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Summary

1.

The objectives set for writing this thesis were:

The recording of the logistics support procedures of the center of excellence CYENS-
CENTRE OF EXCELLENCE and in general of the other centers of excellence which follow
the legislation governing public contracts and more specifically the provisions of the law
concerning the Coordination of Procedures on the Public Procurement and on Related
Matters Law of 2016 (Law 73(1)/2016), as amended in each as well as the relevant
regulatory administrative acts.

Informing the Administration and the staff of the organization with the procedures to be
followed in the event of a request for materials or the provision of services for the
implementation of the various research programs or for the operational needs of the
organization.

Proper management of material and services acquired through logistics support
processes.

Implementation of procurement within the framework of the respective approved budget.

Methodology.

Recording in collaboration with the management and staff of the organization the various
needs of the organization in materials and services.

Record of problems in Procurement support in materials and services.

Discussion with the involved staff and recording suggestions for improving Procurement
support processes.

Exchange of views with procurement departments of respective centers of excellence.
Recording the provisions of the legislation on public contracts.
Study of the Master's Bibliography.

Study of corresponding general Bibliography.
Utilization of the author's many years of experience in the field of logistics support.

Results.

The recording of the procedures and methodology that must be followed, in case of a
requirement for the supply of equipment or the provision of services, according to the
estimated cost, the type and the priority within the framework of the applicable legislation.



Proper inventory management.

The saving of resources and means.

Informing the organization's personnel to apply the correct procedure whenever the supply
of equipment or the provision of services is required.
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CHAPTER 1

1.

1.1

1.2

Introduction
Purpose of the Study

Purpose of the study is the determination of the Procurement procedures of the Organization CYENS-
Centre of Excellence for the provision of any equipment or services and in general of the other centers of
excellence by following the provisions of public procurement laws and regulations in order to achieve the
supply of quality materials and services from reliable sources of supply following the principles of
transparency, Ethics in Public Contracts, and savings. Those procedures can be used and by similar
Centers of Excellence or by others contracting authorities.

Definitions.

Centers of Excellence are research organizations that receive government co-funding from the Deputy Ministry
Of Research, Innovation And Digital Strategy and the European Commission with a mission to produce knowledge
and technological solutions and applications for the benefit of the economy and society. In Cyprus, Seven Centers
of Excellence are funded by the State and are active in various sectors of the economy and science. They have
modern research equipment and conduct cutting-edge research, advancing various problems facing society and
the economy. Additionally, they have expertise and develop partnerships to address regional and international
challenges in priority sectors with increased added value in Cyprus. Centers of Excellence as Organisations
governed by Public Law, for its procurement procedures follows the provisions of Law 73(1)/20162 for the
Coordination of Procedures on the Public Procurement and on Related Matters which is based on the Directive
2014/24/EC1 of the European Union, and also the provisions of general regulations of 2012 (KDP 242/2012).
(YOEKWYIM 07.30.007.001/3 March 2022).

CYENS CENTRE OF EXCELLENCE (CoE) : Research Centre on Interactive Media, Smart Systems and
Emerging Technologies — CYENS. (Further analysis of its activities is given below). In this study is referred to as
Organization.

Contract: means a written agreement between the Organization and a supplier/vendor which contains details of
the terms and conditions relating to the goods, works and services to be purchased. It shall be signed by the
authorized signatory of both parties and once signed, it may be altered only through a formal Amendment of it.

Economic Operator: Means a supplier and/or contractor and/or service provider.

Executive Committee: Committee consisted by the Chief Executive Officer, Chief Innovation Officer, Chief
Operation Officer and Research Director of CYENS. (Is under review)

Quotation / Offer: is a written response submitted by the prospective supplier/vendor to CYENS CoE, indicating
the terms and conditions for the supply of goods, works and services to CYENS CoE.

Procurement Manager: is the CYENS CoE’s staff dedicated to handling procurement issues following the
directives of the present Policy.

Procurement Plan: The yearly CYENS CoE’s plan concerning purchasing.

Purchase firm Order (PO): Means an official offer issued by CYENS CoE to a supplier/vendor indicating types,
quantities, and agreed prices for goods, works and services to be procured.

Republic: The Republic of Cyprus.

Supplier or vendor means any natural or legal person or public entity of group of such persons and/or bodies
which offer the supply of goods, works and services to CYENS CoE.
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Goods or Supplies or equipment: means tangible products such as: Special equipment in order to assist
researcher’s projects, computer hardware and standard 'off the-shelf, audio-visual equipment, photocopiers,
vehicles, stationery supplies, office equipment, furniture etc.(ToouApag 2022)

Services: means non-tangible goods, including major labor contracts such as security, cleaning, catering, building
maintenance, and complex computer software development, configuration, implementation and installation, IT
hardware and software licensing and maintenance, as well as more incidental assistance in the form of equipment
rental, installation and repair, international mail delivery, etc. For the purpose of this study and the respective
procedures, the term "Services" shall also include associated consultancy services. Services are intangible, value-
added activities that a company provides to its customers. They are the core of what a company does to create
value for its customers and generate revenue. Services can be physical or digital. Physical services are those that
you can touch, feel, or see, such as a haircut or a massage. Digital services are those that exist in the digital world,
such as an app or a website .(Toouh@dag 2022)

Specification: is a generic description of the goods, works or services to be delivered by the supplier.

Technical Specification: is a detailed technical description of the goods, works or services used to state CYENS
CoE'’s needs for the purchase of specialized goods, works or services using definitive quantitative standards and
specifications.

Works: means those activities where there will be elements of supply of both goods and services present, such as
office refurbishment, carpentry, electrical, and other works.

Agreement

Part B (Agreement — Special Conditions of Contract) of the Tender Documents, as completed based on the
Contractor's Tender after the contract has been awarded and signed by both parties.

Award Decision
The decision issued by the competent body, whereby the Contract is awarded to the selected Tenderer.
Clarification

Clarification on the submitted certificates and / or alternative credentials, or even completion of information which
are missing due to the failure of submit the required certificates, provided that they were held by the tenderer
before the date of submission of tenders. During the evaluation process the Contracting Authority may request
such clarification.

Competent Authority
The Competent Authority is the Treasury of the Republic of Cyprus.
Competent Body

A body established by virtue of The General Regulations of 2012 (KDP 242/2012) (Regulation 4) which, within the
powers granted to it, undertakes and handles matters concerning public procurement. In CYENS-CoE organization
the Competent body for Tenders up to fifty thousand (50.000,00) Euro is CYENS / Executive Committee or
CYENS General Director, and for amounts more than fifty thousand (50.000,00) Euro is the Board of Directors.

Contract

The public service contract between the Contracting Authority and the Contractor, which is concluded after
announcement of the Award Decision and which comprises the following integral parts:

The Agreement
The Tender and any correspondence in relation thereto between the Contracting Authority and the Contractor.
Annexes | and Il of the Tender Documents.

Contracting Authority
11



1.3

The relevant Centre of Excellence, located in (Address)

Contractor

The Tenderer to be selected to enter into a Contract with the Contracting Authority
Economic Operator

Any natural or legal person or public entity or group of such persons and/or entities, including any temporary
association of undertakings which offers the supply of products or the provision of services or the execution of
works.

Estimated Value

The potential cost of the Contract, estimated by the Contracting Authority, exclusive of VAT, including any form of
options and any renewals of the contract, as explicitly set out in the tender documents.

Interested Economic Operator
Any economic operator associated with the tender procedure in the System.
Law

The Coordination of Procedures on the Public Procurement and on Related Matters Law of 2016 (Law 73(1)/2016),
as amended in each case.

Regulations

The General Regulations of 2012 (KDP 242/2012) on the Coordination of procedures for the Award of Public
Works Contracts, Public Supply Contracts and Public Service Contracts including any amendments thereto.

Representative
The person representing the Tenderer.
System

The electronic  platform  for public procurement (e-Procurement) at the website address
www.eprocurement.gov.cy

Tender

The technical and financial proposal for implementation of the Contract Scope, drawn up and submitted by the
Tenderer in the manner and under the terms described in the Tender Documents.

Tender Documents

The documents referred to the Tender.

Tenderer

Any Economic Operator, that has submitted a tender.
Project Manager / Contract Coordinator

The natural or legal person responsible for monitoring the implementation of the Contract and for handling the
Contract on behalf of the Contracting Authority.

CYENS Centre of Excellence

CYENS Centre of Excellence (formerly known as RISE) is the Research and Innovation Centre of Excellence in
Cyprus focusing on Interactive media, Smart systems and Emerging technologies aiming to empower knowledge
and technology transfer in the region. It is a joint venture between the three public universities of Cyprus -
University of Cyprus, Cyprus University of Technology, and, Open University of Cyprus, the Municipality of Nicosia,
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and two renowned international partners, the Max Planck Institute for Informatics, Germany, and, the University
College London, United Kingdom.

According to the opinion of the Legal Service of the Republic sent with the letter “I'E: 4.2.6.4 / 19 Nov 2019/
Legal Service of the Republic” the CYENS-CENTRE OF EXCELLENCE organization is a public law
organization

CYENS as an Organisation governed by Public Law, for its procurement procedures follows the provisions of Law
73(1)/2016 for the Coordination of Procedures on the Public Procurement and on Related Matters which is based
on the Directive 2014/24/EC and also the provisions of general regulations of 2012 (KDP 242/2012).

CYENS organogram is as an Appendix “1” and generally includes the Board of Directors which is consisted by
the representatives of the joint venture as mentioned above, the CYENS CoE / Executive Committee which is the
competent body of the organization, the General / Research Director (CEO) who leads the Research Department,
the Innovation Director who leads the Innovation Department, the Research Department consists of the MRG/FRG
Groups, the Research office and the Maker Space, the Innovation Department consists of the Entrepreneurship,
Technology Transfer, Policies & IPR, and the Industrial Partnership and the Operations Department which is
consists of the Procurement Dpt, the Accounting Dpt, the Human Resources Dpt, the IT Unit Dpt, the Marketing
Dpt, the Lab Manager and the Secretarial.

According to the Board of Directors decision dated 18.02.2022, " Any equipment and personnel/services
expenditure less than €2K and €5K, respectively, can be approved by the Research Director (RD), Chief
Innovation Officer (CIO) and the Head of Operations (HoO) independently, and the Accounting Manager will be
responsible to check its financial eligibility. Any expenditure exceeding €50K shall be forwarded to the Board for
approval."

In order for the Organization to carry out its mission seamlessly, it is required to equip it with specialized equipment
and also support it with various services as, Special equipment in order to assist researcher’s projects,
Artificial intelligence Clusters, IT Equipment, photographic and cinematographic equipment, printed
books, newspapers, pictures and other products of the printing industry, manuscripts, typescripts and
plans, Machinery and mechanical appliances, Optical, photographic, Cinematographic, measuring,
checking, precision, medical instruments and apparatus, parts thereof, Furniture and parts thereof,
Robots, Drones, General Services, Accounting Services, Legal Services, Software Services, Rentals
agreements, Services from specialists in order to assist researcher’s projects. (Services Agreements).

Procurement Department.

Considering that the function of supply or procurement or purchases, depending on the size of the
company, can be a separate department of the company or belong to the production department and
considering that in recent years its importance has been increasingly recognized with the tendency to be
evaluated as a self-sufficient operation, regardless of whether it is implemented in a separate department
or if it belongs to the production department (Zappaviwmg / 2011a) the Organization realizing the
importance of logistics processes has created a separate Procurement Department which is constantly
developing.

