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SERVICE TENDER OPENING CHECKLIST / KONTROLNI SEZNAM ZA ODPIRANJE PONUDB
PUBLICATION REFERENCE / REFERENCA OBJAVE:________________
	Step / Korak
	(

	1. All tender envelopes are handed over to the Chairperson. / Vse ovojnice s ponudbami so bile predane predsedujočemu.
	

	2. All tender envelopes must be numbered according to the order in which they have been received. / Vse ovojnice s ponudbami je treba opremiti s številkami po vrstnem redu kot so prispele.
	

	3. Chairperson verifies that all tender envelopes which have been received are available at the tender opening session. / Predsedujoči preveri, ali so vse prispele ovojnice s ponudbami na voljo ob odpiranju ponudb.
	

	4. Chairperson verifies that all tender envelopes were sealed and in good condition. / Predsedujoči preveri, ali so bile vse ovojnice s ponudbami zapečatene in so v dobrem stanju.
	

	· Chairperson and Secretary open the outer tender envelopes in order of receipt to: / Predsedujoči in tajnik(ca) odpreta zunanje ovojnice s ponudbami po vrstnem redu prispetja in:
· Mark the tender envelope number on all copies of the technical offer and the envelope containing the financial offer. / Zapišeta številko ponudbe na vse kopije tehnične ponudbe in na ovojnico s finančno ponudbo;
· Initial the first page of each original document and the envelope containing the financial offer. / Parafirata prvo stran vsakega originalnega dokumenta in ovojnico s finančno ponudbo.
	

	5. For each tender envelope, the Chairperson and Secretary check that the summary of tenders received correctly records: / Predsedujoči in tajnik(ca) za vsako ovojnico s ponudbo preverita, ali je v evidenci prejetih ponudb pravilno zapisano naslednje:
· The registration number on the envelope / vpisna številka ovojnice
· The name of the tenderer / naziv ponudnika
· The date (and time, for those received on the last date for submission of tenders) of receipt / datum (in čas pri ponudbah, ki so prispele na zadnji dan roka za oddajo ponudb) prejema
· The condition of the outer envelope / stanje zunanje ovojnice
· Whether or not the technical and financial offers have been submitted in separate envelopes / ali sta bili tehnična in finančna ponudba predloženi v ločenih ovojnicah
· Whether or not the tenderer has included the tender submission form including the declaration / ali je ponudnik priložil obrazec za oddajo ponudbe vključno z izjavo
· Whether or not statements of availability and exclusivity for the tender are included for all key experts / ali so ponudbi priložene izjave o razpoložljivosti in izključnosti za vse ključne strokovnjake
· The overall decision as to whether or not the tender proposal has complied with the administrative requirements during the opening phase / splošna ugotovitev o tem, ali ponudba v fazi odpiranja izpolnjuje administrativne zahteve.
	

	6. Declarations of impartiality and confidentiality are signed by all members of the Evaluation Committee and any observers. / Izjave o nepristranskosti in zaupnosti podpišejo vsi člani komisije za ocenjevanje in morebitni opazovalci.
	

	7. Chairperson signs the Summary of tenders received. / Predsedujoči podpiše seznam prejetih ponudb.
	

	8. Chairperson instructs the Secretary to keep the financial offers in a safe place. / Predsedujoči da navodilo tajniku(ci), da finančne ponudbe shrani na varno mesto.
	

	9. The Tender opening report is signed by all members of the Evaluation Committee. / Poročilo o odpiranju ponudb podpišejo vsi člani komisije za ocenjevanje.
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