract where the contrary is found
· Checking whether the Service provider indeed cleans at least 10% of the surface with biodegradable cleaning agents
· Duty of persons tasked with the execution of cleaning services to actually perform it by abiding to the rules governing the way of using cleaning agents, the energy saving, the water saving, the waste handling.
All parts of tender documents to which environmental aspects apply, are color-coded green. 
This model of tender documentation has been prepared on the basis of information available on the market of the Republic of Serbia concerning the facilities cleaning services, whereby the procurers are required to research the market prior to initiating a public procurement procedure and collect all necessary information so to ensure quality in conducting public procurement procedure.
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1. [bookmark: _bookmark0]KEY DATA ON THE PROCUREMENT SUBJECT


Subject of public procurement: Service of cleaning facilities 


Type of the procurement subject: Services


Description: This public procurement is conducted to conclude a public procurement contract.


Other remarks: (enter possible other remarks of relevance for the subject of public procurement, such as: data on possible options and potential extension of contract (Article 30, Paragraph 1, in connection with Article 156 of the PPL), data on conducting reserved  public procurement (Article of the PPL), on conducting e-auctioning (Articles 71 – 73 and Annex 5 of the PPL), deadline for taking decision on awarding contract or decision on canceling the procedure if it exceeds the limit set by the PPL (Article 146, Paragraph 3 of the PPL and Article 147, Paragraph 2 of the PPL, etc.)




	Instruction how to work on the Public Procurement Portal:
This part of tender documents is generated by the Portal, in that it withdraws data already entered by the Procurer while creating procurement documentation on the Public Procurement Portal.
The Procurer can opt, instead of creating this document on the Portal, to draft it as a separate document and then upload it on the Portal at the appropriate step.  



[bookmark: _bookmark1]














2. TYPE, TECHNICAL FEATURES (SPECIFICATIONS), QUALITY, QUANTITY AND DESCRIPTION OF SERVICES, METHOD OF EXERCISING CONTROL AND ENSURING QUALITY ASSURANCE, TERM OF THE PROVISION OF SERVICE, PLACE OF THE PROVISION OF SERVICE, POSSIBLE ADDITIONAL SERVICES, ETC.
1. Description of, and dynamics in, providing cleaning services[footnoteRef:1] [1:  The present model of tender document list only certain cleaning services. The description of actual services and the dynamics of their provision are determined by the Procurer in accordance with its needs and the features of the procurement in question. ] 

	Column No.
	Description of cleaning service
	Dynamics of the service provision

	I
	GENERAL WORKS AT THE LEVEL OF THE ENTIRE FACILITY  
(Offices of staff / executives, communications, halls and staircases, entrances, and the like)
	

	1.
	Emptying and wiping wastebaskets
	daily

	2.
	Collecting waste & separating paper, cardboard and other packaging waste (which, pursuant to a Government Act[footnoteRef:2] is destined to recycling with purchase) and emptying it into garbage containers [2:  Regulation on defining the packaging waste reduction plan for 2025–2029 (“Official Gazette of the RS”, No. 25/2025)] 

	daily

	3.
	Disinfecting all working and contact surfaces (knobs, locks, switches, handles, telephones, keyboards, dispensers) with antibacterial agents 
	daily

	4.
	Wiping hard floor surfaces - mopping 
(ceramics, marble, granite, rubber, PVC vinflex, linoleum, antistatic floors, etc.)
	daily

	5.
	Vacuuming dust from all floor coverings (synthetic and wool carpets, parquets, laminates, etc.)
	at minimum 2 times a week, or as necessary when dirtied

	6.
	Wiping dust from wall coverings, doors, planters, lighting fixtures, heating and cooling units, window parapets, natural and artificial flowers, wiping and polishing surfaces made of stainless steel, brass and inox, removing cobwebs from walls and ceilings 
	at minimum 2 times a month, or as
necessary when dirtied

	7.
	Proper care of leather furniture
	6 times a year

	8.
	Machine washing of soft floor coverings (synthetic and wool carpets)
	at minimum 2 times a week, or as necessary when dirtied 

	9.
	Machine washing of hard floor coverings 
(ceramics, marble, granite, PVC vinflex, anti-static floors, etc.)
	3 times per year

	10.
	Washing glass surfaces (windows and partitions)
	3 times per year

	11.
	Washing external glass surfaces
	4 times per year

	12.
	Washing marquisette curtains
	once a year

	13.
	Washing draperies 
	once a year

	14.
	Washing strip curtains, roller blinds and venetian blinds
	once a year

	II
	ADDITIONAL WORKS AT THE LEVEL OF OFFICE SPACE
	

	1.
	Dusting office desks, furniture and entire office inventory
	daily

	2.
	Polishing parquet, laminate  
	twice a year

	3.
	Vacuuming dust from all floor coverings (carpets, parquets, etc.)
	daily

	4.
	Vacuuming office chairs, armchairs, two-seaters and three-seaters
	twice a month

	III
	ADDITIONAL WORKS AT THE LEVEL OF COMMUNICATIONS AND HALLS
	

	1.
	Vacuuming (synthetic and wool hall carpeting)
	twice a week

	2.
	Dismantling, washing and wiping ceiling lights with reassembly
	3 times a year

	IV
	ADDITIONAL WORK AT FACILITY ENTRANCES
	

	4.
	Mopping entrances and wiping entrance glass surfaces, notice boards and inscriptions, handrails, etc.
	twice a week

	5.
	Machine washing and polishing of hard coverings at entrances
	twice a month

	6.
	Cleaning entrances from rain and snow
	as necessary when dirtied

	IV
	WORKS IN SANITARY FACILITIES
	

	1.
	Thorough cleaning and disinfection of toilets and bathroom sanitary fittings (toilet bowls, urinals, bathtubs, shower cabins, sinks, bidets, etc.) and cleaning of floor coverings
	daily

	2.
	Installing paper goods, as furnished by the Procurer 
	daily

	3.
	Providing and refilling dispensers with liquid soap, as furnished by the Procurer
	daily

	4.
	Detailed cleaning of wall coverings
	twice a month



2. Surfaces to be cleaned[footnoteRef:3] [3:  The Procurer specifies such surfaces according to its needs and the features of given procurement] 

	The total surface of facility(es) to be cleaned
	[bookmark: _Hlk223512039]2,402.00 m²

	1.
	The total surface of executives’ and staff offices
	2,090.00 m²

	2.
	The total surface of lounges and meeting halls
	30.00 m²

	3.
	The total surface of corridors and halls
	132.00 m²

	   4.
	The total surface of the archives
	150.00 m²

	Surfaces of individual parts/objects

	1.
	The total surface covered by soft floor coverings (wool and synthetic carpets)
	300.00 m²

	2.
	The total surface of parquet, laminate and other floor coverings
	300.00 m²

	3.
	The total surface of wall coverings 
	100.00 m²

	4.
	The total surface of glass surfaces (windows and partitions)
	1,000.00 m²

	5.
	The total surface of glass surfaces to be washed with mountaineering harness
	520.00 m²

	6.
	The total surface of marquisette curtains
	218.00 m²

	7.
	The total surface of the draperies
	122.00 m²

	8.
	The total surface of strip curtains
	100.00 m²

	9.
	The total surface of roller blinds
	1,219.00 m²

	10.
	The total surface of the Venetian blinds
	500.00 m²

	11.
	The total number of liquid soap dispensers
	15 pcs

	12.
	The total number of toilet bowls in toilet cubicles
	12 pcs

	13.
	The total number of urinals in toilets
	12 pcs



3. Number of workers
The number of workers in the first shift (working hours from 07:00 to 15:00): 3 workers 
	The number of workers in the second shift (working hours from 15:00 to 22:00): 3 workers
	In addition to those, the tenderer ought to hire at least one person trained to work at height, to clean external glass surfaces, all in accordance with the Description and dynamics of the cleaning service set forth in this part of the tender documentation.


[bookmark: _Hlk223529024](The Procurer inserts the number of workers according to its needs and the features of given procurement)


4. Cleaning agents and/or cleaning accessories 
	The tenderer is required to provide[footnoteRef:4] all necessary means (chemicals, products, etc.) and cleaning accessories (mops, machines for washing soft and hard coverings, vacuum cleaner, cloths, etc.).  [4:  Pursuant to the provision of the Regulation, the application of environmental aspects is mandatory only where the tenderer provides cleaning agents and/or cleaning accessories. ] 

[bookmark: _Hlk228207394]The tenderer must have the following cleaning tools to perform cleaning services, intended for:
· - Machine washing of soft floor coverings (synthetic and wool carpets) - tool for deep cleaning of carpets - content of active substances 3-10% of non-ionic surfactants, of the brand Diversey or equivalent 
· - Machine washing of hard floor coverings (ceramic, marble, granite, PVC vinflex floors, anti-static floors, etc.).  Universal agents for cleaning waterproof hard surfaces - content of active substances <5% of non-ionic surfactants, of the brand Diversey or equivalent
· Wiping hard floor surfaces - mopping (ceramics, marble, granite, rubber, PVC vinflex, linoleum, anti-static floors, etc.). Cleaning product must be for floors and must contain <5% of anionic surfactants amphoteric surfactants or nonionic surfactants, of the brand Primo or equivalent
· [bookmark: _Hlk228207644]Washing internal glass surfaces – Cleaning product must have the following content: content of active substances 1-<5% of nonionic surfactants, of the brand Buzil or equivalent
· Washing external glass surfaces - Cleaning product must have the following content: content of active substances 1-<5% of nonionic surfactants, of the brand Buzil or equivalent
· Thorough cleaning and disinfection of toilets and bathroom sanitary fittings (bathtubs, shower cabins, sinks, bidets, etc.) - acidic sanitary cleaning agent - content of 3-10% citric acid of the brand Diversey or equivalent. Aldehyde-free disinfectant of the brand Jasvel or equivalent
· Wiping the glass surfaces at entrances - Cleaning product must have the following content: content of active substances 1-<5% of nonionic surfactants, of the brand Buzil or equivalent. 
The tenderer must have the following cleaning tools to perform cleaning services, intended for:
· Washing marquisette curtains
· Washing draperies
· Washing strip curtains, roller blinds and venetian blinds
· Polishing parquet, laminate
· Cleaning floors and maintaining their hygiene (by washing) in technical rooms with no permanent staff - substations, garages, etc.
· Disinfecting all work surfaces, telephones, doorknobs, etc. 
· Proper care of leather furniture
· Wiping notice boards and inscriptions, handrails etc. made of inox
· Machine washing and polishing hard coverings at entrances
· Thorough cleaning of floor and wall coverings (ceramics, marble)

To prove requirements under technical specification, the tenderer submits the following evidence together with the tender:

- Statement on the use of cleaning agents, therein listing all cleaning agents to be used in the provision of the services at hand, specially marking the biodegradable ones.  This statement makes an integral part of tender documentation and will be an integral part of the contract;  
- For the proposed chemical agents intended for professional use - technical instructions/instructions for use and valid safety data sheets, pursuant to the applicable Law on Chemicals (“Official Gazette of the RS”, Nos. 36/2009, 88/2010, 92/2011, 93/2012 and 25/2015) and pursuant to the Regulation on the contents of safety sheet (“Official Gazette of the RS”, No. 11/2024); 
- For the proposed disinfectants that are registered as a biocide - valid Decision on the entry of the biocidal product in the provisional list of biocidal products issued by the Ministry of Environmental Protection of the Republic of Serbia, and for the disinfectants that are registered as medical devices - valid Decision on the entry of the medical device in the register of medical devices issued by the Agency for Medicines and Medical Devices, in accordance with the applicable Law on Medical Devices (“Official Gazette of RS” No. 105/2017). 
Note: All documentation attached to the declared chemical agents intended for professional use must be in Serbian, compliant with the applicable regulations of the Republic of Serbia, in accordance with the Law on Chemicals (“Official Gazette of RS” Nos. 36/ 2009, 36/2021, 2010/2021, 93/2012 and 25/2015).