The Procurement Department is under the Operations Department and its responsibilities are to Monitor
compliance with corporate, governmental and EU procurement policies and standards, code of conduct and
operating guidelines Implementation of Tendering procedures in the framework of the provisions of the Law on
Public Procurement, It is responsible for the development and implementation of the procurement plan to ensure
all procured goods, works or services are within the approved budget, handles communication with suppliers and
vendors and ensure the resolution of issues related to vendor performance in delivery of goods and services,
supports teams with the planning of expenditure and ensure that a good knowledge of the procurement procedures
and their application, is maintained by all staff, conducts a continuous market research for goods and services
availability and it manages and monitors the proper use of inventory.
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In general, it aims to achieve the "seven right", that is, to supply: the right products and services at the right price in
the right quantity in the right quality at the right time, delivered to the right place on the right terms. (Zapuaviwmg /
2011B) and adding the eighth and ninth the right receipt and right management of the inventory.
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CHAPTER 2

2,

2.1

Procurement Procedures in the organization.

Since CYENS is Characterized as a Public Law Organization all the procurement procedures for the
support of the organization in various equipment, services or construction projects must be compliant
with the Republic’s laws and regulations and more specifically in accordance with the provisions of the
respective EU Directive 2014/24/EC the Law 73 (1)/2016, and regulations KDP 242/2012 and others relevant
laws and regulations as they are amended from time to time. The follows procedures are described the
management for Tenders for amounts above two thousand (2.000,00) Euro for supplies and above five
thousand (5.000,00) Euro for services.

Depending on the type and cost of the necessary equipment or
service, one of the follows type of procurement procedure can bhe
followed:

Open tender procedure

In the open procedure, he can submit an offer, in the framework of a notice tender, any interested economic
operator, who meets the set technical, professional and financial criteria. It can be used for Tenders whose
estimated value, excluding VAT, exceed the 50,000 euros for supplies and works and the 80,000 euros for
services and works. For reasons of transparency, it can be used also for Tenders with less than the above
estimated values.

Closed tender procedure.

In the closed process, any interested economic operator can submit an application for participation, in the context
of a tender announcement, which includes elements of quality selection, providing the information about the
elements of quality selection, requested by the contracting authority.

Competitive process with negotiations.

In the competitive process with negotiation , any interested economic operator can submit an application for
participation, in the context of a tender notice that includes the information that defined in Annex V, Parts B and C
of the law 73(1)/2016, , providing the information in relation to the quality selection, which is requested by
contracting authority.

Competitive dialogue.

In the competitive dialogue, can apply anyone interested economic operator, after a contract announcement,
providing the information in relation to the qualitative selection, which are requested by the contracting authority.

Innovation Partnership.

In the innovation partnership, it can apply for participation, after contract notice each interested economic operator,
providing the information in relation to the quality selection, which are requested by the contracting authority.

Negotiated procedure.

In the special cases and circumstances provided for in article 29 paragraphs (2) to (5), of Law 73(1)/2016 the
Organization may award public contracts using the procedure by negotiation, without prior publication. This
process is used quite often by the organization because of its specialized mission, that requires the procurement or
provision of qualified equipment or services by qualified providers. For the use of the negotiation process, the
appropriate justification is required as well as the prior approval of the competent body of the organization
(Executive Committee or the Board of Directors). Both the approval of the use of the negotiation process and the
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2.2

approval of the competent authority must be kept in the tender file.
Simplify Procedures (According to the provisions of Law 73(1)/2016 (article 90))

For contracts whose estimated value, excluding VAT, does not exceed 2,000 euros for supplies and works and
5,000 euros for services, the contracting authority (CYENS-CENTRE OF EXCELLENCE) may directly award the
contract without following the procurement procedure provided for in the Law. The procedures followed by the
organization in this case are defined in chapter "5".

For contracts whose estimated value, excluding VAT, does not exceed 15,000 euros for supplies and projects
and 25,000 euros for services contracting authority may request written or oral submissions Tenders from a
limited, at its discretion, number of economic operators.

For contracts whose estimated value, excluding VAT, does not exceed the 50,000 euros for supplies and works
and the 80,000 euros for services, or the thresholds' when concerns public procurement and services and
850,000 euros when concerns public works contracts, which intended to meet needs outside the territory of the
Republic, the contracting authority may request written or oral submissions Tenders from at least four (4)
economic operators of its justified choice when of the preliminary consultations of the market, in accordance with
subsection of Article 37, it is reasonably apparent that they are interested in submitting Tender.

Main Procurement Procedures used by the organization.

The organization, in order to cover it's needs in equipment and services mostly uses the Open tender
procedure, the Negotiated Procedure for specific reasons according the provision of the law 73(1)/2026
and the Simplify Procedure, accordingly.

Criteria for selecting Suppliers or Service Providers (Economic
Operators).

Organization, due to the important work it performs, attaches great importance to the selection of suitable
suppliers or service providers in the context of providing quality and certified materials and services,
transparently and within the context of legality. The selection or rejection of suppliers or service providers
is based on the following main pillars:

Conviction against an Economic Operator.

The Organization may exclude from participation in the process of concluding a contract with an economic entity
when it proves, with the verification provided for in articles 59, 60 and 61 of Law 73(1)/2016 or if it is known in
another way, that there is final conviction against him or his admission or complaint against him, for one of the
reasons described in article 57 of Law 73(1)/2016.

Suitability for the exercise of the professional activity.

-With regard to suitability for professional practice activity, the organization may require from the economic
operators to be registered in one of the professional or commercial registers kept in their Member State of
establishment, such as listed in Appendix XI of Law 73(1)/2016. and satisfy any other requirement is set out in the
Tender’s Documents.

-In the procedures for concluding service contracts, as long as the economic operators must have special approval
or be a member of a specific organization for to be able to provide the relevant service in their country of origin, the
organization may ask them to prove that they have the approval or that they are members of said organization.

Economic and financial sufficiency.
With regard to economic and financial adequacy, the Organization may impose requirements to ensure that
16



2.3

2.4

economic operators have the necessary economic and financial capacity to perform the contract. To this end,
Organization may require economic operators to have a certain minimum annual turnover, including certain
minimum sector turnover activities covered by the contract, and to provide information on the annual accounts they
present and in particular indicators, assets and liabilities and whether they have an appropriate level of
professional insurance to cover risks.

Technical and Professional Ability.

With regard to technical and professional capacity, the Organization may request assurances to ensure that
economic operators have the necessary human and technical resources and experience to perform the contract at
an appropriate level of quality.

The Agency may, in particular, require from economic operators to have a satisfactory level of experience,
demonstrated by appropriate recommendations from contracts executed in the past or appropriate assurances
from organizations, scientific institutes, professional guilds and government or private certification bodies. A
contracting authority may consider an economic operator to lack the necessary professional competence if it finds
that the economic operator has conflicting interests that may adversely affect the performance of the contract. Also
in the context of procedures for the conclusion of a contract for Supplies, installation works or the provision of
services, or the execution of projects, the Organization may assess the professional capacity of economic
operators to provide the supplies, installation works or the provision of services, or the execution of projects,
based on their know-how , their efficiency, experience and reliability.

It is a basic principle of the organization, and particularly for the supply of specialized material or the provision of
specialized services, that this is done directly by the manufacturers or owners of intellectual rights If certain
specialized supplies or services cannot be offered directly by the manufacturer, or owners of intellectual rights then
the economic operator should confirm that he is authorized by the manufacturer or owners of intellectual rights to
provide the requested materials or services. This authorization must be provided with the Tender.

Main Principles of EU public procurement legislation, o 20tzseu of e European

Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC (Text with EEA relevance) and National Code of Ethics for the
conclusion of public contracts /November 2019/ General Accounting Office CY).

The European Union attaches great importance to the implementation of public contracts by the Member States
with transparency and honesty. The main principles of EU public procurement legislation which are fully adopted
and implemented by the organization, are:

Member States shall treat economic operators equally and without discrimination and shall act in a transparent and
proportionate manner.

The design of the procurement shall not be made with the intention of excluding it from the scope of this Directive
or of artificially narrowing competition. Competition shall be considered to be artificially narrowed where the design
of the procurement is made with the intention of unduly favouring or disadvantaging certain economic operators.

Member States shall take appropriate measures to ensure that in the performance of public contracts economic
operators comply with applicable obligations in the fields of environmental, social and labour law established by
Union law, national law, collective agreements or by the international environmental, social and labour law
provisions listed in Annex X of Directive 2014/24/EU of the European Parliament.

E-procurement System (e-PPS)

e-PPS is a web-based, collaborative, monitoring system of the Ministry of Finance, to facilitate the full lifecycle of a
tendering process, for both buyers and suppliers. It offers a secure, interactive, dynamic environment for
procurements of any nature, size, complexity or value (above or below EU thresholds), enforcing (where
appropriate) and encouraging recognized best practices.

e-PPS supports the process of procuring works, services and supplies electronically. All public procurement
procedures foreseen by the law are supported for both one-off or repetitive purchases through several dedicated
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2.5

sub-modules providing facilities for user registration, competition notification, tender preparation and submission,
online tender evaluation, upholding of auctions, contract awarding, contract management, creation and
management of catalogues, placement of electronic orders, and much more.

e-PPS can support the effort for achieving efficiency gains, while promotes core principles of the laws and
regulations on public procurement such as transparency, security, availability, non-discrimination and equality of
treatment.

Contracting Authority services provide a collaborative e-Procurement environment for organising Call for Tender-
related activities. These services provide the tools for supporting the management of electronic competitions,
providing amongst others the means for the electronic preparation and transmission of procurement notices to the
Official Journal of the European Union. Advanced services include the electronic and automated evaluation of
tenders, the automated notification of EOs when addenda/corrigenda for competitions are published and the
support for electronic auctions.

The organization's main objective is to publish the tenders which are announced in the e-procurement monitoring
system of the Ministry of Finance. Those tenders that cannot be published in the system, eg the tenders
implemented through the negotiation process, must be registered in the system after their completion. Taking into
account the general circular of the general accounting office with number FTA/AAAX 103 / 30-6-2017, paragraph 7,
only direct assignments with an estimated value of up to 2,000.00 Euro for projects and supplies or 5,000.00 Euro
for services are excluded from the obligation to update the system. The organization pursues to use the e-
procurement system as much as possible for reasons of transparency and equal treatment of the economic
operators participating in the tenders.

Procurement Procedures into the Organization

Procurement Procedures into the organization are implementing in order to support the Organization with
equipment and services for the support of the projects with their specific needs, and to equip the
Departments with specialized and non computerized equipment, mechanical and electronic equipment and
also to meet the organization's current needs. Procurement Department applies the procedures provided
by Law 73(1)/2016 with procurement requests whose estimated value, excluding VAT, exceed 2,000 euros
for supplies and works and 5,000 euros for services.

Requests from various departments for supply / provision of materials - services.

Within the organization requests for materials, equipment and services are submitted to Procurement Department
by the Directors or certain representatives of the following departments:

-Research Department.
-Innovation Department.
-IT Department.

-Operations Department (Facilities Officer is designated as responsible for collecting and submitting the needs of
the individual Operations departments except from IT Dpt).

