

Annex D


Due Diligence forms and documents required

 

As part of our commitment to our donors as well as to the delivery of quality services and projects, SNV conducts due diligence checks on prospective consultants, vendors, and partners. 

The aim of the due diligence checks is to ensure compatibility between the values of SNV and those of prospective consultants, vendors, and partners. It also ensures that we are responsible in the use of funds that we are entrusted with. 

To facilitate the due diligence checks, we require some information from your establishment. 

Please return the following Forms: 
A- Duly completed SNV Due Diligence Self-Declaration Form
B- Conflict of Interest declaration, if applicable 
C- Adverse Action form, if applicable, and 
D- Missing document declaration, if applicable.

Provide us with copies of the following supplementary documents as they pertain to your establishment: 
E- Copy of certificate of incorporation or extract from the Chamber of Commerce
F- VAT registration certificate
G- Extract of Ultimate Beneficial Owner (UBO) or equivalent declaration, if applicable
H- Copy of Trade licence / business permit
I- Audited financial statement, SNV reserves the right to request a performance guarantee before a contract is awarded
J- Annual reports, if available
K- Proof that statutory social contributions and taxes, etc. required by national laws have been paid
L- Organisational chart and bylaws/Article of association, if available. 

If you are not able to provide any of the requested documentation, please provide SNV with written justification using the form annexed. 

If your establishment has provided any of the above supplementary documentation to SNV in response to a previous procurement process and the documents are still valid and have not changed, you do not need to resubmit them to us. Please indicate which procurement process you provided the documents for.

The data received shall be validated by SNV through remote and/or physical checks and processed in accordance with SNV’s General Data Protection Regulation (GDPR) framework (which complies with the European Union’s GDPR 2018), the hardcopy and electronic data you provide will be kept secure and will only be processed by SNV for procurement and project execution purposes. 

The data will be kept for 10 years, after which they will be destroyed by SNV. By submitting your signed self-declaration and participating in the SNV process, you agree with this data use, storage, and processing of the data provided. 

If you have any questions, please contact globalprocurement@snv.org at SNV. 





[bookmark: _Toc277654916]SNV Due Diligence Self-Declaration Form

We, Insert name of Consultant (Firm), Vendor or Partner hereby declare to Stichting SNV Nederlandse Ontwikkelingsorganisatie (SNV) that: 
a. we are not debarred, sanctioned, or included in any ineligibility lists established by the EU, UN, UK, USGOV or the World Bank. 
b. neither us nor our principals, director(s)/partner(s)/proprietor(s)/ultimate beneficial owner have been the subject of legal proceedings for insolvency, bankruptcy, receivership nor have we had our activities suspended for related reasons. 
c. we are not bankrupt nor being wound up, having our affairs administered by the courts, have not entered an arrangement with creditors, have not suspended business activities, are not the subject of proceedings concerning the foregoing matters, and are not in any analogous situation arising from a similar procedure provided for in national or international legislation or regulations.
d. we are solvent and, can continue doing business for the period stipulated in the contract after contract signature, if awarded a contract by SNV.
e. neither us nor persons having powers of representation, decision making or control over us have not been convicted of an offence concerning our professional conduct by a final judgment.
f. neither us nor persons having powers of representation, decision making or control over us have been the subject of a final judgment or of a final administrative decision for fraud, corruption, involvement in a criminal organization, money laundering, terrorist-related offences, child labour, modern slavery, human trafficking, or any other illegal activity.
g. we are in compliance with all our obligations relating to the payment of social security contributions and the payment of taxes in accordance with the national legislation or regulations of the country in which we are established.
h. we are not subject to an administrative penalty for misrepresenting any information required as a condition of participation in a procurement procedure or failing to supply such information.
i. [bookmark: _Hlk87520343]we have no conflict of interest or we have declared to SNV any circumstances that could give rise to a conflict of interest or potential conflict of interest in relation to the current procurement process. If the latter, please complete Annex A - Conflict of Interest Form. 
j. no adverse action has been taken against us, including contract termination for poor performance or we have declared to SNV any adverse actions against us in the last five years. If the latter, please complete Annex B - Adverse Action Form.
k. we have not granted and will not grant, have not sought, and will not seek, have not attempted, and will not attempt to obtain, and have not accepted and will not accept any direct or indirect benefit (financial or otherwise) arising from this procurement process or the contract, if awarded a contract by SNV
l. we have zero tolerance for sexual exploitation, harassment and abuse and have appropriate procedures in place to prevent and respond to sexual exploitation, harassment and abuse, and
m. we shall notify SNV in case any of any changes to the declarations above.

