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PUBLIC PROCUREMENT OF HEALTH INSURANCE SERVICES FOR THE EMPLOYEES OF THE EMBASSY OF THE REPUBLIC OF LITHUANIA IN JAPAN AND THEIR FAMILY MEMBERS 
PURCHASE DOCUMENTS 

I. GENERAL PROVISIONS 
1.1. The Embassy of the Republic of Lithuania in Japan (hereinafter referred to as the Contracting authority) intends to purchase health insurance services for the employees of the Embassy of the Republic of Lithuania in Japan and their family members residing together.

1.2. The procurement shall be carried out in accordance with the Law on Public Procurement of the Republic of Lithuania (hereinafter referred to as the Law on Public Procurement) and the Rules on Simplified Public Procurement, executed by Diplomatic Representations, Consular Institutions in Foreign Countries and Representations of the Republic of Lithuania at International Organizations, as well as other Contracting Authorities, which purchase goods, services and works in foreign countries, intended for their divisions and special attachés in foreign countries (hereinafter referred to as the Rules), approved by the Decision of the Minister of Defence of the Republic of Lithuania and Minister of Foreign Affairs of the Republic of Lithuania of August 31, 2017, No. V-809/V-188. 
1.3. The main terms used herein are defined in the Law on Public Procurement and the Rules.
1.4. Procurement shall be carried out in conformity with the requirements on equality, non-discrimination, mutual acknowledgement, proportionality, transparency and confidentiality. 


1.5. The services purchased are exempt from VAT in accordance with Article 27 of the VAT Law.  


1.6. The Public Procurement Commission of the Republic of Lithuania in Japan is responsible for conducting this procurement. 

1.7. All the communication and exchange of information shall be carried out by electronic means. The contact email on behalf of the contracting authority is Linas.Charzevskis@urm.lt (member of the Public Procurement Commission of the Republic of Lithuania Japan). 
II. OBJECT OF PROCUREMENT 
2.1. The subject of this contract is health insurance services for employees of the Embassy of the Republic of Lithuania in Japan and their accompanying family members for the period from 1 January 2025 to 31 December 2025. 
2.2. The number of the persons insured is 21 (8 employees and 13 family members residing together). The Service provider shall be aware of the fact that the number of the insured may vary slightly (increase or decrease) across the period of the contract depending on the rotation of the staff of the contracting authority. The tenders must be prepared and submitted according to the preliminary number of the persons insured, taking preliminary number as the basis. During the execution of the contract the services are procured upon factual needs and situation, using the proposed quotes (premiums). Therefore, alteration of insured persons and their number shall not have any impact on the montly and annual premium applied for a single insured person. The detailed information about employees and their family members to be insured is provided in the Technical Specification, set first in Appendix 1 to the purchase documents. 


2.3. The object of procurement shall not be divided into parts; therefore offers are to be submitted for the total amount of the services indicated.

2.4. The providers are not allowed to submit alternative offers. If the Provider submits an alternative tender(s), its tender and the alternative tenders will be rejected.
III. QUALIFICATION REQUIREMENTS FOR PROVIDERS 
3.1. The requirements for the provider qualifications are set out in Annex 2 to the Conditions of Contract.
3.2. The provider 's qualification for the requirements of the Conditions of Contract must be obtained by the deadline for the submission of tenders specified in point 4.1 of the Conditions of Contract.
3.3. Before determining the successful tender, the Contracting Authority will check whether the provider submitting the most economically advantageous tender has submitted documents confirming its compliance with the qualification requirements.
3.4. If the provider is unable to provide the required documents because such documents are not issued in the Member State or country concerned, or because the documents issued in that country do not cover all the matters referred to in Annex 2, points 1, 2, they may be replaced.
3.4.1. the declaration of oath.
3.4.2. an official declaration by the provider, if the country does not use an affidavit. The official declaration must be certified by a competent legal or administrative authority, a notary public or a competent professional or trade organisation in the Member State or in the provider's country of origin or in the country in which the provider is registered.
IV. PREPARATION AND SUBMISSION OF TENDERS 
4.1. All tenders must be submitted by the deadline specified in the CPV IS system (in word, pdf format) and must be valid until at least 24:00 on 31 December 2024 Japan time. If the providers tender does not specify a period of validity, the tender shall be deemed to be valid for the period specified in the contract conditions. 