-Before submitting the application, the competent Department must carry out an appropriate investigation and
consultation with the market as specified in article 37 of Law 73(1)/2016, in order to properly prepare the
procedure of the Tender. The consultation must be in writing and must be submitted with the application in order
to be kept in the tender file.

-The application requesting materials, equipment and services a sample of which is shown in Appendix
"2", must include the following information: (Xydas 2007)

-Detail Technical specifications as a sample in Appendix “3”

-Detailed description and Part Numbers of the requested product or Services in case of Negotiated Procedure or
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2.6

Simplify Procedure for a specific product or service.
-Contractor’s Details.

-Contractor’s contact person in case of Negotiated Procedure or Simplify Procedure with specific product or
service.

-Needed training.
-Estimated value.

-Proposed members for the various procurement committees, (1 person as Project Manager who will be also
member of the receipt committee, 2 Persons for the evaluation committee (procurement Manager is the third),
and 1 Person for the receipt committee. (The second will be the project Manager and the third will be CYENS
Facilities Officer which is responsible for the Inventory of the Organization).

-Budget availability.
-Current stock of the same material, equipment, or the existence of similar services into the organization

-Additionally in case of a Negotiated Procedure or Simplify Procedure for specific products or services the follows
information must be provided:

e Previous supplies of products or services from the same supplier or service provider.
e Detailed description and Part Numbers of the requested product or Services

e Previous products or services from the same supplier or service provider in case of Negotiated Procedure
or Simplify Procedure for specific products or services. (Xydas 2007)

Factors to be considered when drafting technical specifications.

Drafting proper technical specifications is very important sector during the procurement procedure
Because in this way the supply and provision of quality materials and services from reliable supply
sources is ensured, as well as fair and transparent competition. The following factors must be taken into
account when drafting the Technical Specifications (https:/stackoverflow.blog/2020/04/06/a-practical-guide-to-
writing-technical-specs/).

The provisions in articles 39-41 and Annex VIl of law 73(1)/2016
Insurance of Health and Safety according to the legislation in the Republic of Cyprus.

EC Marking: The EC or CE marking indicates that the product complies with the requirements of the relevant EU
harmonisation legisation. Therefore, the marking must be considered as essential information during the
preparation of the Technical Specifications. (https://certification-company.com/library/fags/what-is-an-ec-
marking/)

Warranty required after the supply.

Requirement to use Standards. "standard" means the technical specification approved by recognized
organization with standardization activity, for repetitive or continuous implementation, but compliance with which
is not mandatory.

If the supplier is not the manufacturer of the requested product or service, then the relevant authorization from
the manufacturer requires that it has the right to market its products or services.

Follow on Support: Are the services offered by the contractor after the completion of the Tender. Great care must
be taken to ensure future technical and logistical support after the supply of the equipment or service for a
reasonable period of time. The Follow on Support from the contactor must includes, Warranty and Maintenance
of Products and Systems, System Installation, Managing of Repair Parts, Customer ‘s Training, Technical support
and Consulting services, Analysis, Validation, Design, Testing and Reliability Control.
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2.7

Generally In Developing Technical Specifications the following must be taken into consideration.
(https:/lwww.linkedin.com/pulse/developing-technical-specifications-procurement-mcips-mba-mfm-bba)

For Goods procurement: Design and performance criteria, Functional characteristics, Performance
characteristics, Technical characteristics, Reporting requirements, Standards, Compatibility and standardisation,
Acceptance testing, Trade-ins

For Works procurement: List drawings and other guidance provided, Details of access, ground conditions and
preparation work, Performance criteria including contractors’ designs, Relationships with subcontractors and
suppliers, Employ- er's contractual and legal requirements, Insurances of works and indemnities, Works
management including completion and defects, Control of time and cost, Quality control, standards and checks
required, Health and safety, Temporary facilities

For Service procurement: Required outputs and/or outcomes, Performance measures, Targets, Management of
the contract, Transfer of assets and personnel, the hand-over process, Transition between service providers,
Best Value.

Actions by the Procurement Department:

After receiving the relevant procurement request, the Procurement Department takes the following
actions:

It checks whether the application includes all the required information.

Gives a unique order number and opens a separate folder on the relevant computer application which will include
all the information of the Tender.

Updates the applicable database with the order details.
Prepares tender documents based on which Tender procedure will be followed as follows:

In case of an Open procedure for Tenders whose estimated value, excluding VAT, exceed the 50,000 euros for
supplies and works and the 80,000 euros for services samples of the needed tender’s documents can be found
in in the website of the Treasury  of the  Republic of  Cyprus in
http://www.treasury.gov.cy/treasury/treasurynew.nsf/page21_gr/page21_gr?opendocument.

In case of an Open procedure for Tenders whose estimated value, excluding VAT, does not exceed the 50,000
euros for supplies and works and the 80,000 euros for services or in case of the use of a Simplify Procedure
sample of the needed tender’s can be found in in the website of the Treasury of the Republic of Cyprus in
http://www.treasury.gov.cy/treasury/treasurynew.nsf/page21_gr/page21_gr?opendocument.

In case of Negotiated Procedure or Simplify Procedure for Products or Services that are widely marketed by
recognized organizations with predetermined and announced warranties and conditions the tender's documents
as Sample in Appendix”4” (Xydas 2007).

In case of Negotiated Procedure or Simplify Procedure for Products or Services that are going to be
manufactured or developed especially for the organization the similar tender's documents as paragraph (b)
appropriately modified to address one or more verified economic operators.

Prepares the appointment letters of the responsible Tender's coordinator and the acceptance and evaluation
committees as Appendices “5” to “7”.

Informs the Competent body of the organization with the estimated cost and asks it to approve (Related template
as Appendix “8”):

The Relevant tender documents.
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2.8

The appointment of the committees.
The tender procedure to be followed.

After securing the relevant approvals by the CYENS Competent body, the Procurement Department announce
the Tender by the use:

The e-procurement system in case of an open or simplified procedure.

By sending the Tender's documents directly to the Tenderers in order to submit a quotation in case of a
negotiated procedure and also in some cases in case of a Simplify procedure.

Time Limits.

After the announcement of the Tender the following time limits are determined.
Deadline for submission of tenders

In the open procedure, the deadline for submission of tenders is determined by the contracting authority
(CYENS), and cannot be less than fourteen (14) days from the date of announcement of the Tender. In the event
of an emergency, duly justified by the contracting authority, which makes it impossible to meet the above
minimum deadline, the Organization may set a minimum time period of at least ten (10) days from the date of
announcement of the Tender.

In the simplified or negotiated procedure, the deadline for the submission of tenders is determined by the
contracting authority (CYENS) and cannot be less than seven (7) days from the date of announcement of the
Tender, or less in case of emergency, as appropriate. justified by the contracting authority.

Deadline for the Submission of Comments / Questions / Recommendations by the Tenderers.

In the open process, the deadline for submission of comments / questions / proposals by the tenderers is
proposed to be no less than ten (10) days from the deadline for submission of tenders. In the event of an
emergency, no less than seven (7) days from the deadline for submission of tenders is recommended

In the simplified or negotiated procedure, the deadline for submission of comments / questions / proposals by
Bidders is proposed to be no less than five (5) days before the deadline for submission of tenders.

Deadline for the Dispatch of answers by the Contracting Authority

In the open procedure the deadline for providing additional information requested in a timely manner from
Tenderes by the contracting authority, is four (4) days before the deadline for submission of tenders and three (3)
days before the deadline for submission of tenders in the event of an emergency.

In the simplify or negotiated procedure the deadline for providing additional information requested in a timely
manner from Tenderes by the contracting authority, is four (3) days before the deadline for submission of tenders.
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CHAPTER 3

3.

3.1

3.2

3.3

Evaluation of the Tenders.

The evaluation of Tenders is performed by the three members of the evaluation committee which were appointed
by the competent body of the organization. Different procedures are followed in the case of an open procedure,
negotiated or simplify procedure.

OPEN PROCEDURE

Opening of the Tenders

The opening of the tenders submitted in time in the e-Procurement System is carried out by authorized persons,
after the expiry of the deadline for the submission of tenders as paragraph 2.8.1 then the following steps are
followed:

First are opened the sub-folders “Eligibility Criteria” and “Technical Part”.

The assessment and the evaluation of Technical Offers are carried out for the Tenders that have not been
rejected in the stage of verification of the participation credentials as mentioned in the folder with the Eligibility
Criteria

The opening of the “Financial offer” Sub-folder is taking place for the Tenders that have not been rejected in the
technical evaluation stage.

NOTE

If the award criterion selected for the Contract is the Most economically advantageous tender based on price,
then items (2) to (4) of this paragraph, must be omitted.

For the purpose of safeguarding the basic principles of public procurement, and more specifically that of
transparency, upon the opening of the “financial Offer” Sub-folder, the prices submitted by the Tenderers shall be
automatically visible in the System, by all interested parties, with the reservation that the recorded prices have not
undergone any sort of evaluation.

Verification of eligibility and requirements for participation

After the opening of the “Eligibility Criteria” and “Technical Part” Sub-folders, the Competent Body shall first verify
the fulfilment of the requirements for participation as well as the correctness and completeness of the submitted
supporting documents. The results of this verification should be recorded in a form.

If the verification procedure establishes that there are Tenders which do not meet the requirements or the
disqualification reasons of the Contracting Authority considers such Tenders as inadmissible, their Technical
Offers shall not be evaluated and their Financial Offers is not opened. Tender Guarantees shall be returned by
the Contracting Authority to the Tenderers after signature of the Contract. Such Tenders shall be rejected by the
Contracting Authority, through its Competent Bodly.

Evaluation of Technical Part

The Competent Body shall proceed with the evaluation of the Technical Offers submitted in order to establish
their completeness and determine whether or not they meet the requirements and specifications of the Contract
Scope and shall enter in a special form any Offers which it deems should be rejected, detailing for each one of
them the exact grounds for rejection.
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3.4

NOTE

If the Contracting Authority deems it advisable, it may require Tenderers to present their Technical Offers to the
Competent Body during the evaluation procedure. It is recommended that this right be exercised sparingly and
only in the case of complex contracts where it is estimated that the presentation shall help the Competent Body
form an informed opinion as to the technical merits of the solutions offered.

In that case the Tenders that have been found to be admissible in the stage of verification of the participation
credentials, the Contracting Authority shall invite in writing the Tenderers to present their Tenders, setting a
specific date, time and location for this purpose. The written invitation will be sent at a proper time, at the latest
ten (10) days before the date on which the presentations are to be held. Non-acceptance of the invitation by a
Tenderer shall constitute grounds for rejection of its Tender. The Tender must be presented by members of the
Project Team, which must include the Project Team Manager and key experts deemed necessary by the
Tenderer. It is understood that the presentation will concern data and information already included in the Tender.

Technical offers are evaluated in accordance with the criteria set in the table of evaluation criteria as the
examble of Appendix “9” and the methodology as in paragraph 3.7

The mark given to each individual criterion is set to a maximum of 100 points.

The mark of each individual criterion shall be weighted using the weighting factor for that particular criterion and
rounded to 2 decimal digits.

By adding the weighted mark of every individual criterion within each group of criteria, the total mark of that group
is obtained.

The final technical evaluation mark (T) is the sum of the marks of the section’s criteria.

The final Technical Offer marks will be entered in a special form by the Evaluation Committee, with adequate
justification of the mark.