[bookmark: _Hlk223520527]Tenderer must clean at least 10% of the total surface of contracted facility(es) by using biodegradable cleaning agents. 

In this specific case, out of a total of 2,402.00 m², the tenderer must clean at least 240 m² of surface with biodegradable cleaning agents. 



5. Paper goods, liquid soap, toilet fresheners
The Procurer supplies liquid soap, fresheners in toilet cubicles and paper goods - toilet paper, hand towels, folding toilet paper and folding paper hand towels.

6. Place of the service provision 
The place of the service provision is __________________________________ (Procurer inserts the place of the service provision)

7. Mode of the service provision
[bookmark: _Hlk223555049][bookmark: _Hlk222833678]
The Service provider shall provide services in a diligent and quality manner, in all aspects according to the professional standards and norms governing the service at hand, and good business practices. 

The service incorporates efficient and complete provision of given service, as well as the strictest keeping business, security and all other information. 

The cleaning staff is obliged to perform this work with strict discretion and to respect the activities of the Procurer. 

It is forbidden to look at, open, or use the documents resting on the work surfaces, as well as to use furniture and equipment not intended for cleaning purposes. Any object or thing found must be reported and handed over without delay, as well as any damage to furniture and equipment, before the start of cleaning. 

[bookmark: _Hlk229480936][bookmark: _Hlk223520447]Persons tasked with the cleaning services must:
· Correctly dose cleaning agents;
· Correctly set the dilution ratio of undiluted cleaning agents;
· Use cold water to dilute cleaning agents, unless the manufacturer has specified otherwise;
· Turn off the light, once they finish the work;
· Use reusable cleaning tools that can be used repeatedly, so to reduce the use of disposable utensils;
· Properly dispose of the waste water, etc.

The Service provider shall supply personal data of the staff doing the cleaning in the Procurer’s facility to the Procurer’s representative, within 3 (three) days from the date of concluding the contract. Where a cleaning worker is replaced, the Service provider shall notify the Procurer in writing, and for each new staff submit an appropriate proof of being employed by the Service provider.

The Service provider shall designate a person responsible for the organization of work and for communication related to the execution of the public procurement subject, and notify thereon the Procurer’s representative, in writing. 

8. Exercising control
[bookmark: _Hlk228221617]
Where the Service provider fails to provide services in line with the contractual provisions, (e.g., service was not provided within the agreed scope (e.g., a part of the premises was not cleaned), service was not provided within the agreed time frame (e.g., a day or a shift got skipped), service was not provided in line with the agreed mode or agents (e.g., by using banned or unsafe agents), service was not provided in line with the agreed dynamics, the Procurer shall make a Complaint Record and notify the Service provider within 2 (two) days from the day of the noted defects and request re-execution of such service. The Service provider shall remove the noted defects within a period that cannot be longer than 24 (twenty-four) hours from the time the Complaint Record was received.

[bookmark: _Hlk228222517]Where the Service Provider fails to provide services per the agreed dynamics, the Procurer reserves the right to reduce the amount of the monthly invoice for the cost of cleaning the area for which the service was not provided according to the agreed dynamics, based on the Record of the provided services. 
	
The Procurer reserves the right to control the provision of the contracted services.

	The Procurer will steadily carry out daily, weekly and monthly controls of the cleaning and supervise the provision of services, and periodically evaluate the quality of the services provided. 

	Throughout the contract duration, the Procurer will control cleaning agents the Service provider uses to maintain hygiene, by random sample. Where a random sample control reveals that an agent does not match the agent specified in the Statement on the use of cleaning agents, or that the Service provider cleans at least 10% of the surface with non-biodegradable agents, the Procurer will send a notice of intent to terminate to the Implementor. If the Service Provider, notwithstanding the notice, continues the cleaning with agents not corresponding to those from the Statement, the Procurer reserves the right to terminate the contract and collect the performance security. 
	
The Procurer will designate a person responsible for monitoring and controlling the execution of contractual obligations.
	
[bookmark: _Hlk229662804]The Service provider’s person responsible for monitoring the execution of contract shall respond to all Procurer’s requests or memos within 3 (three) days from the date of receiving such request or memo, except when acting upon the Complaints Record, when the deadline for eliminating defects is no longer than 24 hours from the time of receipt of the Record of Complaints.

9. Touring the facility
Prior to submitting tender, an interested person may ask the Procurer for a tour of the facility which will be cleaned. The facility can be toured each working day from the day of the public call, from 10:00 a.m. to 3:00 p.m., and no later than the expiry of deadline for the submission of tenders. 
Interested person sends written request for a facility tour through the Public Procurement Portal. The tour request is to be sent with indication “Written authorization for persons to be attending the facility tour, for procurement No. __________”. Such written authorization should specify the tour date, names and surnames of all persons attending the tour with their respective ID card numbers, and the name of the economic operator which employs those persons. This written authorization must be signed by the responsible person of the requesting economic operator. The facility tour will only be allowed to persons covered by the above-described written authorization. The Procurer will notify the economic operator of the facility touring timing, through the Portal. The Procurer is required to keep as confidential the data of economic operators who will be touring the facility. 
Touring the facility is not an obligation on the part of the tenderer.

	Instruction how to work on the Public Procurement Portal:
The Procurer specially prepares this segment of tender documents and uploads it on the Portal at the appropriate step. 



		NOTE CONCERNING ENVIRONMENTAL ASPECTS IN THE TECHNICAL SPECIFICATION:  
In the present technical specification, the application of environmental aspects refers to the requirement that the tenderer must clean at least 10% of the total surface of the facility/es to be cleaned must with biodegradable cleaning agents. 
For the cleaning services, environmental aspects under technical specifications may also be:
-  use of cleaning agents with eco labels;
- use of microfiber cloth cleaning accessories. (In this tender documentation model, textile cleaning accessories are stipulated under the award criteria)
- use of consumables (soap, fresheners) with eco labels, etc. (where supplied by the tenderer). In this tender documentation model, soap and fresheners are supplied by the Procurer. 




3. [bookmark: _bookmark2]CRITERIA FOR THE QUALITATIVE SELECTION OF ECONOMIC OPERATOR (GROUNDS FOR EXCLUSION AND CRITERIA FOR THE SELECTION OF ECONOMIC OPERATOR) WITH INSTRUCTIONS HOW TO PROVE FULFILLMENT OF THOSE CRITERIA

3.1 [bookmark: _bookmark3]GROUNDS FOR EXCLUSION

3.1.1. [bookmark: _bookmark4]Final judicial conviction for one or several criminal offenses

Legal basis:

Article 111, Paragraph 1, Point 1) of the PPL - The Procurer is required to exclude an economic operator from public procurement procedure if such economic operator fails to prove that, over the period of the previous five years from the date of expiry of deadline for the submission of tenders or applications, neither it nor its legal representative has been convicted by a final judgment, unless such final verdict has set another period of the ban on participating in a public procurement procedure, for:

(1) criminal offense committed as a member of an organized criminal group and criminal offense of association for the purpose of committing criminal offenses;
(2) criminal offense of abuse of the position of a responsible person; criminal offense of public procurement related abuse; criminal offense of accepting bribe while conducting economic activity; criminal offense of giving bribe while conducting economic activity; criminal offense of abuse of office; criminal offense of trading in influence; criminal offense of accepting bribe and criminal offense of giving bribe; criminal offense of unduly obtaining and using loans and other benefits; criminal offense of fraud while conducting economic activity and criminal offense of tax evasion; criminal offense of terrorism; criminal offense of public incitement to commit terrorist acts; criminal offense of recruiting and training to commit terrorist acts and criminal offense of terrorist association; criminal offense of money laundering; criminal offense of funding terrorism; criminal offense of human trafficking and criminal offense of enslavement and transport of enslaved persons.

How to prove fulfillment of the criteria:

Economic operator is required to compile statement on the fulfillment of criteria for the qualitative selection of economic operator on the Portal, thus confirm the absence of this particular ground for exclusion, and to submit it together with tender/application.
Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of criteria for the qualitative selection of economic operator.
It is deemed that for economic operators registered in the Register of tenderers there is no exclusion grounds under Article 111, Paragraph 1, Point 1) of the Public Procurement Law.
The absence of this exclusion ground is to be proven by the following evidence: Legal entities and entrepreneurs:
1) Certificate issued by the competent Basic Court on whose territory is located the seat of a domestic legal entity or entrepreneur, or the seat of a representative office of a foreign legal entity, thereby confirming that the tenderer, over the previous five years since the date of expiry of the deadline for submitting applications, has not been convicted by a final judgment, unless such final verdict has set another period of the ban on participation in public procurement procedure, for any of the following: criminal offense of tax evasion; criminal offense of fraud; criminal offense of unduly obtaining and using loans and other benefits; criminal offense of abuse of office; criminal offense of trading in influence; criminal offense of giving bribe; criminal offense of human trafficking (for forms under Article 388, Paragraphs 2,3, 4, 6, 8 and 9 of the Criminal Code) and criminal offense of enslavement and transport of enslaved persons (for forms under Article 390, Paragraphs 1 and 2 of the Criminal Code).