We understand that a false statement or failure to disclose any relevant information which may impact upon SNV's decision to award a contract may result in our disqualification from the bidding exercise and/or the withdrawal of any offer of a contract with SNV.
	
	/...
Furthermore, in case a contract has already been awarded, SNV shall be entitled to terminate the contract with immediate effect, in addition to any other remedies which SNV may have by contract or by law.
Signed by and on behalf of: 

	Legal Name:
	[bookmark: Text1]     

	Trading name (if different from above)
	     

	Business registration number and country of registration
	     

	Physical location of business premises: 
	     


	Postal address (if different from above):
	     


	E-mail address:
	     

	Name and Title of duly authorized representative:
	
     


	Date:
	Wednesday, 31 July 2024

	

Signature:



	







[bookmark: _Toc89776154][bookmark: _Toc1316975344]Annex 1 - Conflict of Interest Form

We, Insert name of Consultant (Firm), Vendor or Partner hereby declare to Stichting SNV Nederlandse Ontwikkelingsorganisatie (SNV) that there is a potential or actual conflict of interest. 

The questions and answers below provide additional information on the nature of the conflict of interest:

	To the best of your knowledge, have you or any employee or staff member of your organisation or firm, ever been employed by SNV?
	[bookmark: Text3]Yes or No

	If yes, provide the name of the person in your organisation, and a description of the employment period, including job title, the duration of the employment period, the country of employment.
	[bookmark: Text4]Provide details

	Is any employee or staff member of your firm, company or organisation related (by blood, marriage or otherwise) to any employee of SNV?
	Yes or No

	If yes, please provide the name of your staff and the name of the SNV staff member they are related to. State the nature of the relationship. 
	Provide details

	Are there any other potential conflicts of interest between you/your firm, company, or organisation and SNV or any of our donors, partners, staff, offices, contracted consultants, or vendors?
	Yes or No

	If yes, please provide further information here.
	Provide details

	Any other relevant disclosures
	Provide details





_____________________________		_______________	__________________
Name and Title of duly 		Signature		Date
authorized representative








[bookmark: _Toc89776155][bookmark: _Toc1618278640]Annex 2 – Adverse Action Form

We, Insert name of Consultant (Firm), Vendor or Partner hereby declare to Stichting SNV Nederlandse Ontwikkelingsorganisatie (SNV) that adverse action has been taking against our establishment. 

The questions and answers below provide additional information on the nature of the adverse action:

	Provide details of adverse action(s)

	Any other relevant disclosures?
	Provide details





_____________________________		_______________	__________________
Name and Title of duly 		Signature		Date
authorized representative:


[bookmark: _Toc89776156][bookmark: _Toc375266582]Annex 3 – Missing Document Declaration

We, Insert name of Consultant (Firm), Vendor or Partner hereby declare to Stichting SNV Nederlandse Ontwikkelingsorganisatie (SNV) that we are unable to provide the following requested documents for the reasons provided below: 

	Name of document(s)
	Reason(s) why the documents were not provided

	
Name of document

	Provide details

	
Name of document

	Provide details

	
Name of document

	Provide details

	
Name of document

	Provide details

	
Name of document

	Provide details





_____________________________		_______________	__________________
Name and Title of duly 		Signature		Date
authorized representative:


