
 
 

 

 

 
  

 
INVITATION TO TENDER 

 

 

 



 

 

CONTENTS 

 

THE MINISTRY OF FOREIGN AFFAIRS AND INTERNATIONAL COOPERATION OF THE REPUBLIC OF ITALY .. 1 

DETAILS OF THE EMBASSY ..................................................................................................................... 1 

INTRODUCTION AND BACKGROUND ........................................................................................................ 2 

TENDER TIMETABLE ............................................................................................................................... 6 

TENDERER’S ELIGIBLE REQUIREMENTS ................................................................................................... 7 

TENDER’S REQUIREMENTS ...................................................................................................................... 8 

TENDER COMPLETION OF INFORMATION .............................................................................................. 11 

TENDER SELECTION PROCESS AND EVALUATION MODEL ....................................................................... 17 

DATA PROTECTION............................................................................................................................... 21 

GOVERNING LAW AND JURISDICTION ................................................................................................... 21 

 

SCHEDULE 1 DRAFT CONTRACT AND SERVICE SPECIFICATIONS  

SCHEDULE 2 HOW TO BID - GUIDELINES 

SCHEDULE 3 PRIVACY 

SCHEDULE 4 COMMERCIALLY SENSITIVE INFORMATION 

SCHEDULE 5 TENDERER’S INFORMATION 

SCHEDULE 6 SOLE REQUIREMENT DOCUMENT 

SCHEDULE 7 UNDERTAKING TO PROVIDE GUARANTEE 

SCHEDULE 8 FORM OF TENDER 

SCHEDULE 9 TECHNICAL PROPOSAL 

SCHEDULE 10 PRICING PROPOSAL 

  

 



 

1 

THE MINISTRY OF FOREIGN AFFAIRS AND INTERNATIONAL COOPERATION OF 

THE REPUBLIC OF ITALY 

NAME OF AUTHORITY: The Italian Embassy in London (The Embassy)  

OTHER CONTRACTING BODIES:       

 The following Buyers will activate this service:  

 

 Italian Embassy in London (week end only); 

 Italian Consulate General in London; 

 Italian Consulate in Manchester; 

 Italian Cultural Institute in London (billable only); 

 Italian Consulate General in Edinburgh (billable only); 

 Italian Cultural Institute in Edinburgh (billable only); 

 

TENDER FOR: Security Services 

INVITATION TO TENDER REFERENCE NUMBER:  

 SECURITY SERVICES N. 9560707102 

TENDER RETURN DATE AND TIME (DEADLINE): 19/06/2023 h 12.00 pm (noon) GMT 

STATISTIC CODES (CODE CPV) 

CPV: 79710000-4  

CPV 79714000-2  

 

 

INVITATION TO TENDER PURSUANT TO ART 27 OF DIRECTIVE 2014/24/EU  

of  

the European Parliament and of the Council of 26 February 2014 on Public Procurement 

 

 

DETAILS OF THE EMBASSY 

ADDRESS: 14 Three Kings Yard, London W1K 
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DEPARTMENT IN CHARGE:  Administrative Affairs Department 

HEAD OF PROCEDURE: Federico Balsani 

INTERNET ADDRESS:  https://amblondra.esteri.it/ambasciata_londra/it/  

E-MAIL ADDRESS: federico.balsani@esteri.it 

 

1 INTRODUCTION AND BACKGROUND 

1.1 Contents of the ITT 

This invitation to tender (ITT) comprises: 

 Introduction to the Authority, Scope of this ITT, Tender Timetable, Tenderer’s Eligibility Requirements, 

Tender’s Requirements, Tender Completion of Information, Tender Selection Process and Evaluation 

Model, Data Protection, Governing Law and Jurisdiction and Schedules. 

 Draft tender contract (Contract) and schedules. 

1.2 Introduction to the Authority 

The Embassy and the Other Contracting Bodies identified in this ITT (together, the Authorities) are 

diplomatic missions, ministerial departments and agencies of Italy in the United Kingdom and are 

subject to and governed by Italian Law. 

The Embassy placed this ITT on [date] on: 

• the website of the Embassy of Italy in London (E-Tendering Portal) stated below: 

          https://amblondra.acquistitelematici.it/       

• the website of the Italian Ministry of Foreign Affairs and International Cooperation: 

          www.esteri.it/mae/it/trasparenza_comunicazioni_legali/bandi-gara-contratti/  

The Embassy is conducting the procurement using the open procedure pursuant to article 27 of 

Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public 

procurement in accordance with the Ministerial Decree dated 2 November 2017 no. 192/2017 and 

the general principles of Legislative Decree dated 18 April 2016 no. 50/2016 (Italian Public 

Contract Code), for the purpose of procuring the Security services. 

The Embassy is a center of procurement expertise providing strategic and specialist procurement 

services and wishes to award a national framework agreement Security Services, which will 

allow the Authorities (Contracting Bodies) to procure a number of services from a supplier 

framework.    

The following outlines a high level process of how parties will engage with each other: 

https://amblondra.acquistitelematici.it/
http://www.esteri.it/mae/it/trasparenza_comunicazioni_legali/bandi-gara-contratti/
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 Authorities wishing to use the Framework Agreement must contact the supplier directly;  

 The successful Supplier canvasses Authorities to generate interest; 

 The Head of Procedure will issue the Authorities with a unique reference number (CIG) which 

the Participating Authority can use to call-off the services under this Framework Agreement;  

 Both parties will sign the completed Call Off Contract (draft in Schedule 1) which may have 

different starting dates depending on the expiry dates of the current contracts. 

The Supplier acknowledges that each Contracting Authority is independently responsible for the 

conduct of its Call Off Agreements under this Framework Agreement. 

The full description of the services required can be found in the 'SPECIFICATION' 

document and its Attachments. The purpose of this document is to provide Suppliers 

with full details of the Buyer’s requirements by detailing Deliverables, Standards and 

supplementary information.  

This ITT should be completed by those suppliers who are able to satisfy all requirements set out in 

this ITT (Tenderers) including responses in relation to their technical capacity or professional ability, 

and their economic and financial standing. 

Each Tenderer's response to this ITT (Tender) should be sufficiently detailed to allow the Embassy 

to make an informed selection of the most appropriate solution. 

This ITT contains further information about the procurement process and all relevant requirements 

that any Tenderer shall set out in their Tender in connection with the provision of the Services. 

The Embassy will consider and evaluate Tenders submitted by all eligible Tenderers in accordance 

with the requirements set out at paragraphs 3 to 4 and the terms set out in the tender selection 

process at paragraph 6 below. The Contract will be awarded to the most economically advantageous 

offer. 

1.3 Value of the Contract 

The annual value of the Services is approximately: 

 Security Services: £320,660.00 VAT excluded (£1,282,640.00 VAT excluded for 36 

month contract, plus 12 months of possible extension). 

Details of current expenditure or potential future uptake are given in good faith as a guide to past 

purchasing and current planning to assist you in submitting your Tender. They should not be 

interpreted as an undertaking to purchase any goods or services to any particular value and do not 

form part of the Contract. 

1.4 Site Visit 

Under penalty of exclusion, each Tenderer must carry out a single site visit at all the premises prior 

to the submission of their Tender (except for those who have already done it): 
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PREMISES ADDRESS CONTACT 

Italian Embassy in London 14 Three Kings Yard 

London W1K 4EH 

Proietti Paolo  

p.proietti@esteri.it  

Italian Consulate General in London Harp House 

83-86 Farringdon Street 

London EC4A 4BL 

Vivani Marisa 

marisa.vivani@esteri.it  

Italian Cultural Institute in London  39 Belgrave Square 

London SW1X 8NX 

De Palma Maria Teresa 

mariateresa.depalma@esteri.it  

Italian Consulate General in 

Edinburgh  

32 Melville Street 

Edinburgh EH3 7HA 

Fanella Alessia 

edimburgo.contabile@esteri.it.  

Italian Cultural Institute in 

Edinburgh  

82 Nicolson Street 

Edinburgh EH8 9EW 

Avanzato Chiara 

chiara.avanzato@esteri.it  

Italian Consulate in Manchester                                                              58 Spring Gardens 

Manchester M2 1EW 

Mantovani Paola 

paola.mantovani@esteri.it  

  

The reference site visit will be a requirement to fulfil by any Tenderer under the terms of this ITT. 

Each Tenderer shall request an appointment to each Contracting Body via email in advance, and the 

visits must be done no later than the Deadline for receipt of clarifications as set out in the 

Timetable described in paragraph 2.1) about: 

• any proposed site visit on any of the dates (Site Visit Dates); 

• name and position of the representative authorised by the Tenderer to attend the site visit; 

and 

• whether the Tenderer is a consortia or a partnership or an associated group of professionals, 

specifying whether such representative attending the visit was appointed by all members of such 

partnership and associated for this purpose. 

For the purposes of site visit, where the representative of the Tenderer attending the visit is also a 

duly authorised representative of the Tenderer (such as a director of a company or a sole trader), 

that Tenderer’s representative shall show a proof of his/her identity (such as identity card, passport 

or driving licence) and of his authority to act and to sign the Tender for and on behalf of such 

Tenderer (such as showing a signed copy of the resolutions of a meeting of the Board of directors 

of the company or stating in writing to be a sole director of the company or a sole trader, as 

applicable) at the visit. If the representative of any Tenderer is not a duly authorised representative, 

that representative attending a site visit shall bring a valid document of identification (such as identity 

card, passport or driving licence) together with a copy of a valid identification document of any duly 

authorised representatives of the Tenderer and a copy of a power of authority signed.   

Where a Tenderer is a consortia or a partnership or an associated group of professionals, who are 

not willing to appoint a representative for the purpose of the visit, each member of such partnership 

or group of professionals attending a site visit, must give notice in writing to each Authority. 

Any representative appointed by a Tenderer must act for and on behalf of such Tenderer and the 

same representative shall not be appointed and act for and on behalf of any other Tenderer.  

mailto:p.proietti@esteri.it
mailto:marisa.vivani@esteri.it
mailto:mariateresa.depalma@esteri.it
mailto:edimburgo.contabile@esteri.it
mailto:chiara.avanzato@esteri.it
mailto:paola.mantovani@esteri.it
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At any site visit, the Tenderer’s representative will meet the designated officer. At the end of site 

Visit, the Tenderer’s representative will receive a site visit attendance certificate which shall be 

attached to the Tender.  

Under penalty of exclusion, each Tenderer must include a copy of the site visit attendance certificate 

to their Tender (including those who have done it previously). 

1.5 Contract term 

The Term of this Framework Agreement shall be three (3) years with the successful Tenderer 

(Service Provider) with the option to extend for a further one (1) year. The maximum term of this 

Framework Agreement shall be four (4) years.  

Therefore, the Authorities can enter into Contracts for a maximum period of 36 months, plus 12 

months of possible extension. 