2) Certificate issued by the competent High Court on whose territory is located the seat of a domestic legal entity or entrepreneur, or the seat of a representative office of a foreign legal entity, thereby confirming that the tenderer, over the previous five years since the date of expiry of the deadline for submitting applications, has not been convicted by a final judgment, unless such final verdict has set another period of the ban on participation in public procurement procedure, for any of the following: criminal offense of abuse of office, where the value of gained material benefit exceeds RSD 1,500,000.00; criminal offense of human trafficking (for forms under Article 388, Paragraphs 1, 5 and 7 of the Criminal Code); criminal offense of enslavement and transport of enslaved persons where committed against a minor, and criminal offense of accepting bribe.

3) Certificate issued by the Special Department of the Higher Court for Organized Crime in Belgrade, thereby confirming that legal entity or entrepreneur has not been convicted for any of the following: criminal offenses of organized crime; criminal offense of association for the purpose of committing criminal offenses; criminal offense of abuse of office, trading in influence, accepting bribe and giving bribe, where the defendant or the recipient of bribe is either official or responsible person executing duties of public office upon having been elected, appointed, or decreed, by either the National Assembly, or the President of the Republic, or the General Plenary Session of the Supreme Court of Cassation, or the High Judicial Council, or the State Prosecutorial Council; criminal offenses against economy, where the value of gained material benefit exceeds RSD 200,000,000, or where the value of public procurement exceeds RSD 800,000,000, for the following: criminal offense of public procurement related abuse, criminal offense of accepting bribe while conducting economic activity, criminal offense of giving bribe while conducting economic activity, criminal offense of fraud while conducting economic activity, criminal offense of abuse of the position of a responsible person, criminal offense of money laundering - where the assets subjected to money laundering originates from any of the above-enumerated criminal offenses; criminal offense of public incitement to commit terrorist acts;  criminal offense of funding terrorism; criminal offense of terrorism; criminal offense of recruiting and training to commit terrorist acts; and criminal offense of terrorist association.

4) Certificate issued by the Special Departments of the Higher Courts for Combating Corruption in Belgrade, Novi Sad, Niš and Kralјevo, thereby confirming that legal entity or entrepreneur has not been convicted for any of the following: criminal offense of accepting bribe while conducting economic activity; criminal offense of giving bribe while conducting economic activity; criminal offense of public procurement related abuse; criminal offense of fraud while conducting economic activity; criminal offense of abuse of the position of a responsible person; and criminal offense of money laundering.

Legal representatives and physical persons:

1) Extract from the criminal records, i.e., certificate issued by the competent police authority of the MIA, thereby confirming that legal representative or physical person has not been convicted for any of the following:
1) criminal offense committed as a member of an organized criminal group and criminal offense of association for the purpose of committing criminal offenses;
2) criminal offense of abuse of the position of a responsible person, criminal offense of public procurement related abuse, criminal offense of accepting bribe while conducting economic activity, criminal offense of giving bribe while conducting economic activity, criminal offense of abuse of office, criminal offense of trading in influence, criminal offense of accepting bribe and criminal offense of giving bribe; criminal offense of fraud; criminal offense of unduly obtaining and using loans and other benefits; criminal offense of fraud while conducting economic activity, and criminal offense of tax evasion; criminal offense of terrorism, criminal offense of public incitement to commit terrorist acts, criminal offense of recruiting and training to commit terrorist acts, and criminal offense of terrorist association; criminal offense of money laundering, criminal offense of funding terrorism; criminal offense of human trafficking, and criminal offense of enslavement and transport of enslaved persons.
Pertinent requests may be filed according to the place of birth or place of residence of the legal representative or physical person. Where tenderer has several legal representatives, it has to submit evidence for each one.

Economic operator with its seat in another state:
Where an economic operator has its seat in another state, the Procurer will accept an extract from the criminal records or another relevant register or, where this is not feasible, an adequate document issued by the competent judicial or administrative body in the state of such economic operator’s seat or the state of which such person is a citizen, to serve as proof of the absence of grounds for exclusion. Where the state in which such economic operator has its seat, or the state of which such person is a citizen, does not issue cited evidence, or where evidence does not cover all information related to the absence of grounds for exclusion, such economic operator may, in the lieu of evidence, supply its written statement given under criminal and material liability, certified by a judicial or administrative body or a notary or another competent body of its state, claiming the absence of any of cited grounds for the exclusion of this economic operator.

3.1.2. [bookmark: _bookmark5]Taxes and contributions

Legal basis:
Article 111, Paragraph 1, Point 2) of the PPL - the Procurer shall exclude economic operator from public procurement procedure where such economic operator fails to prove that it has paid up the due taxes and contributions for mandatory social security, or that it has been granted deferral of debt payment including any accrued interests and fines, by means of a binding agreement or decision, pursuant to a special regulation.

How to prove fulfillment of the criteria:
Economic operator is required to compile statement on the fulfillment of criteria for the qualitative selection of economic operator on the Portal, thus confirm the absence of this particular ground for exclusion, and to submit it together with tender/application. Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of criteria for the qualitative selection of economic operator. It is deemed that for economic operators registered in the Register of tenderers there is no exclusion grounds under Article 111, Paragraph 1, Point 2) of the Public Procurement Law. The absence of this exclusion ground is to be proven by the following evidence: 1) Certificate issued by the competent tax authority that the tenderer has paid up due taxes and contributions for mandatory social security, or that it has been granted deferral of debt payment including any accrued interests and fines, by means of a binding agreement or decision, pursuant to a special regulation. 2) Certificate issued by the local self-government’s competent tax authority that the tenderer has paid up its dues in terms of public revenues, or that it has been granted deferral of debt payment including any accrued interests and fines, by means of a binding agreement or decision, pursuant to a special regulation. Legal entity undergoing the privatization process, instead of evidence under Points 1) and 2), attaches confirmation by the competent authority attesting that the former is undergoing privatization process.

Where an economic operator has its seat in another state, the Procurer will accept confirmation issued by the competent authority in the state of such economic operator’s seat as proof of absence of the exclusion grounds under Article 111, Paragraph 1, Point 2) of this Law.
Where the state in which such economic operator has its seat, or the state of which such person is a citizen, does not issue cited evidence, or where evidence does not cover all information related to the absence of grounds for exclusion, such economic operator may, in the lieu of evidence, supply its written statement given under criminal and material liability, certified by a judicial or administrative body or a notary or another competent body of its state, claiming the absence of any of cited grounds for the exclusion of this economic operator.
3.1.3. [bookmark: _bookmark6]Duties in the areas of environmental protection, social and labor law 
3.1.4. Legal basis:
Article 111, Paragraph 1, Point 3) of the PPL - The Procurer shall exclude economic operator from public procurement procedure where it finds that such economic operator, over the previous two years from the date of expiry of deadline for the submission of tenders or applications, has violated its duties in environmental protection, social and labor law, including collective agreements, and especially duty to pay contracted salaries or other mandatory payments, also including obligations stemming from the provisions of international conventions listed in Annex 8 of the Public Procurement Law. 

How to prove fulfillment of the criteria:
Economic operator is required to compile statement on the fulfillment of criteria for the qualitative selection of economic operator on the Portal, thus confirm the absence of this particular ground for exclusion, and to submit it together with tender/application. The absence of this particular ground for exclusion is determined by Procurer.
3.1.5. [bookmark: _bookmark7]Conflict of interests 
3.1.6. Legal basis:
Article 111, Paragraph 1, Point 4) of the PPL - The Procurer shall exclude economic operator from public procurement procedure where there is a conflict of interest, in terms of the Public Procurement Law, that cannot be resolved by other measures.

How to prove fulfillment of the criteria:
Economic operator is required to compile statement on the fulfillment of criteria for the qualitative selection of economic operator on the Portal, thus confirm the absence of this particular ground for exclusion, and to submit it together with tender/application. The absence of this particular ground for exclusion is determined by Procurer.
3.1.7. [bookmark: _bookmark8]Exerting undue influence on the procedure Legal basis:
Article 111, Paragraph 1, Point 5) of the PPL - The Procurer shall exclude economic operator from public procurement procedure where it finds that such economic operator tried to exert undue influence on Procurer’s decision-making process or to obtain confidential data that could afford it advantage in public procurement procedure, or provided misleading data capable of influencing decisions on excluding or selecting an economic operator or decisions on awarding contract.

How to prove fulfillment of the criteria:
Economic operator is required to compile statement on the fulfillment of criteria for the qualitative selection of economic operator on the Portal, thus confirm the absence of this particular ground for exclusion, and to submit it together with tender/application. The absence of this particular ground for exclusion is determined by Procurer.

Note: The Procurer is not obliged to invoke the grounds for exclusion prescribed under Article 112 of the Law, but if it does, it is required to include them in the documentation, and to exclude economic operator from public procurement procedure where it finds, in any way or manner, at any stage of public procurement procedure, that those exclusion grounds exist

3.2 [bookmark: _bookmark9]CRITERIA FOR THE SELECTION OF ECONOMIC OPERATOR

3.2.1. [bookmark: _bookmark10][bookmark: _Hlk211328627]Technical and professional capacities
List of the services provided


Legal basis:
Article 117, Paragraph 1, of the PPL - The Procurer can set requirements in terms of technical and professional capacities, thus ensuring that economic operator possesses necessary personnel and technical resources and experience needed to execute public procurement contract with adequate level of quality, and especially can request economic operators to have sufficient experience in terms of previously executed contracts.

Requirement:
That the tenderer, over the past three years prior to the expiry of deadline for the submission of tenders, has completed service of cleaning facility(es) having a total surface of at least 2,500 m2 (the Procurer inserts the facility surface in accordance with its own needs and features of the procurement at hand). Cleaning services may be the subject of a single, or multiple contract(s). 
It is required that the tenderer has provided cleaning services with biodegradable cleaning agents.[footnoteRef:5]  [5:  This tender documentation model does not specify the actual surface of facilities cleaned with biodegradable agents in the previous period. However, the Procurer is free to specify such facility surface and request, for instance, that the Tenderer has, over the specified period of time, cleaned at least 100 m2 with biodegradable agents.] 


How to prove fulfillment of the criteria:
Economic operator is required to compile, on the Portal, statement on the fulfillment of criteria for the qualitative selection of economic operator, therein confirming its compliance, and to submit it together with its tender.
[bookmark: _Hlk222610606]Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of the criterion for the qualitative selection of economic operator.