With the completion of the above-mentioned evaluation stages, the CYENS Competent Body, shall decide to
reject or not the tenders according to the suggestions of the evaluation Committee. The tenders that have not
been rejected from the CYENS Competent Body, shall proceed to the opening of their Financial Offer Sub-
section.

Evaluation of Financial Offers

The Contacting Authority (CYENS), shall verify the contents of the Financial Offer Sub-section, to determine the
degree to which they meet the requirements of the Tender Documents.

If the verification procedure establishes that there are Tenders which do not satisfy the relevant terms and
conditions as required by the Tender Documents, then the Contracting Authority, through its Competent Body,
shall reject these Tenders.

Evaluation of the Financial Offers shall take place on the basis of current prices, using a factor to convert all
future payments, if any, to current prices. Evaluation of the Financial Offers shall be made on the basis of the
revised Financial Offer figures, as these shall be obtained after the above conversion.

NOTE

If the offer can be submitted in another currency, then the prices of the Financial Offer expressed in a foreign
currency will be converted, for the purposes of evaluation and price comparisons, into Euros, using the Foreign to
Euro (selling price) rate, as given by the Central Bank on the day of the deadline for submission of tenders. When
the deadline for submission of tenders is a holiday, then the exchange rate of the working day immediately
preceding the deadline is used.

Where the CYENS Competent Body considers a Financial Offer to be abnormally low, the Competent Body must
request in writing the Tenderer to supply, within ten (10) days of being requested to do so, those clarifications
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about the composition of its Offer which the Competent Body may deem advisable, as per the provisions of article
69 of Law 73(1)/2016. The Competent Body shall examine the clarifications and shall decide whether to accept or
reject the tender.

5. For the Evaluation of the Financial Offers, the relative cost C of each Tender is calculated as follows:
Financial Offer of Lowest Bidder

C = x 100
Financial Offer under Evaluation

Where:

- Financial Offer under Evaluation: the total amount for which the Tenderer intends to implement the
Contract,

and,

- Financial Offer of Lowest Bidder: the price of the Tender with the lowest Financial Offer.

NOTE

3.5 Clarifications on the Tenders

1. The Contracting Authority (CYENS) may ask the Tenderer to provide clarifications regarding the content of its
Tender, throughout the evaluation process. In such a case, the provision of clarifications is mandatory for the
Bidder and is not considered a counteroffer.

2. Where information or documentation to be submitted by economic operators is or appears to be incomplete or
erroneous or where specific documents are missing, the Organization may request the economic operators
concerned to submit, supplement, clarify or complete the relevant information or documentation within an
appropriate time limit provided that such requests are made in full compliance with the principles of equal
treatment and transparency. Economic operators in this case are obliged, under penalty of disqualification, to
supply such missing information within five (5) working days from the day on which they are requested to do so.

3. From the clarifications supplied by Tenderers in accordance with the above, only those concerning the issues for
which they were requested shall be considered.

3.6 Conclusion of the Evaluation

1. The establishment of the final ranking of Tenders in decreasing order of their final mark is calculated as follows:

L =T * <per cent weighting factor > + C * <per cent weighting factor >

where:

T = the Technical Offer evaluation mark, and

C = the relative cost of the Financial Offer.

NOTE

The weighting factors used to calculate the final mark for ranking the Tenders are determined by the Contracting
Authority. The following are proposed as reasonable weighting factors: 55%-65% for the technical evaluation
mark, and 45%-35% for the financial evaluation mark.

2. The Tender with the highest mark L shall be considered to be the most advantageous Tender based on best

price-quality ratio.
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3.7

In cases where the marks of two or more Tenders are the same, these Tenders are ranked in decreasing order of
their Technical Offer mark.

NOTE

If the award criterion selected for the Contract is exclusively the lowest price, then the establishment of the final
ranking of Tenders in decreasing order is based solely on the price offered.

“The above evaluation procedures are used proportional also for Tenders In case of Negotiated
Procedure or Simplify Procedure for Products or Services that are going to be manufactured or
developed especially for the organization.”

NEGOTIATED PROCEDURE
Evaluation in case of Negotiated Procedure or Simplify Procedure

In case of Negotiated Procedure or Simplify Procedure for Products or Services that are widely marketed by
recognized organizations with predetermined and announced warranties and conditions in order to evaluate the
Tenders the follows evaluation committee checks:

If the Tenderer confirms that the products / services delivered to CYENS will be manufactured brand new in
accordance with the manufacturer’s specifications.

If the provided prices of the products / services of the Tender are in accordance with those applicable in the
market as derived from the previous consultation with the market or if they are in accordance with the
Manufacture’s valid price list catalogue.

If the Seller warrants that the materials / services delivered shall be free from any defects and shall be in proper
operating condition for a sufficiently long period from their delivery date to CYENS premises to Cyprus.

If the Seller warrants that the materials / services delivered shall be accompany by the manufacture’s certificate
of conformity.

If the Tenderer provides warranty on all products and services included in the proposal. This must include also
telephone or email customer support. Warranty must include parts and labor. The contractor (The Tenderer who
awarded the contract) must apply to the contracting authority (CYENS-CENTRE OF EXCELLENCE) the official
warranty offered by the manufacturer.

Additionally In case of an IT equipment or software services the evaluation committee checks if the
Tenderer provides warranty on all hardware and system software as well as of all software or hardware licenses
included in the proposal. This must include also telephone or email customer support. Warranty must include
parts and labor. The contractor (The Tenderer who awarded the contract) must apply to the contracting authority
(CYENS-CENTRE OF EXCELLENCE) the official warranty offered by the manufacturer.

If the Tenderer confirms that is authorized by the manufacturer to provide the requested products / services. This
authorization must be presented as attached, in the Tender’s submission form.

If the delivery terms are in accordance with CYENS request. (Usually is requested delivery DAP, as per
Incoterms 2010).

If the payment terms and schedule of delivery are in accordance with the Request for Quotation. (Usually is
requested Payment, in case of order, will be effected within 30 days from the delivery of the products or services
and the submission to the CYENS of the original commercial invoice. Also, the requested delivery time of the
requested Products / Services is requested to be less than two (2) months, according to the Priority).
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3.8

Evaluation Committee’s actions.

The evaluation committee of the organization, by taking into consideration the type of the procurement
procedure as paragraph 2, and the type of the requested products and services evaluates the tenders
received, as follows:

The head of the Evaluation Committee convenes a meeting of the evaluation committee as sample in Appendix
10 According to the General Regulations of 2012 (KDP 242/2012) 48 hours  before the meeting, the
representatives of the Auditor General and the Accountant General must be informed to attend, if they deem it
necessary. If considered necessary during of the meeting of the evaluation committee and according to the
subject a special experts can be invited in order to advice the evaluation committee to make a decision on the
matters of their specialization. The experts must prepare a written report on their opinion.

They prepare the evaluation report as the typical sample in the Website of The Treasury CY,
http://www.treasury.gov.cy/treasury/treasurynew.nsf/page26_gr/page26_gr?opendocument  which can  be
modified according to the type of Tenders Procedure.

The evaluation Report is signed by all the members of the evaluation committee, and they put their initials on all
pages. If a member of the evaluation committee has a different opinion or disagrees with the decision this must
be stated on the evaluation report. According to regulation KDP 201/2007 article 12(2), the decisions of the
evaluation committee are taken by the majority.

The head of the evaluation committee forwards the evaluation report to the Appropriate Body of the organization
for approval as below:

For amounts more than €2K for supplies and €5K for services, respectively, and up to the €50K can be
approved by the Competent Body of the organization, and the Accounting Manager will be responsible to check
its financial eligibility.

For amounts that exceed the €50K shall be forwarded to the Board of directors for approval."

Conclusion of the tender procedure

Award of Contract

After the approval of the evaluation results as above, the Contract is awarded to the Tenderer whose Tender is
found, after the conclusion of the evaluation procedure, to be the most economically advantageous tender based
on price-quality ration.

Or if the criterion for the award of the Contract is exclusively the lowest price, the Contract is awarded to the
Tenderer whose Tender is found, after the conclusion of the evaluation procedure, to be the Tender with the most
economically advantageous tender based on price.

In the case of equivalent Tenders with the same —lowest- price, selection of the Contractor by the Contracting
Authority shall take place by draw.

In the event that two or more Tenderers have submitted the same Financial Offer which corresponds to the
lowest price (equivalent Tenders), the Contracting Authority may, if it deems that the nature of the Contract Scope
is such that allows it to be split in individual contracts (whose number shall be equal to the number of equivalent
Tenders), choose to award such individual contracts to all Tenderers who have submitted equivalent Tenders.

Notification of the results of the tender procedure
The Contracting Authority (CYENS) shall inform the candidate Contractor of the Award Decision as Appendix 11

The Contracting Authority (CYENS) shall notify the Tenderers of the decision taken and of the reasons for it, as
per the provisions of article 54 of Law 73(1)/2016, as Appendix 12

Signing of the agreement / placing a firm order.
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In case of an open Procedure or in case of Negotiated Procedure or Simplify Procedure for Products or
Services that are going to be manufactured or developed especially for the organization:

After the completion of the notification of the results of the tender procedure, The Tenderer who has been
awarded the Contract is obliged to present himself, within a period of twenty (20) days of receipt of the relevant
invitation of the Contracting Authority, for signing the relevant Agreement (Part B of the Tender Documents). |If
the aforementioned deadline expires and the Tenderer has not presented himself to sign the Agreement, then he
shall be declared in default of the Award made to him and of all rights deriving from it, and the Tenderer shall be
subject to the referred penalties in the Tender documents.

In such a case, the Contracting Authority has the right to refer the matter back to the Competent Body, with a
view to awarding the Contract to the Tenderer who has submitted the next, as per the ranking. it is Understood
that the Tenders are valid at the date of award.

The Tenderer who has been awarded the Contract is obliged to present himself for signing the Agreement, also
providing the following items:

The Certificates / Declarations contained in the relevant Table.
The authorization documents for the person who shall sign the Agreement,

In the case of a consortium of persons, a final Cooperation Agreement determining the participation rate of each
member in the consortium, the legal representative of the consortium and the consortium member to act as the
leader of the consortium.

The Performance Guarantee for the Contract.
The stamp duties of the Agreement to be signed shall be fully borne by the Contractor.

In case of Negotiated Procedure or Simplify Procedure for Products or Services that are widely marketed
by recognized organizations with predetermined and announced warranties and conditions it is not
needed an agreement to be signed, only a letter for placing the Firm Order as Appendix 13. In that case
the valid conditions and warranties shall be as attached to the letter placing the firm order:
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CHAPTER 4

4,

4.1

Receipts Procedure / Management of the
Inventory.

After the awarding of the contract, the Project Manager of the contract is responsible for the monitoring of
compliance of the contract according to the terms and provisions of the signed agreement. When he received by
the contactor the delivery details he informs accordingly the Procurement Manager and the Receipt Committee.

In case that the contract concerns products it must be determined in tender documents that the products should
be Delivered At Place (DAP) according the Shipping Incoterms (2023). DAP means the seller continues
responsibility and risk into the import country, usually to the buyer's preferred warehouse (their own, FBA
warehouse, the forwarder’s warehouse, etc). However, as for FCA, the named place may be also be the terminal.
(Shipping Incoterm (2023)).

Receipt Committee

In accordance with the provisions of the the Regulations on the Management of Public Contract Implementation
and Procedures for the Exclusion of Economic Operators from Public Procurement Procedures published in the
Official Gazette of the Republic of Cyprus on 28 April 2016 (KDP 138/2016), a three-member Receipt Committee
is appointed by the competent body of the organization.