The anticipated service commencement date is the date of the Contract. 

1.6 Purpose and scope of this ITT 

This ITT: 

 Asks Tenderers to submit their Tenders in accordance with the instructions set out in the remainder of 

this ITT. 

 Sets out the overall timetable and process for the procurement of Tenders. 

 Provides Tenderers with sufficient information to enable them to submit a compliant Tender (including 

providing templates where relevant). 

 Sets out the Award Criteria and the Tender Evaluation Model that will be used to evaluate the Tenders. 

 Explains the administrative arrangements for the receipt of Tenders. 

1.7 Clarifications about the Services or ITT 

Any Tenderer who is wishing to participate, may obtain clarifications regarding the Services, by 

submitting the written questions by the deadline for receipt of clarifications set out in the Timetable 

at paragraph 2.1 below.  

Any requests for clarifications shall be written in English and submitted through E-Tendering Portal. 

No clarifications by telephone or by e-mail will be permitted. 

The Embassy will publish in anonymous form on the dedicated section of the E-Tendering Portal by 

the target date scheduled in the Timetable below, the replies to the requests for clarifications and/or 

any additional relevant information regarding this ITT. 

It is recommended to assiduously consult E-Tendering Portal of the Embassy to be updated on any 

further notices and useful communications regarding this ITT. 
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The deadline for receipt of clarifications relating to the Services or this ITT is set out in paragraph 

2.1 below. 

Tenderers are advised not to rely on communications from the Embassy in respect of the Services 

or ITT unless they are made in accordance with these instructions. 

1.8 Clarifications about the contents of the Tender 

The Embassy reserves the right (but is not obliged) to seek clarification of any aspect of a Tenderer's 

Tender during the evaluation phase where necessary for the purposes of carrying out a fair 

evaluation. Tenderers are asked to respond to such requests promptly. Vague or ambiguous answers 

are likely to score poorly or render the Tender non-compliant. 

 

2 TENDER TIMETABLE 

2.1 Key dates 

This procurement will follow a clear, structured and transparent process to ensure a fair and level 

playing field is maintained at all times, and that all Tenderers are treated equally. 

The key dates for this procurement (Timetable) are currently anticipated to be as follows: 

Event Date 

Deadline for receipt of clarifications  09/06/2023 

Target date for responses to clarifications 13/04/2023 

Deadline for receipt of Tenders (Deadline) 19/06/2023 h 12.00 pm (noon) GMT 

Evaluation of Tenders From 19/06/2023 to 30/06/2023 

Date of outcome of Tenders 30/06/2023 

Contract Commencement Date  From 01/07/2023 to 15/07/2023 

Target service commencement date 01/08/2023 

 

Any changes to the procurement Timetable shall be published through E-Tendering Portal as soon 

as practicable. 

2.2 Deadline for receipt of Tenders 

Responses to this ITT must be submitted in the manner prescribed under paragraph 5.1 no later 

than the Deadline. 

Any Tender received after the Deadline shall not be opened or considered. The Embassy may, 

however, in its own absolute discretion extend the Deadline and in such circumstances the Embassy 

will notify all Tenderers of any change. 
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2.3 Contract award 

The Embassy may award Contract on the basis of a Tender submitted in accordance with the 

requirements, instructions and evaluating process set out in this ITT. 

Contract award is subject to the formal approval process of the Embassy. The eligible Tenders will 

be selected and awarded on the basis of Evaluation Criteria set out at paragraph 6.2 below. 

The Embassy will award the Contract to the eligible Tenderer who submitted the most economically 

advantageous offer (Award Tenderer). 

Once the Embassy has reached a decision in respect of a contract award, it will notify all Tenderers 

of that decision. 

2.4 Debrief 

The successful Tenderer and unsuccessful Tenderers are informed on the award decision in writing 

through E-Tendering Portal. An award notice will be published on the E-Tendering Portal including 

the result of this procurement and scores assigned to Tenders. 

 

3 TENDERER’S ELIGIBLE REQUIREMENTS 

For ITT purposes, any Tenderer who wishes to submit a Tender is required to fulfil the following 

requirements: 

3.1 Company and Professional Requirements  

According to paragraph 2 of art. 58 of Directive 2014/24, the tender is open to UK and non-UK based 

economic operators, provided that they are enrolled in one of the trade registers kept in their State 

of establishment (listed in Annex XI of Directive 2014/24/EU) or in one of the States signatory to the 

AAP, according to art. 25 of Directive 2014/24/EU. Where the Tenderer is a company based in UK, 

to be incorporated or registered as a company in the Registrar of Companies in Scotland or in England 

and Wales. Any Tenderer must be entrusted to supply the Services and must possess all necessary 

local authority authorisations for the implementation of the services in accordance to the local laws 

and terms of the Contract.  

3.2 Financial Requirements 

Have a minimum annual turnover of GBP (£) 350,000.00 in the last three years; 

Have an adequate valid insurance policy against professional risks with coverage at least equal to 

the amount of GBP (£) 1,000,000.00 for any one claim or series of claims arising from one original 

cause, source or event;  

Have an adequate valid insurance policy against damage to third parties with coverage at least equal 

to the amount of GBP (£) 1,000,000.00; 
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Undertake to provide a surety guarantee for such sum equivalent to 10% of value of tender contract 

released by a bank or insurance company authorised and regulated by the relevant regulation 

authority in the United Kingdom. 

3.3 Technical and professional ability 

 

Security services: 

 Having carried out at least three (3) similar (in scope and complexity) contracts completed in the last 

three years (2020/2021/2022) preceding the application submission deadline, each with a minimum 

value GBP 150,000.00.  