This criterion is proven by:
A procurer’s confirmation that the tenderer has provided cleaning services with biodegradable cleaning agents, in line with the stipulate deadline and quality.
Such confirmation must contain the following: The Procurer’s name and seat, the tenderer’s name and seat, period of the service provision, surface of the facility/es and a statement that the cleaning service was provided with biodegradable cleaning agents, within the stipulated time and quality. This confirmation must bear the signature of procurer’s authorized person and the stamp. 

[bookmark: _Hlk222611001]3.2.2.	Technical and professional capacities

	Educational and professional qualifications



Legal basis:
Article 117, Paragraph 1, of the PPL - The Procurer can set requirements in terms of technical and professional capacities, thus ensuring that economic operator possesses necessary personnel and technical resources and experience needed to execute public procurement contract with adequate level of quality, and especially can request economic operators to have sufficient experience in terms of previously executed contracts.

Requirement: 
[bookmark: _Hlk228206855]That the tenderer has at least 8 persons engaged in cleaning works and at least one engaged person trained to work at height for cleaning external glass surfaces. (the Procurer determines the minimum number of persons in accordance with its own needs and features of the procurement at hand)

How to prove fulfillment of the criteria: 
Economic operator is required to compile, on the Portal, statement on the fulfillment of criteria for the qualitative selection of economic operator, therein confirming its compliance, and to submit it together with its tender. 
Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of criterion for the qualitative selection of economic operator.
 
This criterion is proven by the means of:
- List of persons to be engaged in the cleaning tasks. The list must have the following information: names and surnames of persons, type of engagement, and data on persons trained to work at height. The list must have the signature of the tenderer’s responsible person and the stamp. 
- Copies of employment contracts and mandatory social insurance registration forms (M Form) for persons employed with the tenderer, or by copies of hiring contracts for persons hired on other grounds, for all persons on the list.
- for persons to be working at height:
· Valid certificate - permit to work at height on building structures, and
· Report on completed medical examinations (proving ability to work at height) not older than 12 (twelve) months from the date of expiry of deadline for the submission of tenders.

3.2.3.	Technical and professional capacities

	Tools, powering and/or technical equipment



Legal basis:
Article 117, Paragraph 1, of the PPL -  The Procurer can set requirements in terms of technical and professional capacities, thus ensuring that economic operator possesses necessary personnel and technical resources and experience needed to execute public procurement contract with adequate level of quality, and especially can request economic operators to have sufficient experience in terms of previously executed contracts.

Requirement:
 That the tenderer has at its disposal:
- one machine for washing hard floor coverings; 
- one machine for washing soft floor coverings;
- 3 vacuum cleaners. 
(The Procurer determines the number of machines in accordance with its own needs and features of the procurement at hand)  

How to prove fulfillment of the criteria: 
Economic operator is required to compile, on the Portal, statement on the fulfillment of criteria for the qualitative selection of economic operator, therein confirming its compliance, and to submit it together with its tender. 
Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of the criterion for the qualitative selection of economic operator.
 
This criterion is proven by the means of:
[bookmark: _Hlk229654287]Extract from the inventory list as of 31.12.2025, which must contain the first and the last pages with the signatures of the members of the inventory panel and the pages presenting the required equipment. For equipment bought in 2026, the invoice for purchase of relevant equipment should be attached. For equipment the tenderer holds on the basis of short or long-term lease, a copy of relevant lease contract should be attached.  


3.2.4. [bookmark: _bookmark11]Quality assurance standards and environmental management standards
Environmental management standards


Legal basis:
Article 127 of the PPL - Where the Procurer requests submission of certificates issued by independent bodies that verify economic operator’s compliance with specified environmental protection management systems or standards, it has to refer to the Eco-Management and Audit Scheme system (EMAS) or other recognized environmental protection management systems, in accordance with the law governing environmental protection, or to refer to environmental protection management systems based on pertinent European or international standards of accredited bodies.
Requirement:
In its operation, economic operator must comply with environmental protection system standard ISO 14001 – Environmental protection management system, or “equivalent”.

How to prove fulfillment of the criteria:
Economic operator is required to compile, on the Portal, statement on the fulfillment of criteria for the qualitative selection of economic operator, therein confirming its compliance, and to submit it together with its tender.
Before taking decision in public procurement procedure, the Procurer has to request the tenderer that submitted most economically advantageous tender to also submit evidence on the fulfillment of the criterion for the qualitative selection of economic operator.

This criterion is proven by:
A copy of an applicable certificate.

Note:
In addition to, and instead of, the proposed criteria for the selection of economic operator, the Procurer may also define other ones that are logically related to the procurement subject.
See Articles 114-117 of the of the PPL.
[bookmark: _Hlk222614625]
	Instruction how to work on the Public Procurement Portal:
This part of tender documents is generated by the Portal, by withdrawing data already entered by the Procurer while creating procurement documentation on the Public Procurement Portal.



	NOTE ON ENVIRONMENTAL ASPECTS UNDER THE CRITERION FOR QUALITATIVE SELECTION OF ECONOMIC OPERATOR:  
Under this criterion for the qualitative selection of economic operator, the application of environmental aspects refers to:
- experience in providing cleaning services with biodegradable cleaning agents 
- economic operator’s duty to apply in its activities the environmental protection standards, i.e., ISO 14001:2015 – environmental protection management system, or equivalent.




3. [bookmark: _bookmark12]DATA CONCERNING THE AWARD CRITERIA


In public procurement procedure, the Procurer awards the contract to the most economically advantageous tender according to the award criterion based on the price to quality ratio:

P. Price: 90 weights
Tender with the lowest offered price gets 90 weights, and the otheer ones according to this formula:
P = 90* the lowest offered price / price from the tender being evaluated
Rounding is done to two decimals.
Q: Quality: 10 weights
Q: Q1+Q2
Q1: Vacuum cleaners having energy efficiency class A - 7 weights
Q2: Microfiber cleaning accessories - 3 weights

Q1: Quality - Vacuum cleaners having energy efficiency class A

Weighting under this criterion goes as follows:
	[bookmark: _Hlk223509110]Number of vacuum cleaners having energy efficiency class A[footnoteRef:6] [6:  In the case at hand] 

	Number of weights

	3 vacuum cleaners
	7 weights

	2 vacuum cleaners
	5 weights

	1 vacuum cleaner
	3 weights

	No vacuum cleaners
	0 weights



[bookmark: _Hlk223509392]To prove fulfillment of this criterion, the tenderer supplies extract from the inventory list as of 31.12.2025, which must contain the first and the last pages with the signatures of the inventory panel members and the pages presenting the required equipment. For equipment bought in 2026, the invoice for purchase of relevant equipment should be attached. For equipment the tenderer holds on the basis of short or long-term lease, a copy of relevant lease contract should be attached.  In addition to the above, the tenderer also attaches to its tender the proof of vacuum cleaners’ energy efficiency class (catalog, manufacturer’s technical documentation, or the like)
Given that such vacuum cleaners serve to prove the criterion for the selection of economic operator, the tenderer is not obliged to repeatedly supply proof of availability of these vacuum cleaners, pursuant to Article 119, Paragraph 4 of the PPL
Q2: Microfiber[footnoteRef:7] cleaning accessories[footnoteRef:8] [7:  Microfiber cleaning accessories refer to cloths, mops, and other accessories.]  [8:  Microfiber textile is light, very soft and durable material good at absorbing moisture, dries quickly, and is resilient to wrinkling.
] 

Weighting under this criterion goes as follows:
	Microfiber cleaning accessories
	Yes
	No 

	
	3 weights
	0 weights



To prove this criterion, the tenderer attaches to its tender a list of textile cleaning accessories made of microfibers and intended for the use in the execution of the contract, together with proof of accessories being made of microfibers. (declaration, laboratory report, etc.)
Calculating the total number of weights in a tender:
Most economically advantageous tender is the tender with the highest number of weights, calculated as follows:
MEAT = P + Q
Note: Instead of the suggested criterion, each procurer is free to apply other criteria in accordance with Articles 132 and 133 of the Law.



Reserve criteria pursuant to which will be awarded contract, in the case of two or more tenders ending up equal after applying the criterion:
[bookmark: _Hlk229727894]In the case of two or more tenders offering the same price, the Procurer will choose the most economically advantageous tender by selecting the one of the tenderer who offered a shorter deadline for eliminating defects from the Complaint Record. 

When to apply the draw
Where it is not possible to take decision on the award even after applying the reserve criterion, the Procurer will award the contract to the tenderer drawn by lot. The Procurer will notify, in writing, all tenderers who have submitted tenders of the date the drawing by lot is going to take place. The draw will only include the tenders having equal prices and equal deadline for eliminating defects. The Procurer’s drawing by lot will be open, in the presence of tenderers, by writing the names of tenderers on separate sheets of paper, all of the same size and color, and then by folding them and placing into a transparent box, to be drawn one sheet at a time and, by following the order of drawn names of tenderers, the tenders will be ranked so that the tenderer whose name was on the first-drawn sheet of paper will be the first-ranked tenderer.
The Procurer will send the minutes of the drawing by lot to those tenderers who did not attend the procedure.
Note: The Procurer may also define the draw procedure otherwise.

	Instruction how to work on the Public Procurement Portal:
This part of tender documents is generated by the Portal, by withdrawing data already entered by the Procurer while creating procurement documentation on the Public Procurement Portal. 



	NOTE ON ENVIRONMENTAL ASPECTS UNDER THE AWARD CRITERION:  
Under this award criterion, the application of environmental aspects refers to the weighting of vacuum cleaners with the energy efficiency class A and textile cleaning accessories made of microfibers





4. [bookmark: _bookmark13]DATA PURSUANT TO WHICH TENDERERS PREPARE THE TENDER FORM

	Tender documents contain data pursuant to which tenderers prepare the tender form that contains the following data:

1) general information about tenderer, i.e., each tenderer from the group of tenderers, and also subcontractors (business name or abbreviated name from the relevant register, address of the seat, social security number and tax identification number, contacts, etc.);
2) tender’s validity period as the number of days from the date of tender opening, which cannot be shorter than 30 days;
3) subject of public procurement;
4) price:
5) other procurement requirements that the Procurer deems relevant for the conclusion of contract, suitable to be expressed numerically;
6) data on the segment of the contract to be entrusted to the subcontractor by tenderer (per subject, or by quantity, value, or percent), data on the subcontractor, and whether the Procurer will make the payment directly to the subcontractor, where subcontractor requests direct payment of due claims;
7) integrity statement by which tenderer confirms under full material and criminal liability that it submits its tender independently, free of collusion with other tenderers or interested persons, and that it guarantees the accuracy of data given in tender.