It is noted that according to articles 25(3) and 25(4) of the regulation KDP 138/2016, the coordinator of the
contract can also be designated as a member of the acceptance committee. Also, for the receipt of procurement
contracts, the value of which does not exceed fifteen thousand (15,000.00) Euros, excluding VAT, and particularly
where the quantity of supplies to be delivered is limited, an officer of the organization may be designated to
receive the supplies.

Also according to articles 25(5) of the same as above regulation, in procurement contracts, the value of which
does not exceed the two thousand (2,000.00) Euros, excluding VAT, the deliverie’s procedure can be determined
by the Head of the organization.

The Receipt Committee, for each delivery of products, and services carry out acceptance checks of the supplies
and services to be delivered according to the terms and conditions of the signed agreement and the agreed
technical specifications and proceed, depending on its findings, to receive or reject the relevant supply
(Regulations 27 and 28 of KDP138/2016).

For each delivery, the decision of the Receiving Committee is recorded in a certificate of receipt or rejection,
which is issued in the form determined by the CYENS Competent Authority as Appendix 14. The above
certificate of receipt must be submitted, in three copies in addition to the Project Manager, to the Contracting
Authority (CYENS Executive Committee) and the Procurement Department for archiving immediately after its
issuance.

The decisions of the Receipt Committee are taken by majority vote (Regulation 26 of KDP138/2016).

The Project Manager of the contract can also be appointed as a member of the acceptance committee. It is
recommended that he be appointed as the head of the receipt committee.
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4.2

1.

2.

4.3

Payment of the Contactor.

Payment is made only after the completion of the qualitative and quantitative receipt of the materials / services by
the receipt committee and the preparation of the receipt certificate.

The Project Manager after the receipt certificate is completed, checks the correct invoicing of the materials /
services according to the terms of the contract and informs the accounting office in writing to proceed with the
payment by simultaneously submitting the contractor's invoice and the receipt certificate.

Management of received supplies - services.

The general management of received supplies - services in the organization is carried out by the organization's
Inventory Responsible who is the Facilities Officer under the supervision and direction of the Organization's
Procurement Manager.

The Inventory’s Responsible has the follows duties:

As soon as the organization is informed of the imminent arrival of material, it is informed about it by the
Procurement Manager and coordinated with the supplier for the smooth delivery to the organization's premises.

Stores the boxes in a safe and controlled area until the meeting of the receiving committee. Until then, the boxes
remain sealed and are unpacked by the receiving committee.

Organizes the entire receiving process.

After the issue of the certificate of receipt he receives one copy of it and, registering them in the inventory by
records the receipt in the Organization’s receipt book of products and Services (as Appendix 16) in the
corresponding computerized system and charges the received materials and services as below:

In case of an IT equipment or services to the IT Manager.
In case of receipt of technological equipment other than IT to the Lab’s Manager.
The management of the other general equipment is done by the Inventory’s Responsible.

The above persons are responsible for the safe storage of the material in accordance with the manufacturer's
instructions and for its further charge to the organization's staff.

Management / monitor of received supplies — services for amounts
from 50 Euro, up to 2.000,00 for equipment and up to 5.000,00 Euro for
services.

According to the Board of Directors decision dated 18.02.2022 any equipment and personnel/services expenditure
less than €2K and €5K, respectively, can be approved by the RD, CIO and HoO independently, and the
Accounting Manager will be responsible to check its financial eligibility.

By taking into account the above, the management and monitoring of the equipment and services from 50 Euro, up
to 2.000,00 Euro for equipment and up to 5.000,00 Euro for services is done directly by the IT Manager, Lab’s
Manager and Inventory’s Responsible according to the type of the equipment / services as paragraph 4.3.1.d and
under the monitoring and supervision by the Accounting Manager.

All orders concerning the supplies and services as mentioned in paragraph 4.3 must be done by considering the
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following factors:
Insurance of Health and Safety according to the legislation in the Republic of Cyprus.

EC Marking: The EC or CE marking indicates that the product complies with the requirements of the relevant EU
harmonisation legisation. Therefore, the marking must be considered as essential information during the
preparation of the Technical Specifications. https://certification-company.com/library/fags/what-is-an-ec-marking/

Warranty required after the supply.
Requirement to use Standards.

If the supplier is not the manufacturer of the requested product or service, then the relevant authorization from the
manufacturer is required that it has the right to market its products or services.
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CHAPTER 5

5.

5.1

Procedure for the approval and signing of Services
Agreements for amounts of up to five thousand
(5.000,00) Euro and for Supplies up to two thousand
(2.000,00) Euro.

Legislation / Regulations

According to the provisions of Law 73(1)/2016 (article 90) concerning the Regulation of Public Procurement
Procedures, contracts whose estimated value, excluding VAT, does not exceed 2,000 euros for supplies and
works and 5,000 euros for services, the contracting authority (CYENS-CENTRE OF EXCELLENCE) may directly
award the contract without following the procurement procedure provided for in the Law.

According to CYENS Extended / Amended Contracts approved Policy, which is based in the above-mentioned
Law, contracts can be modified / extended without a new contract procedure, when the modifications, regardless
of their value, are provided for in the original contract documents in the form of clear, precise and express
revision clauses, including, where applicable, price revision clauses or options. The modification must not exceed
50% of the value of the original contract.

According to the Regulations on the Management of Public Contract Implementation and Procedures for the
Exclusion of Economic Operators from Public Procurement Procedures (KDP 138/2016) for each contract whose
value exceeds 2000 euros, the head of the competent authority (CYENS) appoints an appropriate officer to
monitor the contract as a Project Manager.

By taking into consideration the above:

CYENS can sign a direct agreement with Proposed providers for the amount excluding VAT, that does not
exceed 2,000 euros for supplies and works and 5,000 euros for services, according to the received
quotation.

In the agreement to be included the 5.1.2 provision in case a contract extension will be needed.

A project manager to be appointed for each agreement in order to monitor the agreement.

Procedure for Service Agreements and supplies of above €1000

The assigned Project Manager that needs the Service Agreement to be conducted, sends a request to the
Procurement Office by completing the form as Appendix “15” (Application Form Requesting a Service
Agreement), and by completing the Service Agreement document (For confidentiality reasons the Service
Agreement Template of the Organization cannot be added).
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5.3

If the Project Manager is an Officer or Research Associate, application form needs, to be signed by immediate
line manager.

The Procurement Office confirms budget availability with the Accounting Office. A Project Manager is approved
by the Executive Committee (EC) who will be responsible for:

The monitoring of the service agreement.

The acceptance of the deliverables of the agreement.

Informing the Accounting Dept for the completion of the services so that the payment to the Service Provider can
be made.

Upon budget availability, the Procurement Office checks the correctness of the procedure, reviews the
agreement, gives a unique order number to the application, and forwards the application form and the Service
Agreement to the General Director for checking and signing, along with a list which includes the information of all
the services agreements that have been signed/implemented until that point of time.

Once signed, the Procurement Office forwards all relevant documentation to the Project Manager for singing with
the Service Provider.

The original copies of the two signed agreements stay with Procurement and the Service Provider. Procurement
forwards a scanned copy to HR, Accounting Office and the Project Manager for archiving and further monitoring.

Once the services have been provided, the Project Manager is responsible to complete and sign the Confirmation
of Services document, see Appendix 2 of the Service Agreement, and forwards the signed document to the
Accounting Office for payment.

Once payment is completed, original Confirmation of Services is provided to Procurement for archiving.
Procurement forwards a scanned copy to HR, Accounting Office, Executive Assistants and the Project Manager.

Procedure for Services and supplies below €1.000,00

For Services or supplies below 1K, it is at the discretion of the relevant Executive to proceed with a Service
Agreement. This should be defined in the Application Form.

The assigned Project Manager that needs the Services to be conducted, sends a request by completing the form
as attached “1” (Application Form Requesting a Service Agreement or product) to the appropriate person for
approval as follows:

Research Department: Project Manager in Research Office

Innovation Department: CIO

Operations Department: Procurement Office

If the Project Manager is an Officer or Research Associate, the application form needs to be signed by the
immediate line manager.

A Project Manager is assigned by the appropriate person who gave the approval. Project manager will be
responsible for:
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5.4

The monitoring of the services, supplies

The acceptance of the deliverable of the services, supplies

Informing the Accounting Office for the completion of the services or receipt of the suppliesso that the payment to
the Service Provider can be made.

Once the request is approved, the Project Manager confirms budget availability with Accounting Office. Upon
budget availability, Project Manager assigns the Service or Supplies to the Service Provider or supplier.

Once the service is completed, the Project Manager is responsible to complete and sign the Confirmation of

Services document, see Appendix 3, and forwards the signed document to the accounting office for payment. A
copy is also shared with HR and Procurement office for archiving.

Repetition of the same service or supply

For reasons of transparency, the assignment of services from the same provider, even if they are different from
the original assignment excluding VAT, does not exceed 2,000 euros for supplies and works and 5,000 euros for
services, is not allowed unless there are justified reasons which must be approved by the EC. The same applies
to procurement of Supplies.
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Conclusions.

Recording and institutionalizing Procurement processes in the organization is very important because:

a. Does the staff know the procedures to be followed in any case where the supply of equipment or the provision of
services is required.

b. The provisions of the legislation on public contracts are applied.

c. Ensures the supply of quality materials and services from reliable sources of supply in the the right products and
services at the right price in the right quantity in the right quality at the right time delivered to the right place on the right
terms. (Zapuaviwng / 2011p)

d. Monitoring and control of the procurement process is achieved at all stages, with the result that any bribery or
corruption is avoided.

e. It acquires from the staff a consciousness of care of the material.

f. There is effective recording and monitoring of the stored material.

g. Implementing proper procurement processes saves time and resources.

Procurement management is the most important part of the overall logistics management activity. The
importance of this activity is also certified by the fact of the prevalence of "international best practices” which
could be summarized in the following directions (Beckman & Rosenfield, 2008):

a. Use of a limited number of suppliers,

b. Together with the suppliers defining the design specifications of the parts, components, etc. which will supply,
c. Emphasis on quality, reliable on-time delivery — and other similar criteria — and not on cost,

d. Intensive exchange of information and cooperation on issues such as production and shipment planning.

Especially in this period when there are serious effects of the changes in the modern external environment of
the supply chains due to the pandemic and the extended war in Ukraine which are mainly focused on:

a. In the increase in fares due to the jump in fuel prices.

b. In the creation of problems in Logistics, such as accumulations of goods in ports and airports, incomplete planning in
deliveries, shortages of stock products and raw materials with effects on the construction industry.

c. Price surge,

It is necessary to establish strong processes for the effective implementation of logistics support processes to
effectively identify and manage risks. (Kwvotavrividng 2021)
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Appendix “1” to Thesis “
CYENS organogram
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Appendix “2” to Thesis “

Application Form Requesting materials or services

From: ........ccooeiiiins (1)

To: Department/Procurement Department
Concerning the purchase of ..............cccceeeiinne, (2) for the fulfillment of CYENS needs.

For functioning/operating purposes of the ...... (1) Department we would like you to proceed with the purchase of ... (3) pieces of

.......... 2).

Below/Attached (4) you will find the required technical specifications of the needed materials / services.