Evidence:  

A list of contracts meeting the minimum level of capacity (GBP 150,000.00). The list shall include 

details of their start and end date, total contract amount and scope, public or private, especially those 

services provided to international or foreign companies, diplomatic missions or representations of 

international organisations. 

 

 Comply with the EU standards applicable to the services included. Provide proof of certification: 

ISO 9001:2015 - Quality management systems  

● The Supplier shall provide an SIA licence to work as a security operative in the UK. 

3.4 General Requirements 

 not to be precluded, neither shall its employees or consultants shall be precluded, from entering into 

any public procurement in accordance with Article 57 of Directive 2014/24 / EU of the European 

Parliament and of the Council of 26 February 2014 on public procurement and/or be excluded under 

any grounds of exclusion under Article 80 of the Legislative Decree 50/2016 (Italian Code of Contracts) 

and/or any provisions of domestic regulations on public procurement in force in the United Kingdom 

or part of the United Kingdom; 

 not to submit more than one Tender application; 

 not to provide directly or through another controlled or controlling entity or connected persons, any 

supporting activities in relation to this public procurement, neither shall its employees or consultants 

take part in or have an exclusive annual engagement in any such supporting activities in relation to 

this public procurement; 

 to be in compliance with tax obligations including corporation tax, national insurance contributions 

and pensions, social security obligations and health and safety regulations towards the personnel 

employed by the Tenderer; 

 to allow the processing of their personal data for the purposes of this ITT. 
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4 TENDER’S REQUIREMENTS 

For ITT purposes, any Tenderer who wishes to submit a Tender is required to respond and submit 

all the relevant documentation to satisfy each of the following four requirements (Requirements 

Documents or Requirement Document as applicable): 

 Compliance Statement.  

 Site visit certificate (of all premises).  

 Technical Proposal.  

 Pricing Proposal.  

All Tenders received by the Deadline will be checked for compliance with the submission 

requirements set out in this ITT. If the Embassy does not consider a Tender compliant, it reserves 

the right not to carry out any further evaluation and may exclude the Tenderer from the procurement.  

Any Tenderer must respond to all of the four requirements, ensuring that the response to each 

requirement is set out in a separate document and does not cross-refer to or duplicate any item or 

part set out in a Requirement Document between other Requirement Documents.  Any Tenderer 

should ensure that the answers are as clear and concise as possible. 

All proposals contained in a Tender must be capable of delivery and the Tender must have 

commitment from within the Tenderer's organisation. 

   4.1 Compliance Statement 

 Any Tenderer shall prepare and submit the following compliance statement in the form set out in 

the Schedule 8 (Form of Tender) of this ITT and in particular, shall state that: 

 All the procurement documents were read carefully and all terms and conditions contained 

therein were accepted, without any conditions or reservations. 

 The Tender is meant to be profitable and has taken into account all the contractual 

conditions, costs, disbursements, including, but not limited to, those relating to safety, 

insurance, employment conditions, national insurance contributions, social security and 

assistance, as well as all the circumstances, general and particular, relating to the 

performance of the Services. 

 The Tenderer’s undertaking to provide a surety guarantee under the terms set out in 

Schedule 7. 

 Where the Tender is to rely on a subcontractor for the provision of the Services, all details 

of any subcontractor, services or works to be subcontracted and their share were provided 

in the Compliance Requirement.  

The Tender submitted is hereby irrevocable and binding for a period of 180 days following the 

Deadline and that, such period of 180 days may be extended by the Embassy at its own discretion 

for a further period of 90 days provided that the tender selection process will not be able to reach 

completion by the end of 180 days following the Deadline.  
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  4.2 Technical Proposal 

Any Tenderer shall prepare and submit a technical proposal in the form set out in Schedule 9 

(Technical Proposal) to satisfy professionalism, suitability, quality and methodology criteria set out 

at paragraph 6.3 bellow and, in particular, shall:  

 Describe all relevant professionalism and suitability and expertise possessed and 

demonstrated in the execution of two previous service contracts which comply with the 

requirements set out at Table at paragraph 6.3 (criteria 1.1 and 1.2). A descriptive report in 

respect of each service contract shall be made out of a maximum of 20 pages in A4 format, 

with single line spacing and 12 body character. Covering pages and any summary of contents 

will not be counted in the number of pages. Pages exceeding the above limits will not be 

evaluated by the Embassy;  

 highlight the methodology criteria of the Technical Proposal set out at Table at  paragraph 

6.3 below (criteria from 2.1 to 2.4), such specific level of professionalism and reliability and 

quality standards required by the Tenderer to supply those significative services referred to; or, 

alternatively, to describe those security services that, on a professional, experience and 

expertise level, are to be carried out by the Tenderer to meet all objectives pursued by the 

Contracting Bodies under this ITT. Please prepare a descriptive report in respect of all relevant 

methods to carry out the Services. Such report shall be made of a maximum of 20 pages in A4 

format, with single line spacing and 12 body character. Any covering page and any summary of 

contents will not be counted in the number of pages. Pages exceeding the above limits will not 

be evaluated by the Embassy.  

Please note that this Technical Proposal will be required to score the Evaluation Criteria identified in 

the Tender Evaluation Model at paragraph 6 below.  

    4.3 Pricing Proposal 

Any Tender shall prepare and submit a pricing proposal in the form set out in Schedule 10 (Pricing 

Proposal) and, in particular, shall state: 

 a discount to carry out all Services under the terms of this ITT. The percentage discount offered 

will be applied to the service amounts for each authority. 