Note: The tender form is automatically generated on the Portal on the basis of the data entered by the Procurer at this step: Criteria for awarding contract and other procurement requirements.


	Instruction how to work on the Public Procurement Portal:
The tender form is automatically generated on the Portal on the basis of the data entered by the Procurer at this step: Criteria for awarding contract and other procurement requirements.




















5. [bookmark: _bookmark14]DATA PURSUANT TO WHICH TENDERERS PREPARE THE FORM OF STATEMENT ON MEETING CRITERIA FOR QUALITATIVE SELECTION OF ECONOMIC OPERATOR


The form of statement on the fulfillment of criteria for the qualitative selection of economic operator is automatically generated on the Portal on the basis of the data entered by the Procurer at this step: Criteria for qualitative selection of economic operator. The Portal automatically generates this part of tender documents: Criteria for the qualitative selection of economic operator and instruction how to prove the fulfillment of those criteria.

Where tender is submitted by a group of economic operators, this requires submission of separate Statements of each member of the group of economic operators, containing data for relevant capacities of a group member.

Where economic operator intends to subcontract a segment of the contract, or to use capacities of other operators, it should also provide separate statements containing data for relevant capacities of the subcontractor, or of that other operator, that it intends to use.

In statements on the fulfillment of criteria, economic operators specify the issuers of evidence of the fulfillment of criteria for the qualitative selection of economic operator, and declare they will provide such evidence upon the Procurer’s request, without delay.

In a statement on the fulfillment of criteria, economic operator may include the database Internet address, any necessary identification data, and a statement of consent, that enable obtaining of evidence or insight into evidence of the fulfillment of criteria for the qualitative selection of economic operator.




6. [bookmark: _bookmark15]THE FORM OF THE STRUCTURE OF THE OFFERED PRICE


	Column number
	Type of service
	Unit of measure
	Unit price without VAT, monthly level[footnoteRef:9] [9:  The price includes values of all cleaning products to be used to perform the cleaning service.] 

	Unit price with VAT, monthly level
	Quantity


	Total price without VAT, monthly level
	Total price
with VAT, monthly level
	  Total price without VAT
   for a year
	  Total price with VAT
   for a year

	1
	2
	3
	4
	5
	6

	7 
(4*6)
	8 
(5*6)
	9
(7*12 months)
	10
(8*12 months)

	

1
	

Cleaning services
	

1 m2 per month
	
	





	


2,402.00 m²[footnoteRef:10] [10:  The Procurer enters the area of ​​the facility as specified in the Technical Specification] 





	
	
	
	




	

	




INSTRUCTION HOW TO FILL OUT THE FORM OF THE STRUCTURE OF THE OFFERED PRICE

The data in the form of the structure of the offered price are to be entered according to the following instruction:

· [bookmark: _Hlk222746845]in Column 4 - enter unit price without VAT at the monthly level;
· in Column 5 - enter unit price with VAT at the monthly level;
· [bookmark: _Hlk222746899]in Column 7 - enter the total price without VAT at the monthly level;
· [bookmark: _Hlk228208401]in Column 8 - enter the total price with VAT at the monthly level;
· in Column 9 - enter the total price without VAT for a year;
· in Column 10 - enter the total price with VAT for a year.


	Instruction how to work on the Public Procurement Portal:
The Procurer specially prepares this segment of tender documents and uploads it on the Portal at the appropriate step.





7. [bookmark: _bookmark16]THE FORM OF TENDER PREPARATION COSTS

		Pursuant to Article 138 of the Law, the tenderer ___________,	submits the total amount and the structure of the costs of preparing the tender, as in this table:

	TYPE OF EXPENSE
	AMOUNT OF EXPENSE IN RSD

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL AMOUNT OF EXPENSES FOR PREPARING TENDER
	




Note:

The costs of preparing and submitting tender are borne solely by the tenderer, who cannot claim reimbursement thereof from the Procurer. Where a public procurement procedure is canceled due to reasons attributable to the Procurer, it is required to compensate the tenderer’s costs of making a sample or a model, if those were made in accordance with the Procurer’s technical specifications, plus the costs of obtaining the collateral, provided that the tenderer had requested the reimbursement thereof in its tender.

The submission of this form is not mandatory.

8. STATEMENT
ON THE USE OF CLEANING PRODUCTS


I HEREBY DECLARE under full material and criminal responsibility that I am going to use the following cleaning agents when providing the cleaning services: 


	Column number
	Description of service
	Cleaning agent
	Name and description of the cleaning agent
	Manufacturer

	1. 
	Machine washing of soft floor coverings (synthetic and wool carpets) 
	Product for deep cleaning of carpets - content of active substances 3- 10% of non-ionic surfactants, of the brand Diversey or equivalent
	
	

	2. 
	- Machine washing of hard floor coverings (ceramic, marble, granite, PVC vinflex floors, anti-static floors, etc.). 
	Universal agents for cleaning waterproof hard surfaces - content of active substances <5% of non-ionic surfactants, of the brand Diversey or equivalent
	
	

	3. 
	Wiping hard floor surfaces - mopping (ceramics, marble, granite, rubber, PVC vinflex, linoleum, anti-static floors, etc.). 
	Cleaning product must be for floors and must contain <5% of anionic surfactants amphoteric surfactants or nonionic surfactants, of the brand Primo or equivalent
	
	

	4. 
	Washing of glass surfaces (windows and partitions)

	Content of active 
substances 1-<5% of nonionic surfactants of the brand Buzil or equivalent
	
	

	5. 
	Washing of external glass surfaces 
	Content of active substances 1-<5% of nonionic surfactants of the brand Buzil or equivalent
	
	

	6. 
	Thorough cleaning and disinfection of toilets and bathroom sanitary fittings (toilet bowls, urinals, bathtubs, shower cabins, sinks, bidets, etc. )- 
	Acidic agent for sanitary cleaning - Content 3-10% of citric acid, of the brand Diversey or equivalent; Aldehyde-free disinfectant, of the brand Jasvel or equivalent
	
	

	7. 
	Wiping of glass surfaces at entrances 
	Content of active substances 1-<5% of nonionic surfactants of the brand Buzil or equivalent
	
	

	8. [bookmark: _Hlk223514137]
	Washing marquisette curtains
	
	
	

	9. 
	Washing draperies
	
	
	

	10. 
	Washing strip curtains, roller blinds and venetian blinds
	
	
	

	11. 
	Polishing parquet, laminate
	
	
	

	12. 
	Cleaning floors and maintaining their hygiene (by washing) in technical rooms with no permanent staff - substations, garages, etc.
	
	
	

	13. 
	Disinfecting by agents of all work surfaces, telephones, doorknobs, etc.
	
	
	

	14. 
	Proper care of leather furniture
	
	
	

	15. 
	Wiping notice boards and inscriptions, handrails etc. made of inox.
	
	
	

	16. 
	Machine washing and polishing of hard coverings at entrances
	
	
	

	17. 
	Thorough cleaning of floor and wall coverings (ceramics, marble)
	
	
	





_______________________                                                                __________________________
             Date                                                                                          Responsible person of the tenderer


[bookmark: _Hlk223519440]This statement is to be accompanied with proofs specified under this tender documentation. 






[bookmark: _bookmark17]

9. CONTRACT MODEL 
PUBLIC PROCUREMENT CONTRACT NO. _____

Concluded between:


	PROCURER:

	

	with its seat in	 	,	street		No.
 	,

	TIN:	 	;	Registration number:
 	,
represented by  	
(hereinafter: the Procurer)



and
  
  SERVICE PROVIDER:
................................................................................................
with its seat in ............................................, street ......................................TIN: ..........................
Registration number: ........................................
Account number: ............................................ The Bank’s name   ,
Telephone: ............................ Fax: ...................................................................
represented by ...............................................................
(hereinafter: Service provider),


The contracting parties jointly acknowledge that: 
· The Procurer has conducted an open procedure for public procurement of services: Services of cleaning facilities, JN No. 	;
· The Service provider has submitted Tender No. ______ dated __________, fully compliant with the tender documents;
· The Procurer has awarded contract to the Service provider, based on the Report on public procurement procedure and Decision on awarding contract No.  _______ dated	, fully compliant with the Public Procurement Law (“Official Gazette of the RS” Nos. 91/2019 and 92/2023)
· that the contract is concluded with a group of tenderers, comprising: ______________________________, from ________________, Street ___________________ No. ______, represented by director _____________________ (to be completed in the case of a joint tender; list all members of the group of tenderers) which, in accordance with their tender, jointly and severally commit to the Procurer to execute the procurement, in which case the group of tenderers is obliged to supply to the Procurer the information about the tenderer issuing the invoice, either in their tender or once the decision on awarding contract is taken;
· that the Service provider has entrusted a partial execution of the procurement to the subcontractor(s): ______________________________, from ________________, Street ___________________ No. ______, represented by director _____________________ (to be completed only for tender with subcontractor(s); list all subcontractors entrusted with partial executions of the procurement.  The Service provider is fully responsible to the Procurer for the execution of contractual obligations, regardless of the number of subcontractors.


Article 1
The subject of this Contract is the service of cleaning facilities, full in line with the technical specifications under tender documentation and with the accepted tender of the Service provider, which make integral parts of the present Contract.

Article 2
[bookmark: _Hlk222831248]	The total annual contracted value of the cleaning service is RSD ________ without VAT, that is, RSD ______________ with VAT.
 	The total monthly contracted value of the cleaning service is RSD ________ without VAT, that is, RSD ______________ with VAT.
	Invoicing will be done based on the unit price per square meter from the tender and the actual service provided.  
	 The contract will be executed up to the total contracted value, which covers the values of all cleaning products.
	The contract parties agree that the price is fixed, except in the case of increase in the minimum labor price, as defined by the Decision of the Social-Economic Council of the RS or the Government of the RS, and at most up to the percent of such increase in the minimum labor price. 
	In the case under Paragraph 5 of this Article, the Procurer is not required to amend its public procurement contract, since this is a matter of adjusting the price with clearly predefined parameters.  

