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Embassy of Italy Accra 

 

RULES OF PARTICIPATION 

 

PROCEDURE FOR THE SELECTION OF AN EXTERNAL SERVICE PROVIDER 

TO SUPPORT THE ITALIAN EMBASSY IN PROCESSING VISA APPLICATIONS 

AND CONSULAR SERVICES 
 

DEFINITIONS  

 

For the purpose of this procedure, the following definitions are adopted: 

 

"VISA" means individual entry visa for Italy, type A, C or D;  

 

"OFFICE" is the Consular Section of the Embassy of Italy in Accra (Ghana);  

 

"OUTSOURCER" is the counterpart in the contract as identified through the selection procedure; 

 

"MINISTRY" is the Ministry of Foreign Affairs of the Republic of Italy; 

 

"USER" is the applicant availing him/herself of the services provided by the Outsourcer.  

 

1. AWARDING PROCEDURE  

 

The following rules apply to the tender for the outsourcing of services related to the issuance of 

visas for Italy and to other consular services to be outsourced through an open tender, with the 

selection of the best offer based on listed criteria.  

  

2. PARTICIPANTS  

 

Italian companies and companies duly registered under their national laws can take part to the 

tender. The winning bidder agrees to register in Ghana or to create a company under the Ghanaian 

law within 60 days from the notification of the award, under the penalty of the exclusion from the 

contract.  

Only companies that are not in bankruptcy, receivership, liquidation or other forms of limitation 

of their rights, and which fully comply with local laws on business management (taxation, social 

security, pension contributions, authorizations and licenses, absence of criminal sanctions related 

to entrepreneurial activity managers and technical directors, absence of fines against the 

company) can participate in the tender.  
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Bidders which are part of a temporary partnership or consortium shall specify the type of 

association (horizontal or vertical) and indicate which part of the service or supply is provided by 

each partner.  

Companies controlled under Article 2359 of the Italian Civil Code cannot participate in the 

tender.  

Partnerships need to indicate in their bids the partners on whose behalf they are bidding and those 

partners are prevented from otherwise participating in the selection procedure. Bidders cannot 

participate in the selection procedure in more than a temporary partnership or consortium and 

cannot participate individually if they are already participating as members of a consortium or 

temporary partnership.  

No joint venture is allowed. Any change in the composition of temporary groupings and 

partnerships shall be notified to the Office.  

No profit organizations can participate in temporary groupings or partnerships, if registered as 

such in compliance with the Italian or with their national laws.  

 

3. ADMISSION REQUIREMENTS  

 

Bidders shall fulfill all general admission requirements and no legal impediment shall prevent  

them from contracting with the public administration.  

 

Contractual requirements for the bidder  

(01) The bidder shall be legally constituted and have fulfilled all obligations set by the law with 

regards to its legal status and to its enterprise, including registration in business or professional 

directories, in accordance with its national regulations.  

(02) The bidder shall not be in a state of suspension or termination of its activity.  

(03) The bidder shall not be in a state of bankruptcy, mandatory liquidation, arrangement with 

creditors, and there shouldn’t be any pending procedure  to declare such a situation under its 

national laws.  

 

Tax clearance  

(04) The bidder shall have complied with all obligations related to the payment of taxes in 

accordance with the Italian laws and its national laws.  

The verification involves the application of sanctions (administrative or criminal) during a period 

of five years prior to the call for tenders.  

 

Compliance with the obligations arising from labour law.  

(05) The bidder shall not have gravely violated the Italian laws or its national laws on payments 

of social security contributions.  

(06) The bidder shall comply with the rules regulating labour rights for the disabled people and 

with the provisions of the Italian Law n. 68/1999 (requirement applicable only to Italian bidders 

and to foreign bidders employing staff whose contract is regulated by the Italian law).  

(07) The bidder shall not have committed serious violations of the Italian labour law or of its 

national labor laws concerning safety and /or other obligations arising from the employment.  
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(08) The bidder shall not be prevented from contracting with the public administration nor from 

participating in public tenders pursuant to Article 36-bis of Decree no. 223/2006 as converted 

with amendments by Law n. 448/2006.  

 

Competence to contract with the public administration  

(09) The bidder shall not be unable to enter into a contract with the public administration.  

(10) Bidding entities, companies and associations shall not be subject to any of the sanctions 

listed in Decree n. 231/2001.  