 

Security Services Annual value 

excl. VAT 

Italian Embassy in London £46,740.00 

Italian Consulate General in London £200,000.00 

Italian Cultural Institute in London 

may request ad hoc security services 

Billable 

Works 
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Italian Consulate General in Edinburgh:  

may request ad hoc security services  

Billable 

Works 

Italian Cultural Institute in Edinburgh:  

may request ad hoc security services  

Billable 

Works 

Italian Consulate in Manchester £73,920.00 

 

 The final price must not exceed, under penalty of exclusion,  

 

 the maximum total annual amount of £320,660.00 VAT excluded (£1,282,640.00 VAT  

excluded for 36 month contract, plus 12 months of possible extension) for Security Services 

(Maximum Tender Price);  

 the discount must be expressed in figures and letters and shall include all ancillary expenses, 

disbursements, fees, duties, taxes (including National Insurance contributions and/or pension 

contributions or equivalent liabilities in any jurisdiction) charges, but it shall exclude VAT. In case of 

discrepancy between the values expressed in figures and letters, the economically most convenient 

price for the Embassy prevail. 

Please note that multiple pricing proposals which are conditional or exceeding the Maximum Tender 

Price are not evaluated and are subject to a penalty of exclusion.  

 

5 TENDER COMPLETION OF INFORMATION 

5.1 Formalities 

5.1.1 Under penalty of exclusion, all documents comprising the Tender must be completed, signed 

and uploaded (PDF documents) to the E-Tendering Portal by 19/06/2023 h 12.00 pm (noon) GMT 

(Deadline) in accordance with the terms set out below and in Schedule 2 (How To Bid - Guidelines). 

5.1.2 The following requirements must be adhered to when submitting a Tender: 

 The pages of the Tender documents must be numbered sequentially as "Page [x] of [xx]" and 

include the date and title of the document on each page of the main body. 

 Any additional pre-existing material which is necessary to support the Tender should be included 

as schedules with cross-references to this material in the main body of the Tender. Cross-

references to this ITT should also be included in the Tender whenever this is relevant. 

 Where documents are embedded within other documents, Tenderers must upload separate 

copies of the embedded documents. 

 The Tender must be in English and drafted in accordance with the drafting guidance set out in 

this ITT. 
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 A table of contents must be provided. 

 Under penalty of exclusion, any Tender must: 

· satisfy all eligible requirements set out in paragraph 3. 

· respond to each of the three requirements set out in paragraph 4. 

· set out their response to each requirement in a separate document stating the specific 

Requirement Document referred to (such as Compliance Statement, Technical Proposal 

or Pricing Proposal) on the front page of the document. Each Document Requirement 

should be clearly referenced. 

· not cross-refer to or duplicate any item or part set out in a Requirement Document 

between other Requirement Documents. Contents of each Requirement Document must 

be kept separate. 

· sign all Requirements Documents in accordance with the terms set out in 

paragraph 5.1.5 below. 

 Where the Tenderer is a sole trader or company or partnership or consortia for the purpose of 

the Tender, with multiple eligibility, each must indicate all details, information (e.g. name, 

address, type of person (e.g. individual, company, partnership, consortia, etc.), tax codes, VAT 

number, etc.), as required in accordance with any requirement and/or Schedule set out in this 

ITT as applicable. 

· A table of contents must be provided. 

· The Tender must be fully cross-referenced. 

· A list of supporting material must be supplied. 

5.1.3 The Tender must be clear, concise and complete. The Embassy reserves the right to mark a Tenderer 

down or exclude them from the procurement if its Tender contains any ambiguities, caveats or if it 

lacks clarity. Tenderers should submit only such information as it is necessary to respond effectively 

to this ITT. Tenders will be evaluated on the basis of information submitted by the Deadline. 

5.1.4 Under penalty of exclusion, the Tenderer must complete, sign and upload a duly executed copy 

of the documents described below: 

• Privacy Notice (Schedule 3) 

• Commercially Sensitive Information (Schedule 4) 

• Tenderer’s Information (Schedule 5) 

• Sole Requirement Document (Schedule 6) 

• Undertaking to Provide Guarantee (Schedule 7) 

• Form of Tender (Schedule 8)  
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• Technical Proposal (Schedule 9) 

• Pricing Proposal  (Schedule 10) 

5.1.5 Where the Tenderer is a company, the Tender must be signed by a duly authorised representative of 

that company. Where the Tenderer is a consortium, the Tender must be signed by the lead authorised 

representative of the consortium, which organisation shall be responsible for the performance of the 

Contract. In the case of a partnership, all partners should sign or, alternatively, one only may sign, in 

which case they must have and should state that they have authority to sign on behalf of the other 

partner(s). The names of all the partners should be given in full together with the trading name of the 

partnership. In the case of a sole trader, he/she should sign and give his/her name in full together 

with the name under which he/she is trading. In case of associated group of professionals, all members 

of such group of professionals should sign.  

5.1.6 Tenderers are reminded of the eligibility requirements set out in paragraphs 3 to 4 above that apply 

to the procurement process at all times. In particular, these include the provisions set out in Article 

57 of Directive 2014/24 / EU of the European Parliament and of the Council of 26 February 2014 on 

public procurement and in Article 80 of the Italian Code of Contracts Legislative Decree 50/2016. Any 

change in the eligibility of a Tenderer must be notified immediately to the Embassy in writing and may 

result in that Tenderer being disqualified from any further participation in the procurement process. 