Article 3
[bookmark: _Hlk183005107]The Procurer undertakes to disburse contracted price including VAT to the Service provider no later than on the 5th day of the month, by payment to the latter’s current account No. ____________ kept at ______________ Bank, in accordance with the Law on Deadlines for Settling Monetary Obligations in Commercial Transactions (“Official Gazette of the RS” Nos. 119/12, 68/15, 113/17, 91/19, 44/2021- other Law, 129/21- other law, 130/21 and 109/2025), on the basis of a correct e-invoice and signed and delivered Records of the provided service. 
Scope and quality of the service provided is verified by the Record of service performed, signed by the authorized representatives of both contract parties.
	The Record of service performed is signed by the Procurer’s designated person for monitoring and controlling the execution of contractual obligations and the Service provider’s person responsible for monitoring the contract implementation, on the first day of the current month for the service performed in the previous month. By signing the Record of service performed, those authorized persons confirm that the services were provided in accordance with the provisions of the contract. 
The Service provider is required to issue invoices in accordance with the Law on Electronic Invoicing (“Official Gazette of the RS” Nos. 44/2021, 129/2021, 138/2022, 92/2023, 94/2024 and 109/2025).  

Article 4
The Service provider undertakes to provide its employees with protective clothing and footwear, to comply with the prescribed safety measures at work and the prescribed hygiene and technical protection measures, throughout the contract duration.
The Service provider is required to clean at least 10% of the facility surface with non-aggressive cleaning agents that are biodegradable, enable quick and efficient cleaning, are perfumed, and all this in a way that allows for a smooth running of the work process and protection of property. 
The Service provider is obliged to perform cleaning services by using its own products and cleaning accessories, and to hire workers as needed, and to organize them in such a way as to ensure that the service is provided in line with the contractual provisions. 
While performing relevant services, the Service provider may only use the cleaning agents specified in its Declaration on the use of cleaning agents, or the ones of the same or higher quality (for which it must seek and obtain the Procurer’s prior written consent and supply relevant proof thereon). 

Where, during the validity of the contract, ends the production of cleaning agents specified in the Declaration on the use of cleaning agents, the Service provider is obliged to immediately notify the Procurer in writing, supply relevant evidence thereto, and obtain the Procurer's written consent to replace such agent, which must be of the same or higher quality.

 
Article 5
The Service provider shall provide services in a diligent and quality manner, in all aspects according to the professional standards and norms governing the service at hand, and good business practices. 
The service incorporate efficient and complete provision of given service, as well as the strictest keeping business, security and all other information. 
The cleaning staff is obliged to perform this work with strict discretion and to respect the activities of the Procurer. 
It is forbidden to look at, open, or use the documents resting on the work surfaces, as well as to use furniture and equipment not intended for cleaning purposes. Any object or thing found must be reported and handed over without delay, as well as any damage to furniture and equipment, before the start of cleaning. 

Persons tasked with the cleaning services must:
· Correctly dose cleaning agents;
· Correctly set the dilution ratio of undiluted cleaning agents;
· Use cold water to dilute cleaning agents, unless the manufacturer has specified otherwise;
· Turn off the light, once they finish the work;
· Use reusable cleaning tools that can be used repeatedly, so to reduce the use of disposable utensils;
· Properly dispose of the waste water, etc.

The Service provider shall supply personal data of the staff doing the cleaning in the Procurer’s facility to the Procurer’s representative, within 3 (three) days from the date of concluding the contract. Where a cleaning worker is replaced, the Service provider shall notify the Procurer in writing, and for each new staff submit an appropriate proof of being employed by the Service provider.
The Service provider shall designate a person responsible for the organization of work and for communication related to the execution of the public procurement subject, and notify thereon the Procurer’s representative, in writing. 

Article 6 
Where the Service provider fails to provide services in line with the contractual provisions, (e.g., service was not provided within the agreed scope (e.g., a part of the premises was not cleaned), service was not provided within the agreed time frame (e.g., a day or a shift got skipped), service was not provided in line with the agreed mode or agents (e.g., by using banned or unsafe agents), service was not provided in line with the agreed dynamics, the Procurer shall make a Complaint Record and notify the Service provider within 2 (two) days from the day of the noted defects and request re-execution of such service. The Service provider is obliged to eliminate identified defects within ____________ hours, since the hour of the receipt of the Complaint Record (this deadline cannot be longer than 24 (twenty-four) hours).

Where the Service Provider fails to provide services per the agreed dynamics, the Procurer reserves the right to reduce the amount of the monthly invoice for the cost of cleaning the area for which the service was not provided according to the agreed dynamics, based on the Record of the provided services.  
	The Procurer reserves the right to control the provision of the contracted services.
	The Procurer will steadily carry out daily, weekly and monthly controls of the cleaning and supervise the provision of services, and periodically evaluate the quality of the services provided.

[bookmark: _Hlk223529490]	Throughout the contract duration, the Procurer will control cleaning agents the Service provider uses to maintain hygiene, by random sample. Where a random sample control reveals that an agent does not match the agent specified in the Statement on the use of cleaning agents, or that the Service provider cleans at least 10% of the surface with non-biodegradable agents, the Procurer will send a notice of intent to terminate to the Implementor. If the Service Provider, notwithstanding the notice, continues the cleaning with agents not corresponding to those from the Statement, the Procurer reserves the right to terminate the contract and collect the performance security.
	
[bookmark: _Hlk223553633]The Procurer will designate a person responsible for monitoring and controlling the execution of contractual obligations.
	The Service provider’s person responsible for monitoring the execution of contract shall respond to all Procurer’s requests or memos within 3 (three) days from the date of receiving such request or memo, except when acting upon the Complaints Record, when the deadline for eliminating defects is no longer than 24 hours from the time of receipt of the Record of Complaints.
             The Service provider’s person responsible for monitoring the execution of the contract is ___________ (name and surname), contact phone: _____________, email: __________________.
        	 
Article 7
The Service provider undertakes, should the validity of 14001 - Environmental protection management system expires within the contract duration, to ensure its recertification as proof of the constant compliance with standards, and of its control over environmental impact of its doings, products and services, and of the further improvement of performances.

                                                                         Article 8
Where the Service Provider performs contracted services contrary to the contractual provisions, and especially those referring to the description and mode of service provision, number of executors and their working hours, and the service provision dynamics, it is obliged to pay to the Procurer a contractual penalty by reducing the amount of the invoice for the month the provisions were violated by 2% of the monthly invoice value, whereby the total amount of contractual penalty cannot exceed 5% of the total value of the contract.
	In the event of frequent failure to comply with contractual obligations, the Procurer may rescind the contract and collect the performance security, with a notice period of 60 (sixty) days, during which the Service provider is obliged to continue providing the cleaning services so that the Procurer can act in accordance with the Law on Public Procurement (“Official Gazette of RS”, Nos. 91/2019 and 92/2023).

Article 9
The Service provider undertakes to give to the Procurer its own blank promissory note at the point of the conclusion of contract, as a guarantee for the fulfillment of contractual obligations.   
	The Service provider is obliged to provide its own blank promissory note, which must be recorded in the Register of Promissory Notes and Authorizations of the National Bank of Serbia. One’s own blank promissory note must be signed by the person authorized for representation in hand-written signature (as opposed to a facsimile). Such promissory note must be accompanied by a duly completed and signed promissory note authorization – a letter, with a ‘no protest’ clause, for contractual obligations, with the specified amount of 10% of the total contract value without VAT, and a certificate attesting the registration of the promissory note (listing from the NBS website, as proof that the promissory note is registered). Along with the promissory note must be provided a copy of the certified OP Form and a copy of the signature deposition card, issued by the commercial bank specified by the Service provider in its promissory note authorization - letter. The promissory note authorization - letter remains valid if the person authorized for representation gets replaced. The signature of the authorized person on the promissory note and promissory note authorization - letter, must be identical to the signature(s) on the signature deposition card.
[bookmark: _Hlk229482284]	The validity of the financial collateral is (at least 30 days) longer than the date of expiry of the validity of contract.
	In the case the Service provider fails to fulfill contractual obligations in full compliance with the concluded contract, or it fulfills them partially and/or belatedly, the Procurer will activate the means of security.


Article 10
Each contract party may terminate this contract if the other party fails to fulfill own contractual obligations in all respects in the agreed manner and the agreed time frame, that is, in the case of the other party’s material breach of the contract, in terms of the provisions of the Law on Obligations. 
The contract party intending to terminate the contract must, prior to that, notify the other contract party of the breach of contractual obligations, specify what that breach consists of, and request it be corrected within 15 days from the date of this notice, whereby no additional deadline for the fulfillment of this duty can be granted once the deadline for the performance of all contractual obligations has expired. 
In the event of a mutual termination of the contract, the contract parties will regulate mutual claims related to, and arising from, the present contract. 
Rescission of contract does not affect the contract parties’ rights and obligations created before the termination.


Article 11
The present Contract enters into force on the day of its signing by authorized persons of the contract parties and once the financial collateral has been provided by the Service provider.
Where the dates of signing the present Contract differ, the Contract enters into force on the date it is signed by the contract party that signs it later.
	The contract remains valid for one year counting from the day the contract is concluded. 
Any matter not regulated by the present contract will be governed by the Law on Obligations and relevant applicable laws and bylaws that govern the subject of the contract.
	
Article 12
The contract parties agree to settle amicably any possible dispute arising from the present Contract, and failing such arrangement, they endorse the jurisdiction of the competent per the Procurer’s seat.

Article 13
The present Contract is made in 4 (four) identical copies, of which 3 (three) are kept by the Procurer, and the last one by the Service provider.

[bookmark: _Hlk99295335]	

                PROCURER                                                                        SERVICE PROVIDER

           _____________________                                                            _______________________


Note: 
A public procurement contract can be concluded in electronic form, in accordance with the law governing electronic documents and the law governing electronic signatures.

	Instruction how to work on the Public Procurement Portal:
The Procurer specially prepares this segment of tender documents and uploads it on the Portal at the appropriate step. 