 

 Professional conduct  

(11) Competitors that have been criminally convicted cannot participate in the tender.  

Bidders using affidavits shall truly declare all convictions and sentences against them.  

 

Trusts  

(12) All forms of trust are prohibited.  

Before signing the contract, the prospective Outsourcer shall inform the Office of its company 

structure, of the existence of rights or titles on its shares based on its registers and provide a list of 

the shareholders over the previous twelve months.  

If the winning bidder is a partnership, it is requested to provide all of the aforementioned 

information in connection with all members of the partnership which will take part in the 

outsourcing.  

After the signature of the contract, any change in the share property exceeding 2% shall be 

notified to the Office. The Office is entitled to run checks on this.   

 

False statements  

(13) Bidders having issued during the year prior to tender false statements concerning 

requirements or conditions relevant to the participation to the selection procedure shall be 

excluded from the tender.  

 

 4. QUALIFICATIONS 

 

Bidders must fulfill the following requirements.  

 

4.1. Economic and financial capacity. The bidder shall have an overall budget over the last three 

years of more than two times the annual value of the outsourcing contract as estimated by the 

contracting authority, with an annual budget of more than one-fourth of this amount and a three-

year budget in the field of visa issuance and consular services at least equivalent to the annual 

amount estimated by the Administration and more than 50% of the estimated annual value of the 

contract.  

In case of partnership, the main partner shall fulfill 70% of the financial requirements and each  

partner shall fulfill at least 10% of such requirements.  

 

 4.2 Pooling. Bidders may use pooling, within the limits of the law.  
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 4.3. Foreign bidders.  For bidders registered in Countries other than Italy the fulfillment of the 

requirements is verified in accordance with their national laws. Documents in languages other 

than Italian or English shall be accompanied by a translation into English. Documents issued by 

foreign authorities shall be legalized by the competent Italian diplomatic or consular mission, 

unless an exemption is set by an international agreement. All amounts mentioned in the 

documents shall be in euro. Amounts in other currencies shall be converted (into euros) at the 

official exchange rate of the day of the Call for tenders.  

 

5. APPLICATION  

 

Interested bidders shall submit their bids using the application form enclosed herewith. The 

application shall include the following information: (A) statements concerning the legal status of  

the company (B) statements concerning the absence of impediments for the company, the board 

of directors and the legal representative (C) pre-contractual statements; (D) statements related to 

partnerships or joint ventures.  

Statements at point  (B) prove the fulfillment of the admission requirements and replace the 

relevant certificates. Bidders are exempted from the aforementioned statements when evidence of 

the requirement (original or a certified copy) is attached to the application form.  

 

How to complete the form 

The application form shall be filled in Italian or English.  

The application form shall be signed by the legal representative of the company and his/her 

signature shall be authenticated or a copy of his/her valid ID shall be attached.  

 

Documents to be enclosed  

The application form shall be accompanied by the following documentation:  

(A) a technical-financial offer  

(B) two bank references and a refundable deposit in the amount of 13,000 euros, equivalent to 2% 

of the estimated value of the outsourcing contract.  

 

6. OFFER  

 

The contracting authority will then proceed to an assessment of the offers.  

The offer shall include a report on the suggested organizational model, taking into consideration 

all specifications related to the provision of the outsourced services. The organizational model 

shall pursue the following targets: (1) meeting the users’ needs, (2) providing services where 

professional attitude, technical expertise, familiarity with the environment are as important as 

technological assets (3) providing recurrent updates of the services and upgrades of the quality 

standards, based on modifications of quality and volume of the services, to comply with the laws, 

to match technological innovations and to meet the users’ expectations.  

The offer shall also include a description of the organizational and technical details of the bidder, 

such as previous experience in the same field, familiarity with the environment, possibly 

additional capacity to promote Italy as a touristic and business destination.  
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The offer shall be: (a) written in Italian or English, (b) unconditional, (c) signed by the legal 

representative of the bidder. In case of partnership or consortium not yet registered, the offer shall   

be signed by the legal representative of each member, with indication of a leading member.  

The economic offer shall be signed by the legal representative of the bidder. A photocopy of the 

subscriber’s ID shall be attached.  

 

7. HOW TO MAKE AN OFFER  

 

The offer shall be contained in a single envelope, sealed on the closing flaps with sealing wax  or 

with sealing tape or equivalent and signed with the initials of the legal representative and the 

bidder’s stamp. 