5.2 Submission of Tenders 

Each Tenderer must: 

 submit one Tender; and 

 meet the Embassy's tender requirements set out in this ITT, operate as a standalone bid and 

not be dependent on any other bid or any other factors external to the Tender itself. That is, 

the Tender must be capable of being accepted by the Embassy in its own right. 

5.3 Grounds for Exclusion 

Any Tenderer’s application which is received after the Deadline stated at paragraph 5.1.1 above will 

be excluded, regardless of the extent of the delay, and regardless of the date stated in the 

application, since the delivery is at the sender's risk. 

Any Tenderer who, following verifications carried out by The Embassy, is found itself in breach of 

any of provision set out in article 57 of the EU Directive/24/2014, Article 80 of the Italian Code of 

Contracts Legislative Decree 50/2016 and any similar provision under the local legislation (art. 31 of 

the Government Notice n. 466 dated 20 December 2013), will be excluded. 

The Embassy reserves the right to verify, at any stage of the procurement, that the Tenderer is in 

possession of the eligibility requirements including professional, technical financial and general 

requirements set out in 3 paragraph above. 

5.4 Contract terms 

The draft Contract that the Embassy proposes to use is attached at this ITT (Schedule 1). By 

submitting a Tender, Tenderers are agreeing to be bound by the terms of this ITT and the Contract 
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without further negotiation (except for not relevant changes, including those necessary to amend 

errors). 

5.5 Documents forming the contract 

The following documents shall form part of the Contract between the Embassy and the Tenderer(s): 

 Contract and its schedules, including: 

 The Services annexed to the Contract at Schedule 1.  

 The Pricing Matrices annexed to the Contract at Schedule 2.  

 The Order Form annexed to the Contract at Schedule 3. 

 The Guarantee annexed to the Contract at Schedule 4. 

 The Call-off Terms and Conditions annexed to the Contract at Schedule 5. 

 The Contract Management requirements annexed to the Contract at Schedule 6. 

 The Framework Agreement Variation Procedure annexed to the Contract at Schedule 7. 

 The Data Processing requirements annexed to the Contract at Schedule 8. 

 Schedules annexed to this ITT. 

 Requirement Documents and any clarifications (as completed by the Tenderer). 

 All stated information and consents as completed by the successful Tenderer for the purposes 

of this ITT.  

 A list of commercially sensitive information (as completed by the successful Tenderer). 

5.6 Consortia and subcontractors 

The Embassy requires all Tenderers to identify whether any and, if so, which subcontracting or 

consortium arrangements apply in the case of their Tender, including the share (if any) of the 

Services to be sub-contracted, possession of eligibility requirements, grounds of exclusion set out in 

this ITT, the identity of the proposed sub-contractors, and which entity is proposed to be the 

Tenderer. 

For the purposes of this ITT, the following terms apply: 

 Consortium arrangement. Where a number of economic operators come together to submit a 

Tender. The economic operators may already be part of an established consortium. Alternatively, the 

economic operators may constitute a temporary association which is intended to become a formalised 

structure (such as a special purpose vehicle (SPV) or a subcontracting arrangement) after the award 

of the Tender. Consortium structures may include a hub and spoke delivery model, a lead body model 

or an SPV. 
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 Subcontracting arrangement. Subcontracting could involve, for example, an economic operator 

bidding as a prime contractor and using a subcontractor or subcontractors to deliver only some of the 

Services. However, the Tenderer remains solely responsible for the Tender. The Tenderer must 

appoint Subcontractors on terms which are acceptable to the Embassy and which reproduce the terms 

of the Contract. The Tenderer must appoint Subcontractors on terms which are acceptable to the 

Embassy and which reproduce the terms of the Contract and related Schedules.  

5.7 Warnings and disclaimers 

While the information contained in this ITT is believed to be correct at the time of issue, neither the 

Embassy, its advisors, nor any other awarding authorities will accept any liability for its accuracy, 

adequacy or completeness, nor will any express or implied warranty be given. This exclusion extends 

to liability in relation to any statement, opinion or conclusion contained in or any omission from, this 

ITT (including its appendices) and in respect of any other written or oral communication transmitted 

(or otherwise made available) to any Tenderer. This exclusion does not extend to any fraudulent 

misrepresentation made by or on behalf of the Authorities. 

If a Tenderer proposes to enter into a tender contract with the Embassy, it must rely on its own 

enquiries and on the terms and conditions set out in such tender contract (as and when finally 

executed), subject to the limitations and restrictions specified in it. 

Neither the issue of this ITT, nor any of the information presented in it, should be regarded as a 

commitment or representation on the part of the Embassy or of any Other Contracting Body (or any 

other person) to enter into a contractual arrangement. 

5.8 Confidentiality  

All information supplied by the Authorities or Tenderers relating to this procurement (including this 

ITT, the fact that the Tenderer has received this ITT, and all other documents relating to the 

procurement), whether in writing or orally, is supplied on condition that it will be kept confidential 

by the Tenderer; it must not be copied, reproduced, distributed or passed to any other person at 

any time (except to professional advisors, consortium members or subcontractors for the sole 

purpose of enabling the Tenderer to submit a Tender) unless the information is already in the public 

domain. 

Any right of access to any information and documents by any Tenderer is deferred up to the date 

for the submission of the relevant bids under the open procedure pursuant to pursuant to article 27 

of Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public 

procurement in accordance with the requirements of Legislative Decree dated 18 April 2016 no. 