	NOTE ON ENVIRONMENTAL ASPECTS WITHIN SPECIAL EXECUTION CONDITIONS:  
In this contract model, the application of environmental aspects refers to the following:
[bookmark: _Hlk230605228]- Duty to re-certify Certificate 14001 - Environmental protection management system
- The Procurer’s duty to control the application of environmentally friendly cleaning agents, and an option to rescind the contract where the contrary is found
- Checking whether the Service provider indeed cleans at least 10% of the surface with biodegradable cleaning agents
- Duty of persons tasked with the execution of cleaning services to actually perform it by abiding to the rules governing the way of using cleaning agents, the energy saving, the water saving, the waste handling



 



10. [bookmark: _bookmark18]INSTRUCTION TO TENDERERS HOW TO PREPARE TENDER



Information about Procurer

	Procurer:
	(The Portal withdraws relevant data)

	Tax identification number (TIN):
	(The Portal withdraws relevant data)

	Address:
	(The Portal withdraws relevant data)

	Web page:
	(The Portal withdraws relevant data)



Key information about the procedure

	Title of the procedure:
	Services of cleaning facilities

	Reference number:
	(The Portal withdraws relevant data)

	Type of the procedure:
	Open procedure

	Type of the procurement subject:
	Services

	Description:
	(The Portal withdraws relevant data)

	Deadline for submission:
	(The Portal withdraws relevant data)


Characteristics of the public procurement procedure (instruments and techniques) (if applicable)

Description of the subject/lots
Services of cleaning facilities	

Description of the procurement:
(The Portal withdraws relevant data)

The Procurer defined the criteria for awarding contract on the basis of:
(The Portal withdraws relevant data)

Method of ranking acceptable tenders:
(The Portal withdraws relevant data)

Electronic communication and exchange of data on the Public Procurement Portal
In the procedure, electronic communication is required.
Tender/application is submitted through the Public Procurement Portal, as described in this instruction.
Users interested in given public procurement procedure shall communicate with the Procurer only through the Public Procurement Portal.
Users of the Public Procurement Portal can express their interest in a published public procurement procedure by downloading documentation, or by indicating their interest.
Documentation in this public procurement procedure on the Public Procurement Portal is accessed at the procedure page: https://jnportal.ujn.gov.rs/
Actions in public procurement procedure that you can take on that procedure page:
· sending request for additional information or clarification in terms of the procurement documents, as well as notifying the Procurer of any  possibly identified deficiencies and irregularities in the procurement documents
· See general instruction for the Portal users
· forming a group of tenderers
· See general instruction for the Portal users
· preparing and submitting tenders
· See general instruction for the Portal users
· Completing e-Statement on the fulfillment of criteria for the qualitative selection of economic operators
· See general instruction for the Portal users
· granting the right to a procedure (to a person within an economic operator)
· See general instruction for the Portal users
· sending request for the protection of rights
· See general instruction for the Portal users
· authorizing proxy for representation in the procedure of the protection of rights
· See general instruction for the Portal users
Economic operator may, through the Public Procurement Portal, request from the Procurer additional information or clarification related to the procurement documentation, whereby they may also notify the Procurer of the perceived deficiencies and/or irregularities in the procurement documentation, no later than ____ (to be inserted by the Procurer) days prior to expiry of the deadline for submission.

Email inbox in the procedure
See general instruction for the Portal users
Throughout the duration of a public procurement procedure, users interested in the procedure will receive on their Portal mailbox the following information:
· Changes to tender documentation
· Additional information or clarification concerning the procurement documentation
· Changes to the electronic catalog
· Decision on award/cancellation
· Published public procurement notices
Users or economic operators participating in the procedure will receive on their Portal mailbox:
· Confirmation on successfully submitted tender/application
· Confirmation on successfully submitted amendments to tender/application
· Confirmation on revocation of tender/application
· Invitation to submit tender
· Invitation to participate in the e-auctioning
· Minutes of the tender opening

Users will also receive copies of those messages to the email address through which they registered on the Portal

Preparing and submitting tender/application
Economic operator prepares tender/application on the Public Procurement Portal according to the structure and content defined by the Procurer when preparing the public procurement procedure on the Portal.
Economic operator submitting tender/application must be registered on the Portal with at least one and preferably several users (meaning, user accounts).
See general instruction for the Portal users
An independently bidding tenderer cannot concurrently participate in a joint tender or as a sub-contractor, nor can the same subject take part in several joint tenders.
A tenderer may only submit a single tender, except in the case where the submission of tender with variants is permitted or required.
Detailed instruction how to prepare tender through the Portal:
See general instruction for the Portal users
Deadline for the submission of tenders or applications: (The Portal withdraws relevant data)

Tenders may be submitted: In Serbian (to be inserted by the Procurer)
In its tender/application form, tenderer/candidate must confirm, by means of integrity statement given under full material and criminal liability, that it submits its tender independently, free of collusion with other tenderers/candidates or interested persons, and that it guarantees the accuracy of data given in tender/application.

Preparing and submitting joint tender/application
On the Portal’s procedure page, economic operator can create a group of economic operators (tenderers/candidates) for the purpose of submitting joint tender/application.
The member of a group of economic operators that submits tender/application must be authorized to submit a joint tender/application on behalf of the group. The group members give authorization to submit tender/application on behalf of the group of economic operators through the Public Procurement Portal. All members of the group must be registered users of the Public Procurement Portal.
For more information how to create a group of economic operators:
See general instruction for the Portal users
Tender/application is prepared and submitted by the member of the group authorized to submit the joint tender
/application on behalf of the group of economic operators.
In the case of joint tender/application, data on the members of the group are parts of the tender/application form.

When completing the form of tender by a group of tenderers on the Public Procurement Portal, one must include the procurement value or the percent of this value, or the quantity of the procurement subject to be executed by each member of the group of tenderers pursuant to their agreement. When completing the form of application by a group of candidates, these data are included, if known.
All members of a group of economic operators must fill in the statement on the fulfillment of criteria for the qualitative selection of economic operator.

Preparing tender/application with sub-contractor
Where tender/application involves subcontractors, these must be registered users of the Public Procurement Portal, but need not give their consents to the economic operator for the submission of tender/application through the Portal.
Economic operator intending to entrust the execution of a part of the contract to subcontractors is required to state the following for each individual subcontractor:
1) data on subcontractor (subcontractor’s name, address, registration number, tax identification number, name of the contact person).
2) data on the part of the contract to be entrusted to subcontractor (per subject, or by quantity, value, or percent).
3) whether subcontractor demands direct payments of due claims made to it by the Procurer for the segment of the contract completed by subcontractor.
Economic operator is required to provide statements on the fulfillment of criteria for the qualitative selection of economic operator for each subcontractor specified in tender/application.

Preparing documents within tender/application
Economic operator uploads documents of tender/application according to the predefined structure. The supported formats and size of documents are prescribed by the Instruction for using the Public Procurement Portal. Where a single document exceeds the enabled size on the Public Procurement Portal, it is recommended to resort to its compression or to dividing it into smaller-size documents, and then to upload smaller and/or compressed documents to the Public Procurement Portal.
Economic operator cannot encrypt documents it uploads within its tender/application. The Public Procurement Portal encrypts tenders/applications and parts thereof and maintains confidentiality of the contents of tenders/applications and of the economic operators’ identities until the date and time of the opening of tenders.
[image: ][image: ]Economic operator can prepare, upload to the Portal (Procedure page Tenders or Applications Preparing documentation) documents it plans to attach as parts of its tender/application.
See general instruction for the Portal users

The Procurer requests that the tenderer provides the following documents in its tender/application:
· The tender form;
· The form of the structure of the offered price;
· The form of the tender preparing costs (submission of this form is not mandatory;
· The Statement on the fulfillment the criteria for the qualitative selection of economic operators;
· Evidence that corroborates requirements under the technical specifications;
· The contract model, completed by the tenderer;
· Evidence that corroborates the award criterion;
· Collateral for surety bond 

Together with each requested document, economic operator can upload several files where such document consists of several parts.
While uploading documents on the Public Procurement Portal, economic operator indicates on the Portal whether an individual tender document is confidential (pursuant to Article 38 of the Public Procurement Law), the legal grounds on the basis of which such documents have been marked as confidential, and provides reason(s) for confidentiality. Where only certain parts of a specific document are confidential, prior to uploading such document on the Portal, economic operator needs to extract the confidential parts in a separate document, mark it as confidential and then upload it as such on the Public Procurement Portal. Non-confidential parts ought to be saved in separate document or documents and then upload them as such on the Public Procurement Portal. No part of electronic tender/application needs to be signed, stamped, or scanned.

The Statement on the fulfillment the criteria for the qualitative selection of economic operators
The Statement on the fulfillment of the criteria for the qualitative selection of economic operators is completed electronically on the Portal.
Part of tender documents titled Criteria for the qualitative selection of economic operator with Instruction is generated on the Portal and attached to the tender documents.
How to complete e-Statement through the Portal:
See general instruction for the Portal users
According to the defined criteria, statement is filled out through the Portal on the procedure page, under[image: ] Applications / Tenders	New Statement or Statements under preparation for statement updating.
Members of the group, sub-contractors, or other entities whose capacities are being used by the economic operator, shall complete own e-Statements each, whereas the economic operator can download completed e-statements through the Portal and attach to its tender/application.

Parts of tender/application that cannot be delivered electronically
Where part(s) of tender/application cannot be delivered electronically via the Public Procurement Portal (see Article 45, Paragraph 3, of the Public Procurement Law), economic operator is required to specify in its tender/application the exact part(s) of tender/application to be submitted non-electronically.
Such part(s) of tender/application cannot be delivered electronically via the Public Procurement Portal, economic operator delivers to the Procurer before the expiry of deadline for the submission of tenders/applications by mail, courier service, or in person, in an envelope or a box closed in such a way that, at the point of its opening, one can deduce with certainty that it is being opened for the first time.
Part(s) of tender/application cannot be delivered electronically via the Public Procurement Portal, economic operator will send to the following address:
(The Portal withdraws relevant data)
With indication:
Part of a tender/application for public procurement: (Services of cleaning facilities)
DO NOT OPEN

While preparing tender/application on the Portal, economic operator specifies part(s) of tender/application to be delivered non-electronically (by mail, couriers, or in person).
Economic operator’s name and address have to be stated on the back of the envelope or the box. Where part(s) of tender/application are submitted by a group of economic operators, the status of a group of economic operators has to be stated on the envelope as well as names and addresses of all members of the group.
Part(s) of tender/application are deemed timely if received by the Procurer no later than (the Portal withdraws relevant data).
The Procurer will issue confirmation of receipt to economic operator. In its confirmation, the Procurer will state the date and time of receipt.
Part(s) of tender/application not received by the Procurer within the deadline specified for the submission of tenders/applications, i.e., those received upon expiry of the day and hour by which tenders/applications were to be submitted, will be considered untimely. Upon the completion of the procedure, the Procurer will return untimely part(s) of tender/application to tenderer unopened, with an indication of having been submitted untimely.