On the envelope should be indicated all information on the bidder (company name) and on the 

tender (please refer to point II.1.2 of the Call for tenders).  

The envelope shall contain two non-transparent envelopes – so as not to make their content 

readable - identified by letters A and B. Envelope "A" shall contain the application form; 

envelope “B” shall contain: the technical and financial offer, two letters of reference from the 

bank and the refundable deposit in the amount of 13,000 euros, equivalent to 2% of the total value 

of the outsourcing contract.  

Both envelopes shall be sealed on the closing flaps with sealing wax or with sealing tape or 

equivalent and signed on the flaps with the initials of the legal representative and the company 

stamp. Written on the envelopes should be the information on the bidder (company name), 

information on the tender (please refer to point II.1.2 of the Call for tenders), the name of the 

envelope (A or B) and a list of documents inside it.  

The envelope must be delivered to the Embassy of Italy in Accra, Jawaharlal Nehru Road, 

Cantonments – Accra (Ghana) P.O. Box CT 885 within the deadline indicated on the Call for 

tenders. The envelope can be: (a) sent by registered mail at least 7 days before the day for the 

opening of the envelopes: in this case the Office will rely on the date of the postmark and the 

bidder shall anticipate by e-mail only the application form; (b) delivered to the Office any 

working day between 8:30 and 12:30, personally by the bidder or its representative or by private 

courier or delivery service; in this case the Office will issue a receipt with time and date of the 

delivery.  

As an alternative, the bidder may send the documents via certified e-mail: the attachments 

(indicated as Envelope A and Envelope B and including what indicated above) will be opened on 

the day of the opening of the envelopes containing the offers.  

Applications and documents delivered after the deadline will be disregarded. The risk of the 

delivery is borne by the sender. The Administration cannot be held responsible for misplacement 

or delay due to the mailing service, accidents and force majeure.  
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8. SELECTION CRITERIA  

 

 The Outsourcer will be selected on the basis of the best bid. A panel will assess each and every 

offer delivered within the deadline granting a maximum of 100 points and taking into 

consideration the criteria indicated below with their individual relevance.  

 

 8.1. Selection criteria:  

 

a) Previous experience ...................................................... ………………………..up to 20 points  

[previous experience with Italian and/or foreign missions in Countries  

with high volume of applications]  

 

b) Organization ………..............................................................................................up to 15 points  

[familiarity with the environment, office opening hours, possible additional services]  

 

c) Structure provided ................................................................................................ up to 20 points  

[quality and location of the premises, call center, website, equipment]  

 

d) Staff….. ..................................................................................................................up to 10 points  

[qualification of the staff, presence of staff with knowledge of the Italian language]  

 

e) Improvement suggestions ……................................................................................ up to 5 points  

 

f) Financial offer ………………………………………………………………...…..up to 30 points 

[cost for the user, excluding optional services] 

 

The outcome of the selection will promptly be notified by mail to the winning bidder and 

published on the Office website. The Office will finalize the tender also in case only one bidder 

has taken part in it. 

The contracting authority has the right to suspend the selection procedure, to cancel it or not to 

proceed to the subscription of a contract.  

 

9. ACCESS TO DOCUMENTS AND CONFIDENTIALITY  

 

Bidders are requested to clearly indicate any information provided in the offer for which they do 

not allow access to third parties, explaining the reasons. A declaration to this purpose shall be 

included in the envelope with their offer. The contracting authority reserves the right to allow 

access in case of missing or insufficient motivation.  

Documents submitted by the bidders will not be returned.  

 

10. PRE-CONTRACTUAL REQUIREMENTS  

 

1. Within a week from the evaluation of the offers the Office will notify the result of the 

procedure to the winning bidder. The result will also be published on the Office website.  
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The Office is entitled to verify the statements made in the offer by the winning bidder. Details 

submitted in the form of a self-certification shall be submitted as original documents.  

 

2. Within 60 days from to the notification of the award, the successful bidder is required to 

register in Ghana (if not already registered) or to create a Company under the Ghanaian law. 

Furthermore, within the deadline that will be indicated to this purpose (and before the contract is 

finalized or becomes effective) the Outsourcer shall provide the bank guaranty and sustain the 

cost of the contract.  

 

3. The winning bidder agrees to sign the contract within 30 days from the fulfillment of the 

requirement indicated at point 2 above.  

 

 These provisions are essential part of the Call for tenders.  