50/2016 (Italian Public Contract Code) and articles 22 to 24 of Law dated 7 August 1990 no. 241. 

5.9 Publicity 

No publicity regarding the Services or the award of any tender contract will be permitted unless and 

until the Embassy has given prior express written consent to the relevant communication. For 

example, no statements may be made to the media including but not limited to the nature of any 

Tender, its contents or any proposals relating to it without the prior written consent of the Embassy. 

5.10 Tenderer conduct and conflicts of interest 
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Any attempt by Tenderers or their advisors to influence the contract award process in any way may 

result in the Tenderer being disqualified. Specifically, Tenderers shall not directly or indirectly at any 

time: 

 Devise or amend the content of their Tender in accordance with any agreement or arrangement 

with any other person, other than in good faith with a person who is a proposed partner, 

supplier, consortium member or provider of finance. 

 Enter into any agreement or arrangement with any other person as to the form or content of 

any other Tender, or offer to pay any sum of money or valuable consideration to any person to 

effect changes to the form or content of any other Tender. 

 Enter into any agreement or arrangement with any other person that has the effect of 

prohibiting or excluding that person from submitting a Tender. 

 Canvass the Authorities or any employees or agents of the Authorities in relation to this 

procurement. 

 Offer, promise or give any person working for or engaged by the Embassy a financial or other 

advantage as an inducement or reward for any improper performance of a function or activity 

relating to this procurement. 

 Attempt to obtain information from any of the employees or agents of the Authorities or their 

advisors concerning another Tenderer or Tender. 

Tenderers are responsible for ensuring that no direct or indirect conflicts of interest exist (whether 

personal, financial or otherwise) between the Tenderer, its employees and advisors, and the 

Embassy, Other Contracting Bodies, their employees and advisors. Tenderers must prevent, identify 

and remedy any conflicts of interest within their group structures and within Consortium or 

Subcontracting arrangements which may result in any distortion of competition. Any Tenderer who 

fails to comply with these requirements may be disqualified from the procurement at the discretion 

of the Embassy. 

5.11 Authority's rights 

The Embassy reserves the right to: 

 Waive or change the requirements of this ITT from time to time without prior (or any) notice 

being given by the Embassy. 

 Seek clarification in respect of any part of a Tenderer's submission. 

 Request Tenderers to submit, supplement, clarify or complete relevant information or 

documentation where it appears to be incomplete, erroneous or missing. 

 Disqualify any Tenderer that does not submit a compliant Tender in accordance with the 

instructions in this ITT. 
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 Disqualify any Tenderer that is guilty of serious misrepresentation or of negligently providing 

misleading information in relation to its Tender, expression of interest, Requirements 

Documents or the tender process. 

 Reject a Tender that is abnormally low. 

 Not award a contract to the Tenderer submitting the most economically advantageous Tender 

where it has established that the Tender does not comply with applicable obligations in the 

fields of environmental, social and labour law established by the applicable law, collective 

agreements or by the international environmental, social and labour law provisions listed in 

Annex X to Directive 2014/24 as amended from time to time. 

 Withdraw this ITT at any time, or to re-invite Tenderers on the same or any alternative basis. 

 Choose not to award the Contract as a result of the current procurement process or to abandon 

that process. 

 Make whatever changes it sees fit to the Timetable, structure or content of the procurement 

process, depending on approvals processes or for any other reason. 

5.12 Bid costs 

The Embassy will not be liable for any bid costs, expenditure, work or effort incurred by a Tenderer 

in proceeding with or participating in this procurement, including if the procurement process is 

terminated or amended by the Embassy. 

 

6 TENDER SELECTION PROCESS AND EVALUATION MODEL 

6.1 Selection Process 

After the expiry of the Deadline for the submission of the Tenders, a special committee appointed 

by the Ambassador will meet to verify the completeness and regularity of the documentation 

submitted by the Tenderers and whether they meet the specified requirements set out in this ITT. 

The committee will also check that: 

 no joint Tenderers have submitted an application individually or in any other form which is subject to 

a penalty of exclusion; 

 consortia members, on behalf of which the established consortia have declared to apply for the 

Tender, have not submitted an application individually or in any other form, which is subject to a 

penalty of exclusion. 

During the selection process, minutes of the committee’s meeting(s) will be taken and kept for records 

purposes. 

At the end of the evaluation process, the committee will list the eligible Tenderers and those who will 

be excluded specifying the relevant reasons for exclusion. 

The Embassy may request clarifications/additions/adjustments in respect of any declarations and 

documents submitted by the Tenderers. 
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Any failure, inaccurate response or late submission by any Tenderer to any request by the Embassy 

shall constitute grounds for exclusion. 

6.2 Award Criteria and Evaluation Criteria 

Any Contract(s) awarded as a result of this procurement will be awarded on the basis of the proposal 

that is the most economically advantageous to the Embassy. The Award Criteria (Award Criteria) 

are: 

TENDERER’S PROPOSAL MAXIMUM SCORE 

Prerequisites PASS/FAIL 

Technical Proposal 80 

Pricing Proposal 20 

TOTAL SCORE 100 

 

Scores are calculated following the application of the Evaluation Criteria (Evaluation Criteria) set 

out below to the Tenderer's Tender. 

Tenderers are required to submit a Tender strictly in accordance with the requirements set out in 

this ITT, to ensure the Embassy has the correct information to make the evaluation. Evasive, unclear 

or hedged Tenders may be discounted in evaluation and may, at the Embassy's discretion, be taken 

as a rejection by the Tenderer of the terms set out in this ITT. 