4.2. By submitting a tender, the provider agrees to the terms and conditions of this procurement and confirms that the information provided in its tender is correct and includes everything necessary for the proper performance of the procurement and the conclusion of the contract.        
4.3. The provider undertakes to the Contracting Authority that the provision of health insurance services will be carried out only by persons entitled to do so (Annex 2). 
4.4. The Contracting Authority shall require that the tender (Annex 3) be drawn up in the Lithuanian or English language and signed by the head of the undertaking or a person authorised to do so.
4.5. The provider shall bear all costs relating to the preparation and submission of the tender. The Contracting Authority will not bear these costs, irrespective of the conduct and outcome of the procurement.
4.6. The provider's tender shall contain.
4.6.1. documents attesting the provider's compliance with the qualification requirements Annex 2.
4.6.2. a completed tender form in accordance with Annex 3 to these Conditions of Contract. The fixed prices (fixed insurance premium) indicated in the tender shall be in euro. The calculation of the fixed price (fixed premium) shall take into account all the components of the price, the requirements of the technical specification and all other requirements of the contract. The price of the services must include all taxes, levies and other costs incurred by the provider in connection with the proper provision of health insurance.
4.7. The Contracting Authority shall not be liable for malfunctions of the CPV IS system or other unforeseen events resulting in non-receipt, late receipt or unavailability of tenders. The contracting authority undertakes to acknowledge receipt of a tender at the provider's request no later than the next working day following receipt. 
4.8. Before the expiry of the period of validity of tenders, the Contracting Authority shall have the right to request providers to extend the validity of tenders until a specified time. The provider may refuse such a request. 

4.9. The Contracting Authority has the right to extend the time limit for the submission of tenders. The contracting authority shall send notice of the new deadline for the submission of tenders to all providers participating in the invitation to tender.
4.10. Provider shall have the right to modify or withdraw his tender before the deadline for the submission of tenders. Such an amendment or notice of withdrawal shall be deemed valid if it is received by the Contracting Authority in writing in the CPV IS system before the deadline for the submission of tenders.

4.11. Provider may submit only one tender to the Contracting Authority, irrespective of whether it is a single provider or a partner in a group of providers (party to a joint operating agreement). Any natural or legal person submitting a tender as an individual provider or as a partner in a group of providers (party to a joint operating agreement) may not be a subcontractor in the next tender.

4.12. When submitting a tender and completing the forms set out in the Annexes to the Conditions of Purchase, provider may not change the form and content of the documents set out in those Annexes. Otherwise, providers tender shall be deemed not to comply with the requirements set out in the Purchase Documents and shall be rejected.

4.13. Providers must indicate in the tender what information contained in the tender is confidential (such information includes, in particular, business secrets and confidential aspects of the tender). The contracting authority, the public procurement commission (hereinafter referred to as 'the Commission'), its members or experts and other persons may not disclose information provided by the provider which provider has indicated as confidential. Information which the laws of the Republic of Lithuania oblige to be made public may not be declared confidential by the provider (the price of the services indicated in the tender, except for its components, shall not be regarded as confidential information). If the provider does not indicate confidential information, it shall be deemed not to exist in the provider's tender. At the request of the providers, the Contracting Authority must make them aware of the tenders of the other providers, except for the information which the providers have indicated as confidential.

V. CLARIFICATION AND REVISION OF CONTRACT DOCUMENTS
5.1. Provider may submit its requests for additional information related to the conditions of the contract only through the CPV IS system referred to in sub-clause 4.1 of these Conditions of Purchase, at the latest 3 (three) working days before the deadline for the submission of tenders referred to in sub-clause 4.1 of these Conditions of Purchase. 

5.2. If additional information relating to the contract documents is requested in a timely manner, the Contracting Authority must make it available to all Provideers in the CPV IS system at the latest 1 (one) working day before the deadline for the submission of tenders specified in sub-clause 4.1 of these Conditions of Contract. 

5.3. Before the expiry of the time limit for the submission of tenders, the Contracting Authority shall have the right to clarify or revise the Conditions of Purchase on its own initiative.

5.4 The Contracting Authority will not hold a meeting with providers for clarification of the procurement documents.

5.5 In the event of revisions to the Conditions of Purchase, the Contracting Authority may extend the time limit for the submission of tenders by a reasonable period of time within which the Provideers may take the revisions into account when preparing their tenders. If the Contracting Authority clarifies/revises the Conditions of Purchase and is unable to make the clarifications/revisions to the Conditions of Purchase available to all candidates at the latest 1 working day before the expiry of the deadline for the submission of tenders, it shall postpone the deadline for the submission of tenders to a time within which the Provideers could take account of the clarifications/revisions in preparing their tenders.

5.6 Any information, explanations, notifications or other correspondence between the Contracting Authority and provider shall be made only to the address specified in Clause 4.1.