Completing the tender form
The price is expressed in RSD, with and without value added tax, with all costs incurred by the tenderer in the implementation of given public procurement.

Reserve criteria pursuant to which will be awarded contract, in the case of two or more tenders ending up equal after applying the criterion:
In a situation with two or more tenders with the same offered price, the Procurer will choose the most economically advantageous tender by selecting the one of the tenderer who offered a shorter deadline for eliminating defects based on the Complaint Record. 
 
When to apply the draw
Where it is not possible to take decision on the award even after applying the reserve criterion, the Procurer will award the contract to the tenderer drawn by lot. The Procurer will notify, in writing, all tenderers who have submitted tenders of the date the drawing by lot is going to take place. The draw will only include the tenders having equal prices and equal deadline for eliminating defects. The Procurer’s drawing by lot will be open, in the presence of tenderers, by writing the names of tenderers on separate sheets of paper, all of the same size and color, and then by folding them and placing into a transparent box, to be drawn one sheet at a time and, by following the order of drawn names of tenderers, the tenders will be ranked so that the tenderer whose name was on the first-drawn sheet of paper will be the first-ranked tenderer.
The Procurer will send the minutes of the drawing by lot to those tenderers who did not attend the procedure.

Payment method and deadline: 
The Procurer undertakes to disburse contracted price including VAT to the Service provider no later than on the 5th day of the month, by payment to the latter’s current account No. ____________ kept at ______________ Bank, in accordance with the Law on Deadlines for Settling Monetary Obligations in Commercial Transactions (“Official Gazette of the RS” Nos. 119/12, 68/15, 113/17, 91/19, 44/2021- other Law, 129/21- other law, 130/21 and 109/2025), on the basis of a correct e-invoice and signed and delivered Records of the provided service. 
The Service provider is required to issue invoices in accordance with the Law on Electronic Invoicing (“Official Gazette of the RS” Nos. 44/2021, 129/2021, 138/2022, 92/2023, 94/2024 and 109/2025).  
 Tender must remain valid for 30 days from the date of opening of tenders.
Upon entering all the data, economic operator generates the form of tender/application and can review data contained in tender/application before submitting its tender/application.

How to amend tender/application
See general instruction for the Portal users

How to revoke tender/application
See general instruction for the Portal users
Data on the type, content, way of submission, amount and deadlines of ensuring the fulfillment of tenderer’s obligations


Collateral for surety bond:

The tenderer undertakes to provide its own blank promissory note as the surety bond.
This own blank promissory note must be registered in the Register of promissory notes and authorizations of the National Bank of Serbia, and must be signed by the person authorized for representation in hand-written signature (as opposed to a facsimile). Such promissory note must be accompanied by a duly completed and signed promissory note authorization – letter, with a ‘no protest’ clause, for surety bond, with the specified amount of 3% of the total contract value without VAT, and a certificate attesting the registration of the promissory note (listing from the NBS website, as proof that the promissory note is registered). Along with the promissory note must be provided a copy of the certified OP form and a copy of the signature deposition card, issued by the commercial bank specified by the tenderer in its promissory note authorization - letter. The promissory note authorization - letter remains valid if the person authorized for representation gets replaced. The signature of the authorized person on the promissory note and promissory note authorization - letter, must be identical to the signature(s) on the signature deposition card.
The validity of the financial collateral is at least 30 (thirty) days from the date of opening of tenders.
Where the deadlines for the selection of tenderer are changed during the contract award procedure, the validity of the financial collateral must also be extended.
The tenderer with whom the contract is going to be concluded is required to extend the validity of the surety bond until such time it is replaced by the collateral for the fulfillment of contractual obligations.
The Procurer will collect the promissory note supplied with the tender if the tenderer withdraws its tender within the tender validity period, or if it fails to provide evidence on the fulfillment of criterion for the qualitative selection of economic operator under Article 119 of the PPL, or if it unjustifiably refuses to conclude the contract, or if it fails to deliver the collateral for the performance of the contract.
The collaterals of unsuccessful tenderers will be returned to them, upon their requests, immediately upon the conclusion of the contract with the successful tenderer.
Where tenderer fails to provide the collateral for surety bond, its tender will be refused as unacceptable.


Collateral for the fulfillment of contractual obligations:

[bookmark: _Hlk222832711]The tenderer undertakes to give to the Procurer its own blank promissory note at the point of the conclusion of contract, as a guarantee for the fulfillment of contractual obligations.   
	The tenderer is obliged to provide its own blank promissory note, which must be recorded in the Register of Promissory Notes and Authorizations of the National Bank of Serbia. One’s own blank promissory note must be signed by the person authorized for representation in hand-written signature (as opposed to a facsimile). Such promissory note must be accompanied by a duly completed and signed promissory note authorization – a letter, with a ‘no protest’ clause, for contractual obligations, with the specified amount of 10% of the total contract value without VAT, and a certificate attesting the registration of the promissory note (listing from the NBS website, as proof that the promissory note is registered). Along with the promissory note must be provided a copy of the certified OP form and a copy of the signature deposition card, issued by the commercial bank specified by the tenderer in its promissory note authorization - letter. The promissory note authorization - letter remains valid if the person authorized for representation gets replaced. The signature of the authorized person on the promissory note and promissory note authorization - letter, must be identical to the signature(s) on the signature deposition card.
	The validity of the financial collateral is at least 30 days longer than the date of expiry of the validity of contract.
	In the case the tenderer fails to fulfill contractual obligations in full compliance with the concluded contract, or it fulfills them partially and/or belatedly, the Procurer will activate the means of security.

Opening of tenders/lots

Data related to the opening of tenders/lots, as specified in the ublic call
Date: (The Portal withdraws relevant data)
Place: (The Portal withdraws relevant data)

Data on authorized persons and the procedure of opening:
[image: ]The Procurer has not excluded the public from the tender opening procedure. At the procedure page Tenders Opening of Tenders, tenderer can monitor the countdown until the opening of tenders. Once the Portal opens the tenders, the minutes of the tender opening is generated and simultaneously sent to tenderers, and can be downloaded from the procedure page.

Clarifying tender/application, form and manner of supplying evidence
After opening of tenders/applications, the Procurer can request additional explanations that will help it review, evaluate, and compare tenders/applications; the Procurer can also conduct control (insight) at the tenderer’s or its subcontractor’s.
Where data or documentation supplied by economic operator is incomplete or unclear, the Procurer can, while observing the principles of equality and transparency, resort to the Public Procurement Portal to request the economic operator to submit necessary information or additional documentation.
See general instruction for the Portal users


Protection of rights
Request for the protection of rights can be filed by economic operator or tenderer which had, or has, an interest in the award of contract in given public procurement procedure and which alleges that the Procurer’s conduct contrary to the provisions of the PPL has damaged them or that the award of contract contrary to the provisions of the PPL could cause a damage (hereinafter: the complainant).
Request for the protection of rights is filed electronically via the Public Procurement Portal simultaneously to the Procurer and the Republic Commission for the Protection of Rights in Public Procurement Procedures (hereinafter: the Republic Commission), whereby the date of its filing via the Public Procurement Portal is deemed to be the date of its receipt. 

Filing request for the protection of rights electronically
See general instruction for the Portal users

Steps:

· Enter the reference number of the request
· Data on the complainant, the Procurer and the procedure challenged by the request are automatically withdrawn from the system
· Where the complainant acts in the procedure through proxy, they can authorize such proxy via the Public Procurement Portal
· Where the request is filed on behalf of a group of tenderers, the complainant must upload the authorizations of other members of the group, or an agreement clarifying the right to file this request on behalf of the group
· Specify whether the request for the protection of rights refers to the procurement subject as a whole, or to an individual lot of the procurement subject (if so, specify which)
· Documents you need to upload from your computer:
· Document of the request for the protection of rights (along with the request, you can also upload additional documentation)
· Evidence on paid up administrative fee


Precise information about deadline(s) for the protection of rights

Request for the protection of rights may be filed throughout public procurement procedure, unless the PPL provides for otherwise, and no later than ten days from the date Procurer’s decision on ending public procurement procedure in accordance with the PPL is published on the Public Procurement Portal. Request for the protection of rights contesting Procurer’s actions when determining the type of procedure, the content of the contract notice, and the tender documents, will be deemed timely if received by the Procurer no later than three days prior to expiry of deadline for the submission of tenders or applications, regardless of the method of its delivery. Request for the protection of rights contesting Procurer’s actions taken upon expiry of deadline for the submission of tenders is filed within ten days since the date of publishing Procurer’s decision on the Public Procurement Portal, or since the date of receiving such decision in cases where the PPL does not provide for its publication on the Public Procurement Portal. After expiry of deadline for filing request for the protection of rights, complainant cannot supplement its request by presenting reasons that concern actions challenged by this request, or by contesting other Procurer’s actions that complainant was or could have been aware of prior to expiry of deadline for filing request for the protection of rights but which it failed to present in the request it had filed.
Request for the protection of rights cannot challenge Procurer’s actions taken in a public procurement procedure, where the complainant knew or could have known the reasons for challenging those before expiry of deadline for filing request but complainant did not file it before expiry of this deadline. Where, in the same public procurement procedure, the same complainant again files request for the protection of rights, this other request cannot challenge such Procurer’s actions that complainant knew or could have known of at the point of filing its previous request. Possible shortcomings or irregularities in procurement documentation that were not previously signaled as such in line with Article 97 of the PPL, cannot be contested in the procedure of the protection of rights. The Procurer publishes notice of filed request for the protection of rights on the Public Procurement Portal no later than on the day that follows the date it has received request for the protection of rights. The filing of request for the protection of rights suspends Procurer’s actions in public procurement procedure until the completion of the procedures for the protection of rights. Request for the protection of rights must contain data from Article 217 of the PPL.
Where complainant acts in the procedure through proxy, it has to attach an authorization for representation in the procedure of the protection of rights to its request for the protection of rights. Complainant having a place of residence or domicile or seat abroad, has to appoint its proxy for receiving correspondence in the Republic of Serbia in its request for the protection of rights, and to include all information as necessary for communication with appointed person.
When filing request for the protection of rights to Procurer, complainant has to also supply evidence on paid up administrative fee.
Such evidence is any document demonstrating an executed transaction for the appropriate amount under Article
225 of the PPL that refers to the given request for the protection of rights.
Valid proof of paid administrative fee, in accordance with the Instruction on payment of administrative fee for filing request for the protection of rights, has been published on the Republic Commission’s website.
The administrative fee is RSD 120,000.
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