The Tender Evaluation Model showing the Evaluation Criteria and the maximum scores attributable 

to them is set out below. 

Any Tenderer’s Technical Proposal is evaluated on the basis of the evaluation criteria and sub-criteria 

listed in tables A and B referred to in paragraph 6.3 below. 

 

 

6.3 Evaluation process 

Technical or quality evaluation 

The technical evaluation will be scored in accordance with the table below. 

Scoring matrix for the technical and quality criteria 

 

Security services (Services 2) - Technical proposal evaluation criteria  

PROFESSIONALITY AND SUITABILITY OF THE TECHNICAL PROPOSAL 

Criteria Score No.  Evaluation of sub-criteria Score  

Professionalism 
and Suitability 

relating to two 
previous 

service 

contracts 

20 1.1  

Provision of security services in private 

premises similar for needs and 
dimensions of the building to those object 

of the ITT 

10 
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1.2  

Provision of security services in public 
administrations similar for needs and 

dimensions of the building to those object 
of the ITT 

 

10 

Methodology 

criteria of the 

Technical 
Proposal  

60 

2.1 

The security staff will be the first point of 

contact for our Authorities and should 
address and assist the public entering the 

premises. Therefore the staff should skilled 

in reception activity, queue management 
and check of appointments.  Their duties 

and responsibilities are to ensure the front 
desk welcomes service users positively, 

and executes all administrative tasks to the 

highest quality standards. 
Security staff should also be able to deal 

with emergencies in a timely and effective 
manner, while streamlining office 

operations. Multitasking and stress 
management skills are essential for this 

service.  

The Tenderer must present a detailed 
description of how it intends to manage 

security at the tendered buildings and in 
particular how to manage security at the 

entrances and handle people waiting to 

receive our services. The description 
should include the technical equipment 

provided to the security staff in order to 
deliver a tailored service to each of the 

Contracting Bodies (par. 22 of 
Specification document) 

 

 

40 

2.2 

Additional services included in the pricing 

proposal not constituting an additional 
charge on the Contractual Body (e.g. 

management of parcel delivery, assistance 

to the staff of the Contracting Body for 
heavy items, random explosive trace 

detection, guard dogs, etc)  
 

10 

2.3 On/off 

ISO 45001:2018 - Occupational health and 
safety management systems 

 

3 

 

ISO 18788:2015 - Management system for 
private security operations  

 

3 

 

First Aid Certification 
 

2 

Certificate for Firefighting and Risk 

Management 
 

2 

TOTAL SCORE 80 
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The following methodology will apply where qualitative information is provided. 

Rate Qualifier Interpretation 

0% No Confidence Does not meet the specification and/or insufficient information 

provided to demonstrate how the Bidder will satisfy this 

requirement of the specification. 

30% Serious concerns The response gives little confidence that the Bidder’s goods and/or 

services could satisfy this requirement of the specification to an 

acceptable standard of quality and deliverability. There are 

considerable reservations regarding how the Bidder’s goods and/or 

services would satisfy this requirement of the specification. 

60% Concerns. Some Confidence The response gives some confidence that the Bidder’s goods 

and/or services could satisfy this requirement of the specification 

to an acceptable standard of quality and deliverability but there 

minor reservations about one or more aspects of the response. 

80% Acceptable, Confident The response gives confidence that the Bidder’s goods and/or 

services could satisfy this requirement of the specification to an 

acceptable standard of quality and deliverability. 

100% Exceptionally Confident The response gives excellent confidence that the Bidder’s goods 

and/or services could satisfy this requirement of the specification 

to an excellent standard of quality and deliverability. 

 

The technical score will be attributed for each criteria on the basis of the judgement made and the relative 

percentage coefficients indicated above.  

6.4 Pricing evaluation 

The Committee will proceed to assign the score to the Pricing Proposal in question based on the 

discount offered compared to the auction base. 

Any discount offered by any Tenderer shall be stated in percentage and made up of two decimal 

numbers at maximum. Please note that where the relevant amounts exceed the number of decimals 

permitted, only the permitted number of decimals will be taken into consideration, discarding those 

exceeding decimals. 

Any score relating to the Pricing Proposal will be allocated to the Pricing Proposal of the i-th Tenderer 

on the basis of the following formula:  
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where: 

PE = Tenderer pricing score; 

PEmax = maximum pricing proposal score (20). 

Pmin = minimum price offered among all Tenderers; 

Po = price offered by the i-th Tenderer 

 

 

7 DATA PROTECTION  

Pursuant to art. 13 Regulation EU 2016/679 on the processing of personal data and on the free 

circulation of data in order to protect the fundamental rights and freedoms of individuals, the 

Embassy provides the relevant information in Schedule 3 (Privacy). 

 

8 GOVERNING LAW AND JURISDICTION 

This ITT and any dispute or claim arising out of or in connection with it or its subject matter or 

formation (including non-contractual disputes or claims) shall be governed by and construed in 

accordance with the law of Italy.  

Any Tenderer irrevocably agrees that the Regional Administrative Tribunal of Lazio (TAR Lazio) in 

Italy (https://www.giustizia-amministrativa.it/) shall have exclusive jurisdiction to settle any dispute 

or claim arising out of or in connection with this ITT or its subject matter or formation (including 

non-contractual disputes or claims). 

15/05/2023 

Date  

 

Federico Balsani 

The Head of Procedure for and on behalf of the Embassy 

https://www.giustizia-amministrativa.it/
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