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        Sample Tender Document 
including possible solutions
Supply of Copy Paper

Tender Reference: KP-2025-01
1. Contracting Authority
Municipality of Musterdorf
Town Hall Square 1, 12345 Musterdorf
2. Type of Procedure and Conract Value
Open procedure in accordance with Directive 2014/24/EU 
Below-threshold procurement – no EU-wide publication required 
Estimated contract value: approx. €50,000 net
3. CPV-Codes
30197630-1 – Printing and copying paper
30199340-8 – Packaged copying paper
4. Type of contract
Framework contract with binding minimum purchase quantity of 20,000 packs (each pack: 5 × 500 sheets = 2,500 sheets) of white DIN A4 copy paper 
Duration: 24 months from award 
One-time extension option for a further 12 months 
Delivery on call-off 
Partial offers, variants and division into lots: not permitted


5. Technical Specifications
	Feature
	Requirement

	Product
	Copy paper, white, uncoated wood-free

	Format 
	DIN A4 (210 × 297 mm)

	Grammage
	80 g/m² (± 5 %)

	Recycled content
	At least 95 % recovered paper must be used as fibre raw material

	Bleaching
	If bleached, must be Process Chlorine Free (PCF)

	Paper profile
	The paper must have a valid „Paper profile“

	Emission limit values (Paper Profile) in kg/t paper
	CSB: 4,4 kg/t
AOX: 0,07 kg/t
SO2: 0,65 kg/t
NOx: 1,2 kg/t
CO2 fossil: 1.100 kg/t

	Brightness
	≥ 90 %

	Thickness
	≥ 100 µm

	Whiteness CIE
	≥ 150

	Opacity
	≥ 90 %

	Moisture Content
	4,0 – 5,5 %

	Surface
	Smooth, low-dust, suitable for laser, inkjet and copying (single- and double-sided)

	Packaging
	500 sheets per pack, 5 packs per carton, palletised delivery

	Delivery time
	Max. 10 working days after call-off

	Delivery locations
	Central warehouse + max. 10 additional addresses within the municipality

	Delivery terms
	Delivered duty paid including unloading




6. Selection criteria
(a) Personal reliability
· Declaration of no grounds for exclusion
· Current commercial register/company register extract (≤ 3 months old)
(b) Economic and financial capacity
· Turnover in paper wholesale at least €50,000/year for the last 3 years
· Public liability insurance with minimum coverage of €500,000
(c) Technical capacity
· At least 3 references of comparable deliveries to public authorities (last 3 years)
· Proof of sufficient storage and logistics capacity
(d) Other declarations and certificates
· Proper payment of taxes and social security contributions
· Environmental management system: The bidder must provide evidence of an environmental management system for the production site of the paper to be supplied under the contract
7. Award criteria
Most economically advantageous tender:
	Award criterion
	Weighting

	Price
	100%

	Response/delivery time
Example scoring for delivery time:
Delivery within 24 hours of call-off: 20 points
Delivery within 48 hours of call-off: 10 points
Delivery within 72 hours of call-off: 5 points
	20%


8. Contract performance conditions
· Minimum call-off quantity: 20 cartons
· Free return/collection of pallets
· Electronic invoicing
· Penalty for delay: 0.5 % per commenced week of delay, maximum 8 % of the call-off value
· Payment: 30 days net
9. Deadline and submission of tenders
· Submission deadline: 15 July 2025, 12:00 noon
· Submission: exclusively electronically via the eSourcing procurement platform
· Bid validity period: at least 60 calendar days
· Language: English

10. Mandatory Annexes to the Tender
· Single European Self-Declaration (ESPd)
· Completed price sheet
· Technical data sheet
· Valid environmental certificate (EU Ecolabel / Blue Angel / Austrian Ecolabel)
· Reference list (minimum 3 references)
· Proof of storage/logistics capacity
· Proof of public liability insurance
· Declaration on compliance with collective agreements and minimum wage (if required)
11. Contact and Legal Remedies
Contact: Ms. Anna Muster
E-Mail: procurement@musterdorf.eu
Legal remedies: Application for review to the competent procurement review authority
Musterdorf, 15th June 2026
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