Technical Specifications

a.
C.

Please proceed with the required actions of yours and in case extra help (clarifications, expertise etc) is needed from our
Department, our PoC is Mr/Mrs/Ms ............ (5).

Please provide also the follows:

a. Detailed description and Part Numbers of the requested product or Services in case of Negotiated Procedure or Simplify
Procedure for a Specific produCt OF SEIVICE. ..........coiiuiriiiiiiiiie e

b. Contractor's Details.-Contractor's contact person in case of Negotiated Procedure or Simplify Procedure with specific
PIOCUCE OF SEIVICE. ... . utttiiieitettbee bbb e e s s e e e e e e e e e e e e e e e e e e e e e e e e aaaaaas

C. NEEABA trAINING. ... .ee e ettt ettt e e e e e e e ettt e e e e e e e e aaaee s

e. ESHMAIEA VAIUE. ... .eveiieieee e e

d. Proposed members for the committees as follow:

(1) 1 person as Project Manager who will be also member of the receipt committee...............cccceeiiiinnnenne

(2) 2 Persons for the evaluation committee. Procurement Manager is the third..............ccccceiiiiiiiiinee,

(3) 1 Person for the receipt committee. The second will be the project Manager and the third will be CYENS Facilities Officer
which is responsible for the Inventory of the Organization...............cccooviiiiii

e. Budget availability.............eeeiieee e
f. Current stock of the same material..............ooiiviiiiii e

g. Additionally in case of a Negotiated Procedure or Simplify Procedure for specific products or services the follows
information must be provided:

(1 Previous supplies of products or services from the same supplier or service provider...............ccccvvvveeennnn
(2) Detailed description and Part Numbers of the requested product or Services............cccccevvviviiiieieeeennnnnen,
e Previous products or services from the same supplier or service provider in case of Negotiated Procedure or Simplify

Procedure for SPecific ProdUCES OF SEIVICES. ... ....vuvuriiiiiiiiiiiiiiiiiieieieeeeeee e ieae bbb aaeeaaaaaaaaaaes
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Notes
(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)

Name of Department within CYENS

The actual name of materials / services
Number of pieces

Choose the relevant and erase the other one
Name of Department’'s PoC

Date of submission

Head of Department name in full

Head of Department sign
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Appendix “3” to Thesis

Detail Technical specifications (sample)

Monitors

A/A Features and Specifications Requirement Tenderer’s Response Reference

A General Characteristics

A1. Quantity 6

A2 Display size 27112 cm (28"

A3 Aspect ratio 16:9

A4 Display type IPS

A5 Response time <5ms

A6 Brightness =350 nits

A7 Resolution (maximum) 24K UHD
(3840x2160 @60

Hz)

A8 98%=sRGB [Required]

A9 Pixels per inch =150

A10 Display User Control Options [Required]

A1 Low blue light modes [Required]

A12 USB 3.0 Hub [Required]

A13 USB Type-C [Required]

A4 HDMI [Required]

A15 Display port [Required]

A.16 Swivel [Required]

A7 Tilt [Required]

A18 Pivot [Required]

A19 Certifications and compliances ENERGY START

A20 FCC [Required]

A21 ISO 9241-307 [Required]

A.22 Power supply 100-240VAC

50/60 Hz

A23 VESA mount 100mmX100mm

B. Warranty /Certification

B.1 Support for parts and labor 3 years

B.2 Warranty from Manufacturer Required

B.3 TCO Certified Required

B.4 ROHS Required

B.5 EU DECLARATION OF CONFORMITY Required

B.6 EU WEEE DIRECTIVE 2012/19/EU Required

B.7 Brand seal Required

C. Authorization from the Manufacturer Required
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Appendix “4” to Thesis

Sample of tender’'s documents1 (Letter of Request of Quotation) In case of Negotiated Procedure or Simplify Procedure
for Products or Services that are widely marketed by recognized organizations with predetermined and announced
warranties and conditions.

BCYENS

/ CENTRE OF EXCELLENCE

CYENS - CENTRE OF EXCELLENCE LIMITED
Operations Department/Procurement

23 Mayor Lellos Demetriades

Square, Stoa Building

Nicosia, 1016, Cyprus

TnA: +357 22747575

Fax: +357 22747590

Email: procurement@cyens.org.cy

File No.: Date..............
Tel. No.; +357-
Fax No.: +357-

BY E-MAIL
Messrs ...(81euBuvan eTaIpEiag)..............

Dear Sirs,

Subject: SUPPIY Of .....ceeuiiiiiiieiiiiereiiiieeessrreenrrreenaes

| am directed to refer to the above mentioned subject and | kindly request you to send us a quotation for the supply of the

materials mentioned below, which will be used ............... , under the following conditions:
Item No. Part Number Description Unit of Measure Qty
:
1.1. The materials delivered to .............. (Buyer) must be manufactured brand new in accordance to the manufacturer's
specifications.
1.2. You (Seller) must warrant that the materials delivered shall be free from any defects and shall be in proper operating

condition for a sufficiently long period from their delivery to Cyprus.
1.3. Requested delivery terms are DAP, as per Incoterms 2010 at the following delivery address:

2. Payment, in case of order, will be effected within 30 days from the delivery of the goods and the submission to the Buyer of the
original of the commercial invoice.
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3. An order comes into force when a Firm Order is placed by the Buyer to the Seller by e-mail, within the period of validity of the
Seller's quotation.

4. You must specify in your quotation the delivery time for the spare part measured from the date of coming into force of the
order. Your quotation must be valid at least 4 months from the date of its submission to our Organization.

5. The File Number ........... must be mentioned in all correspondence related to the resent request for quotation.

Please also note that all correspondence with this Organization must be addressed to the ................... (E-Mail: ..ovveein ,
Fax no.).

6. Expecting your prompt, positive response, we thank you for your cooperation.

Yours sincerely

Copy t0: +vvvveeee
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Appendix “5” to Thesis

Appointment Letter of Tender’s Coordinator

CYENS - CENTRE OF EXCELLENCE
Procurement Department

23 Mayor Lellos Demetriades Square,
Stoa Building

Nicosia, 1016, Cyprus

TnA: +357 22747543

Fax: +357 22747590

Email: procurement@cyens.org.cy

Ap. ®ak.: CYENSPR........ooooiii,
Date
Name of Tender’s Coordinator / Title of Tender's Coordinator

Oéua: Alopiopdg YmeuBuvou ZuvrovioTh (Project Manager) yio TOV SIOYWVIOUO “...vveeeeivieeiireeeeeerieeeeaes " JE TNV aVOIKTA
Aiadikaoio (Kavoviouég 6).

Avagopikd Je 10 o Tavw BEpa Kal oupewva e TIG TTpovoles Twv Mepi Tng Alayeipiong Tng ExtéAeong Anuoaiwv
Zuppacewv kai Twv Aiadikaciwv AmokAeiopgol Twv Oikovopikwv Popéwv amd Ti¢ Aladikaaieg Zovayng Anuoaiwv Zuupacewv
Kavoviauwy tou 2016 (K.A.M. 138/2016), oag diopilw w¢ YTeUBuvo ZuvToviaTh yia oKoTroug TTapakoholBnang Kal Xeipiouol NG

Zuppaong CYENSPR......... TTOU AQPOPA TOV BIAYWVIOHO ..o, " ue Tnv Avoikr Aiadikaaia. (Kavovioudg 6).
2. H axeTikr e 1o Bépa aMnAoypagia Ba oag amooTaAel pe NAEKTPOVIKG TaxudpopEio.
3. Znuelwveral 8Tl pe v avaknyn Twv TTIo Tavw KaBnkOvTwy oag Kal 0To TTAQIOI0 EKTEAEONG aUTWY, evepyeiTe TTAéOV Kal

péxpl TNV oAokApwan Tou épyou oag, utd aut v 18i1dtnTa Kal €ioTe uTdAoyog pévo aTov MMpoioTtduevo TG AvabBétoucag
Apxns (CYENS Executive Committee).

4, Mpiv TNV avéAnwn Twv KaBNKOVIWY oag, TTPETTEI va UTTOYPAWETE TN ouvnupévn ARAwan euauveidntng Kal apepdANTITNG
eKTEAEONG KaBNKAVTWY Kal amokdAuywng Tuxov auyyévelag [Kavoviopog 17(1).Znueiwvovial emmpocbera Kal ol TPAvoIeg Tou
KavoviguouU 17(2).

5. YmevBupicetal n kaBiépwaon Tou EBvikou Kwdika AgovroAoyiag o otmoiog BETel apxég TTou Ba TTpETEl va TnPoUVTal Kal Vol
uloBeTouvTal amd Toug AEITOUPYoUS A TOUG KOTEXOVTEG dNUOCIO agiwua TTOU CUPKETEXOUV OTIG Oladikaaies alvayng dnuociwv
ouppacewy, (1oTooehida: www.treasury.gov.cy/ppd utro T BepaTiki katnyopia “Ekd6aeIg”).

6. Appddiog Acitoupyog yia 10 Béga 010 CYENS €ivai O K. ..vvvevvveeeenne. CTNA

CYENS / EXECUTIVE COMMITEE

MpoiaTdpevog Tng Avabérouaag ApxAg

Koiv.: -CYENS-EXECUTIVE COMMITTEE
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Appendix “6” to Thesis “

Appointment Letter of Evaluation Commitee

CYENS - CENTRE OF EXCELLENCE

Procurement Department

23 Mayor Lellos Demetriades Square, Stoa  Building
Nicosia, 1016, Cyprus

TnA: +357 22747543

Fax: +357 22747590

Email: a. xydas@cyens.org.cy

Ap. ®ak.: CYENSPR............

2. Details of the members of the evaluation committee

Oépa: Alopiopdg Emitpotrrig ASloAdynong (Evaluation Committee) yia Tov d1aywviouo “.................... " JE TNV OVOIKTA
Aiadikaoia

Avagopikd pe 10 o Tavw Béa kar gUuewva pe TIS TPdvoleg Twy Mepi Tou Zuvtoviopol Twv Aladikaciwy Zivayng
Anpogiwv Zuppacewv MpounBeiwv, Epywv kai Ynpeoiwv (Mevikwy) Kavoviopwy, K.A.M. 242/2012, oag diopilw wg EmTpoth
A§|0onnong, nou Ba pehethoel TIC TIPOOPOPEG O oTroieg avapéveralr va umofAnBolv ota TAaigla Tou diaywviouou

......................... " e apiBud gakéAMou CYENSPRO59 pe tnv AvoikTh Aladikaaia [Kavoviaudg 13].

2. O e diopiCeTal TapAMnAa wg ZuvrovioTAg, TG Emitpotrig AgloAdynong yia okomoug THPNong
MpakTikwy kai eToiyaaiag e ‘ExBeang AgioAdynong, o omoiog Ba Tpémel OTIWG:

Q. MapaAdBer T oxeTik aAnAoypaeia.

B. Evnuepwael ypamtwg Toug Mapatnpntég, 48 wpeg (2 nuépeg epYACIPES), yia va TTAPACTOUV €AV €MIBUPOUY OTN

ouokeyn TG EmTpotm¢ Kabwg Kal o€ 60€g auvedPIATEIG CUYKOAETEL.

3. MNa mv éykupn dieaywyn Twv ouvedpiwv g Emrpotmig AgloAdynong amaiteital n mapoudia GAwv Twv PEAWV TNG.
Emiong, oTig ouvedpieg Tng Emtpotmic AGloAdynang éxouv dikaiwpa va rapakdBovial wg apartnpentég o Mevikdg EAeykTAG TG
Anpokpariag kal o evikdg AoyloTig TG Anpokpariag, wg TpoioTapevog TG Appodiag Apxng Anpocgiwv ZupBdctwy, 1) o
EKTTPOOWTTOG EKAOTOU €€ auTwV (Kavoviopog 9).

4, EmmAéov oag evnuepwvw 6Tl «...o1 Emtpoméc AgloAdynong €xouv efoucia va KaAoUv OTIC Guvedpieg TOUG
OTTOIOUGONTTOTE KPivOUV GKOTTIMO YIO TNV TIapoXA cuuBouAwy 1| emegnyhocwy ae BEpara TG 1I01KETNTAG TOUG, 01 OTTOiEG KpivovTal
avaykaieg yia nv opr AMyn Twv amo@acewy Toug.» (Kavovioudg 6(4)).

S. H Emrpoth A§loAdynong va GuvEABEI UTTOXPEWTIKA, TO OPYOTEPO PEXPI TNV ETTOUEVN EPYATIUN NEEPA TS AMEEWS TNG
NUEPOUNVIaG UTTOBOARS TWV TTPOCPOPWV.

6. Ta MpakTiké@ Twv ouvedpiaoewy kai n ‘EkBean Aglohdynong, mpémel va utrofAnBolv éykaipa yia éykpion oto CYENS,
otnv Avalérouoa Apxn, (CYENS Executive Committee) gg nAekTpoviki pop@i, T0 apydTepo o pia (1) eBSoudda atrd Tnv
nuepounvia mapaAafig TwWv TPOTEOPWY, XWPIG KOIVOTTOiNaN O€ TPiTA LéPN.

7. ZNUEIVETal OTI Je TNV avaAnyn Twv TTI0 TTAvw KaBnkovIwv aag kal oTo TAQICI0 EKTEAEONG auTwy, evepyeiTe TTAEOV Kal
HEXPI TNV OAoKArpwaon Tou £€pyou aag, utré autA Ty 1I816TNTa Kal €iaTe utTOAoyol wovo aTov MNpoioTdpevo Tne Avabétouaag Apxn
(CYENS / EXECUTIVE COMMITTEE).
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8. Mpiv TNV avéAnyn Twv KaBNKOVIWY oag, TTPETTEI va UTTOYPAYETE TN ouvnuuévn ARAwan euauveidntng Kal auepdAnTITNG
ektéAeang KaBnkdviwv kai ammokaAuyng Tuxov auyyévelag Kal va Ty emaouvayete oty ExkBean AgioAdynong [Kavoviopog 7(1)].
EmimpdoBera onpeiwvovtal ol mpdvoieg Tou KavoviauoU 7(2) kai (3).

9. YmevBupidetai n kabiépwan Tou EBvikou Kwdika AcovroAoyiag o otoiog BETel apyég TTou Ba TTpETEl va TnpolvTal Kal val
uioBeTolvTal amé Toug Acitoupyols i Toug KatéxovTeg Onudolo agiwua TTou CUPPETEXOUY aTIC dladikaaieg olvayng dnuoaiwv
ouppacewy,(ilotooehida: www.treasury.gov.cy/ppd uté Tn Bepartikr karnyopia “Ek660EIS”).

10. Appddiog Acitoupyog yia 10 Béua 010 CYENS €ival O K. wovevvvvvveeeiiiiien, JTNA
CYENS / EXECUTIVE COMMITEE

Mpoiatdpevog Tng Avabérouaag ApxAg

Kolv.: CYENS-EXECUTIVE COMMITEE
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Appendix “7” to Thesis

Appointment Letter of Receiving and Acceptance Committee

CYENS - CENTRE OF EXCELLENCE
Procurement Department,

23 Mayor Lellos Demetriades Square,
Stoa Building

Nicosia, 1016, Cyprus

TnA: +357 22747543

Fax: +357 22747590

Email: procurement@cyens.org.cy

Ap. ®ak.: CYENSPR............ Date.........ccovveenee.
Date..............
1.
2. Details of the members of the evaluation committee
3.
Oépa: Alopiondg Emitpotrig MapalaBng (Receipt Committee) yia Tov SIOYWVIOHO “...oovvveceveeeeeeee e " JE TNV aVOIKTA
Aiadikagia
1. Avagopikd Je 10 o Tavw BEpa Kal oupewva e TIG TTpovoles Twv Mepi Tng Alaxeipiong Tng ExtéAeonc Anuoaiwv

Zuppacewv kar Twv Aiadikaciwy AtokAeiopol Twv Oikovopikwy Popéwv amd Aiadikacieg Zuvayng Anuooiwv Zupupacewv
Kavoviauwy Tou 2016 (K.A.M. 138/2016), oag diopidw we EmirpotrA Mapahafig oto mhaiolo ng 2uppaong CYENSPR...........
TIou agopad “Interior design................. of Agora building” ue Tv Avoikt Aladikacia (Kavoviopdg 25).

2. H mio mévw Emtpotm Mapalapig Ba mpémel va pofaivel, yia kaBe mapadoon dnuociwv Tpopnbeiwy, aTn dlevépyeia
eMyxwv amodoyng Twv TTpounBeiwy Tou Ba TapadoBolv kail va Tpoxwprael, avaloya e Ta Topicuata TG, oTnv TapaAapn f
amoppiyn TG OXETIKAG TpounBeiag (Kavoviopoi 27 kai 28). Emaonpuaiverar 6t, yia v ka8 mapadoon, n amoéeacn g
Emimpoti¢ Mapaharg kataypdgetal ot moToToINTIKG TapaAaBig i amdppiyng, 10 OT0i0 €kdIdETAl PE TN HOPQY TTOU
kaBopiletal amd v Apuodia ApxA. To o TTavw TTiaToToInTIKG TrapalaBig Tpémel va uttoPAnBei, EKTOS aTTO TO LUVTOVIOTH TNG
20ppaong, kai wpog Tnv AvaBérouca Apxn, (CYENS Executive Committee) apéowg peré Tnv ékdoon Tou.

3. Znueiwveral 611 ol amogdoeig g Emrpommc Mapahaprig Aaupavovtal katd mAsiopn@ia (Kavoviaudg 26).

4. O Keervroiiiiiieiiie , OlopiCetal TapaMnAa wg Zuvroviotig tng EmirpomAg MapahaBig, yia okotolg Ttipnong
IMPOKTIKWY KOI GUVTOVIOHOU TN ETTITPOTTAG.

S. H oxeTikn pe 10 Bépa aMnAoypagia Ba oag amoaTaAei e NAEKTPOVIKS prvupd.

6. ZNUEIVETal OTI Je TNV avaAnyn Twv TTI0 TTAVW KaBnkOvIwv aag kal 0To TTAQICI0 EKTEAEONG auTwy, evepyeiTe TTAEOV Kal
HEXPI TNV oAokApwan Tou €pyou oag, ummd auth Tnv_1I81I0TNTa Kail €iote uttdAhoyol wovo atnv Avabétouoa Apxn (CYENS /
EXCECUTIVE COMMITTEE).

7. Mpiv TV avaAnyn Twv KaBnkOvIwv oag TTPETTEl va UTIOYpAWeTe TN auvnupévn ARAwan euouveidnTng Kal apepoOANTITNG
EKTEAEONG KABNKOVTWY KaI ammokaAuyng Tuxév auyyévelag. [Kavoviopog 17(1)]. Znueiwvovtal emmmpdoBeta Kal o TPOVOIES TOU
Kavoviopou 17(2).
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8. YmevBupidetai n kabiépwan Tou EBviKou Kwdika AcovroAoyiag o omoiog BETel apyég Tou Ba TpETEl va TnpolvTal Kal val
uioBeToUvTal aTTd TOUG AEITOUPYOUS A TOUG KaTéXovTeG BnUOCI0 aiwua TToU CUPUETEXOUY OTIG dladikaaies auvayng dnuoaiwv
ouppacewy, (1oTooehida: www.treasury.gov.cy/ppd ut6 T BepaTiki Katnyopia «EkSGaEIC).

9. Appddiog Acitoupyog yia 10 Béua oto CYENS €ivai o K. ....cvveee..e. B 11

CYENS / EXECUTIVE COMMITEE

MpoioTapevog TG AvaBétouaag Apxig

Kolv.: - -CYENS-EXECUTIVE COMMITEE
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Appendix “8” to Thesis

Request the approval by the Executive Committee about the relevant tender documents, the appointment of the
committees and the tender procedure to be followed. (Sample)

Dear Members of Executive Committee ...........cc..vvnee.e.

After the Clarifications given, the ............... Department, requested us to proceed to a direct negotiated tender procedure with
................................................................................ (Company / Person name).

Please noted that, “according to the article 29(2),(b), of the law of public procurement, N.73(1)/2016, a direct negotiation process
with a supplier can be followed if the works, supplies or services can only be provided by only a specific supplier in any of the
following cases:

(i) The purpose of the contract is to create or acquire a unique project art or artistic event,
(i) There is no competition for technical reasons,
(iii) There are reasons for protecting exclusive rights, including intellectual property rights.

It is understood that the exceptions set out in subparagraphs (i) and (iii) apply only if there is no reasonable alternative or
substitute and the absence of competition is not the result of a technical restrictions of parameters of the contract.”

The estimated cost of the supply after a preprocurement research is €....................... Euro.

After the above and according to the explanations given by the ..................... Department , you are kindly requested to approve:
a. The direct negotiation process With .............ccoovvveiiiiieiiiiiiee (Company / Person) in accordance with
Article 29 (2), (b), (ii), of law N.73(1)/2016. There is no competition for technical reasons.
PSP RSS PP SRR PPPPRRPPPPN ).

b. The attached Tender's Documents. (Service agreement)

C. The attached Letters of appointment:

(1) Responsible for the contract (Project Manager) .
(2) Evaluation committee and
(3) Acceptance and Receiving Committee.

Best Regards
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Appendix 9 to Thesis

Sample Table of Evaluation Criteria for the Estimation of Factor “T”

Evaluation Criteria

Weighting factor (T)
(%)

CRITERIA GROUP A: Approach and Methodology

45%

Understanding the requirements of the contract scope

20%

Level of understanding of the project environment (30%)

Level of understanding of the targets and identifying critical parameters in achieving them (40%)

Level of identifying and hierarchy of risks as well as possible ways of dealing with them (30%)

Methodologies, support tools and quality assurance

20%

Clarity of the proposed methodology and tools for the completion of the Project (60%)

Documentation of the methodology and tools to be used (40%)

Breakdown of the contract scope into activities and deliverables

45%

Detailed description of the contract activities (60%)

Detailed description of the contract deliverables (40%)

Contract scope implementation schedule

15%

Feasibility and realism of the timetable in respect to the available resources

CRITERIA GROUP B: Project Team

55%

Organisational effectiveness of the Project Team

15%

Effectiveness of the proposed organizational structure (organizational chart, management and
communication system)

Clarity of the responsibilities and duties of the experts in relation to the activities of the contract

25%

Proficiency and clarity in defining the responsibilities and tasks of the proposed project team in relation
fo the contract requirements, the proposed organization chart and timetable (30%)

Cohesion of the proposed project team in relation to the cooperation (temporary or permanent) and the
extent of previous collaboration between the members of the Team and the effectiveness of their

coexistence in other contracts (30%)

Allocation of the necessary resources (person-time / other experts / supporting tools) for the execution

of all activities of the contract (40%)

Additional Qualifications and Professional Experience of the Project Team

60%

Qualifications (Specialization / Master / PhD)

Experience (additional or Special Professional Experience)

TOTAL

100%
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Appendix “10” to Thesis

Convening a meeting of the Evaluation Committee.(Sample)

KaAnoTépa oag.
1. MpokeIéEvou va yivel n agloAdynan Twv OIKOVOUIKWY QAKEAWY Twv TIPOCPOPWY TToU £xouv AneBei aTo TTAaiaio Tou
OI0YWVIOUOU BEYATOG, VIO TNV TTOPOXNA «vvvveeeerrvrreaanenes pe ap1Bud eakéMou. CYENSPR.......... ", ouykaAeital, n deuTepn

oUoKewn Tng EMTPOTIAG agloAdynang, v Tpitn 9 Maiou 2023 kai wpa 10:00 otnv aiBouca ouokéwewv Tou CYENS-CENTRE
OF EXCELLENCE 1 pe TnAedidiokeyn.

2. O1 ekrpoowol Tou evikoUu EAeykTA kail FevikoU AoyiaTr dUvavtal av mBupoly va TTOpacTOUV WE EKTTPOCWITOUG TOUG
07N guvedpia TG eMITPOTIAG AgIoAGYNONG, WG TTOPATNPENTEG.

3. MapakaAoUpe d1wg AneBolv dAa Ta Pétpa mpoaTaciag amd Tov Covid-19.

Best Regards
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Appendix “11” to Thesis

Information Letter to the candidate Contractor

CYENS - CENTRE OF EXCELLENCE
Procurement Department

23 Mayor Lellos Demetriades Square,
Stoa Building

Nicosia, 1016, Cyprus

TnA: +357 22747575

Fax: +357 22747590

Email: procurement@cyens.org.cy

File No.: CYENSPR.......... Date........cccoceee
Tel. No.: +357-22747575
Fax No.: +357-22747590

BY E-MAIL
Attention: ........cccoooviiiiiiniineen
Dear Madam,
Subject: Kick of procedures for the tender “_.............cccoovvrncnnene " with file No CYENSPR.........
We would like to thank you for your participation in the above open procedure and to inform you that the Executive Committee, of
the CYENS-CENTRE OF EXCELLENCE, has decided to award the contract to your company, “.......cccccevrieennniennniennnnn " for
the amount of .....evvevieiiieei e plus VAT, which was evaluated as the most economically advantageous offer based on
the price.
2. The signing of the relevant Agreement will be done as soon as possible from the day of sending of this letter and after
our new communication.
3. Please also, send by email as soon as possible, the following to :

a. The certificates contained in the relevant Table (Form “11”) of the Appendix to the Tender Documents, to

confirm that the participation requirements under items (a), to (c) of paragraph 6.2.1 to PART “A” have been met. Also, the Form
“2” of the Appendix to the Tender Documents must be completed and signed.

b. The certificates as mentioned in paragraphs 6.4.3 and 6.4.4 concerning the .....................

b. The Performance and Good Operation Guarantee for the amount ...................... Euro as described in
paragraph 10.5 of Part “A” and shown in FORM 12.

C. The name and contact details (telephone number, fax number, e-mail address) of the person who will be
appointed as responsible for the execution of the object of the contract from your company.

d. The Legalization documents of the person who will sign the agreement.
5. Upon receipt of the above documents we will send you by e-mail a copy of the relevant Agreement, which you must print

in two (2) copies and proceed to the following actions:

i. The person authorized to sign the Agreement on behalf of the company must enter his name and title and sign
the Agreement on the appropriate page and initial in all previous pages of the Agreement.

i Two witnesses will have to write their name and sign on the page where the authorized person of your company
signs.

ii. Place your company stamp where the authorized person signs.
iv. Return both (2) copies of the Agreement, accompanied by the original certificates and other documents
requested above, to procurement@cyens.org.cy.
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6. Upon receipt of the two (2) copies of the Agreement and all accompanying certificates / documents, an authorized person
by the "CYENS - CENTER OF EXCELLENCE" will sign both (2) copies of the Agreement and one of them will be returned to you
by mail .

7. The stamp duties of the Agreement to be signed according to the provisions of the contract shall be fully borne by the
Contractor, by deducting them from his first payment.

8 After signing this letter, please return it to procurement@cyens.org.cy.
9. Please do not hesitate to contact us for clarifications or assistance.

Best Regards

We accept the award of the contract concerning Tender no. CYENSPR............. in accordance with the above and we
agree that the stamping fees of the Agreement deduct from the amounts payable to us that will arise during the execution
of the contract.

Name
(eeeiieennnireerssinrersnsrerssisrensssennn ) Sign: Date:
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Appendix “12” to Thesis

Information Letter to the rest Tenderers of the decision taken.

CYENS - CENTRE OF EXCELLENCE
Procurement Department
23 Mayor Lellos Demetriades Square,
Stoa Building
Nicosia, 1016, Cyprus
TnA: +357 22747575
Fax: +357 22747590
Email: procurement@cyens.org.cy

File NO.: coovvirviiiiierrinieeene Date
Tel. No.: +357-22747575
Fax No.: +357-22747590

BY E-MAIL
Attention: .................
Dear Sir,
Subject: Tender procedure results for the tender “_...................... with file No CYENSPR......... "
1. We would like to thank you for your participation in the above open procedure and to inform you that the Executive
Committee, of the CYENS-CENTRE OF EXCELLENCE, has decided to award the contract to company, “.....ccceveieiiinrennen. ? for
the amount of €......covvivvieiiiiinnnnn, plus VAT, which was evaluated as the most economically advantageous offer based on the
price.
2. Your offer was unsuccessful during the evaluation since your price (€.........cccuvuvee plus VAT) was higher.
3. You are kindly requested acknowledge receipt of this letter.
4, Please do not hesitate to contact us for any clarification.

Yours sincerely
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Appendix 13 to Thesis

Placing a Firm order in case of Negotiated Procedure or Simplify Procedure for Products or Services that are widely
marketed by recognized organizations with predetermined and announced warranties and conditions

CYENS - CENTRE OF EXCELLENCE

Procurement Department

23 Mayor Lellos Demetriades Square Square,  Stoa Building
Nicosia, 1016, Cyprus

TnA: +357 22747575

Fax: +357 22747590

Email: procurement@cyens.org.cy

BY E-MAIL
Messrs ...... (SIEUOUVAN)....veeeeee e

Attention: ........coveeee

Dear Sirs,

| am directed to refer to the above-mentioned subject and | place a Firm Order for the supply of the materials which are
mentioned on the below table and which are quoted in your Quotation under reference, for the total amount of ............... Euro,
plus VAT, according to your above referenced Quotation.

Item No. Part Number Description Unit of Measure Qty
EA
2. You are kindly requested to acknowledge receipt of this Firm Order and to send to us the ordered materials the soonest

possible, informing us accordingly.
The shipping address for the above dispatch is:

CYENS - CENTRE OF EXCELLENCE

3. Payment, will be effected within 30 days from the delivery of the goods and the submission from your company of the
official warranty and the original of the commercial invoice.

2. Please also note that all correspondence with this Organization must be addressed to:

3. Your cooperation and early response will be greatly appreciated.
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Appendix 14 to Thesis

CERTIFICATE OF FINAL RECEIPT,

TEMPORARY ACCEPTANCE OR REJECTION OF SUPPLIES

(Kavoviapoi 26, 27 kai 28 K.A.MN. 138/2016)

COMPETITION / CONTRACT / ORDER DETAILS

Tender / Contract Number / CYENS
Framework Agreement:

Contract Title / Purchase Description:

Contract Value: €

Contractor / Supplier:

Assignment Process: Negotiation:

Tender: X

INVOICE DETAILS

Invoice Number:

Invoice Date:

Invoice Amount: €

DELIVERY DETAILS

Expected Delivery Date:

Actual Delivery Date:

CONTRACT COORDINATOR / OPERATION MANAGER DETAILS

Ovoparemwvuyo: Andronikos Xydas

TnAépwvo: +35722747543

HAexTpoviké Tayudpoyeio: procurement@cyens.org.cy

The Committee for the Receipt of the supplies of the contract/order in question during the session(s) of ---------- , acting in

accordance with the relevant provisions of the contract and after taking into account the results of the tests specified in the
contract, made the following decision regarding the supply:
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Decision

Final Acceptance: vV Temporary Acceptance: Rejection of Delivery:

JUSTIFICATION OF ACCEPTANCE COMMITTEE'S DECISION?

The committee, after checking the above received material/s with ltem no. 1-----, found that they agree with the conditions of the tender dated ------ and decided
on their final acceptance. Attached is the invoice number --------- and the final order letter number CYENS-----. Payment of the above invoice is proposed.

Members of the Receipt Committee

A/A Full Name Signature Date

1.

The committee handed over the received materials for safekeeping to:

FUllName: .......ccooooviiii
Signature:
Date:
DETAILS OF RECEIVED ITEMS / SERVICES
ITEM NAME SERIAL No. DESCRIPTION Uum QTy
NO.
1 EA 1
2 EA 1
3 EA 1
4 EA 1

In the event that a sampling report is prepared in accordance with Regulation 28(3), this should be attached.

In case of rejection of the commission, the reasons should be recorded.

In the event that the receipt is made following a decision of the competent Changes and Claims Committee, the fact must be mentioned and the relevant
decision must be attached.

In the case of public supply contracts whose value does not exceed €15,000, excluding VAT, it is not necessary for the receipt to be made by a three-member
Receiving Committee. It is acceptable for the Receipt to be made by an officer designated to receive supplies. In case the receipt is made by an employee and
the receipt concerns the receipt of supplies, on the basis of contracts concluded following a framework agreement, the person in charge of receipt cannot be the
person who placed the relevant order.
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Appendix “15” to the Thesis

Application Form Requesting Products or Services

Department / Group:

Project Manager:

Date:

Order No:

Detailed description of services / products to be provided (this will be part of
the agreement

Contact details of Provider of the Service Agreement

Project Name / Reference no. (If applicable):

Legal Entity or Natural Person:

Full Name:
Gender:

Area of Expertise:
ID No..

Address:

Email:_

Bank Details

. Estimated cost of the Services

. Possibility of extending the agreement

° Payment terms

Needed time period for the service agreement (duration)

Proposed Project Manager

Previous services from the same provider.

Date / Cost

Full Name:
ID No.

Address:

[=

[Lad

d

Signature of the Project Manager:

Signature of Inmediate Line Manager (if applicable):
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Date:

Appendix “16” to the Thesis

Receipt book of products and Services

Receipt
certificate no.

Descrription  /
part no.

Quantity

Date

registered

of

Registered By /

Sign

handed over to:

Name / Sign
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NOTES

1.Law 73(1)/2016 provides different thresholds depending on the nature of procurement, (namely
for public works contracts, services or supplies/goods and for social and other special services)
and the sector (public sector, other non-central contracting authorities, sectors of water, energy,
transport and postal services and military services. The current thresholds are as follows:

Sector

Supplies / Goods

Services

Works

Current  thresholds
for non- central public
sector (Public Law
Organizations)

€215.000

€215.000

€5.382.000
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