VI. TENDER OPENING MEETING 
6.1. Tenders shall be reviewed in a meeting of the Public Procurement Commission (hereinafter referred to as the Commission) that will be held in the Embassy of the Republic of Lithuania in Japan 3-7-18 Moto-Azabu, Minato-ku, Tokyo Japan (the contracting authority will carry out the envelope opening procedure (meeting) by means of CVP IS no earlier than 45 minutes after the expiry of the deadline for the submission of the tender). 
6.2. Tenders shall be examined and evaluated confidentially, without the presence of representatives of the Providers who have submitted tenders.
6.3. The Commission will examine tenders in the following order:
6.3.1. valuate the information submitted, and decide on the conformity of each tenderer with the qualification requirements.

6.3.2. verify that all the documents constituting the tender have been submitted, that they contain the content of the tender, that the tender meets the formal requirements of the procurement procedure and that the tender is not a defective tender.

6.3.3. if it finds errors in the calculation of the price quoted in the tender, it will ask the Providers to correct the arithmetical errors noted in the tender within a time limit which it shall specify, without altering the price recorded at the time of the examination of tenders. When correcting arithmetical errors in the tender, the Provider may correct the components of the price, but may not waive components of the price or add new components to the price.

6.3.4. verify that no excessive prices unacceptable to the Contracting Authority have been offered.

6.3.5. verify that no abnormally low prices have been offered. If it is established that an abnormally low price has been offered, the Commission will write to the Provider who has offered such a price and ask it to provide such details of the tender as it considers necessary, including the components and calculations of the price, in order to substantiate the abnormally low price.

6.4. If the provider has provided inaccurate, incomplete or erroneous documents or particulars of compliance with the requirements of the Conditions of Contract, or if these documents or particulars are missing, the contracting authority must, without prejudice to the principles of equality and transparency, request the candidate or Provider to clarify, supplement or explain these documents or particulars within a reasonable period of time set by it. Only documents or particulars relating to compliance with the qualification requirements, the Provider's authorisation for a person to sign the tender, the joint operation agreement, the document certifying the validity of the tender, and documents not relating to the subject-matter of the contract, its technical characteristics, the conditions for performance of the contract or the price of the tender, may be revised, supplemented, clarified or supplemented or new documents or particulars may be supplied. Other documents or particulars of the Provider's tender may be revised, completed or interpreted in accordance with point 6.5.

6.5. The Commission may request the provider to revise, supplement or clarify its tender, but it may not request, propose or authorise any change in the substance of the tender, such as a change in the price or any other change which would render a non-responsive tender responsive to the requirements of the procurement invitation to tender.

6.6. Where a provider provides a copy of a required document in its tender, the contracting authority shall have the right to request the Provider to make the original of the document available to the jury within a time limit specified by the contracting authority.

6.7. For the purposes of this procurement, the most economically advantageous tender will be selected on the basis of the amount of the premium per person (for each category of insured persons) in euro and the benefit limits.
6.8. The Commission shall reject the tender if:
6.8.1. the provider does not meet the qualification requirements set out in Annex 2 to the Purchase Conditions.

6.8.2. the provider has not, within the time limit set by the Contracting Authority, corrected, completed or clarified the information referred to in paragraphs 6.4 and 6.6 of the Purchase Conditions.

6.8.3. the provider's tender did not comply with the requirements set out in the Conditions of this procurement.

6.8.4. an abnormally low price has been quoted and the Provider has failed to provide, at the request of the Contracting Authority, adequate evidence of the justification of the price.

6.8.5. all tenderers whose tenders have not been rejected on other grounds have offered prices which are excessive and unacceptable to the Contracting Authority.
6.8.6. the tenderer has supplied false information in the tender concerning compliance with the prescribed qualification requirements, which the Contracting Authority may prove by any lawful means.

VII. 
NEGOTIATIONS

7.1. The contracting authority may negotiate without substantially modifying the terms of the contract if all the tenders submitted are inadequate or do not fully comply with the requirements laid down in the contract documents, or if the prices offered by all the providers are too high. In such a case, all the providers having submitted tenders shall be invited to negotiate. 

7.2. Providers will be informed of the decision to negotiate within the CPV IS system.


7.3. The contracting authority shall send a notice to each provider individually, inviting the provider to submit a final tender in the CPV IS system no later than 5 (five) working days after the expiry of the deadline for the submission of tenders referred to in sub-clause 4.1 of these Conditions of Contract. If the provider fails to submit a final tender, his initial tender will be considered as the final tender.

7.4. In the absence of negotiations, the initial tender submitted by the provider shall be considered as the final tender.
VIII. 
RANKING OF TENDERS, DETERMINATION OF THE SUCCESSFUL TENDERER AND NOTIFICATION OF THE OUTCOME OF THE PROCUREMENT PROCEDURE
8.1 After examining, evaluating and comparing the tenders submitted, the Commission shall determine the order in which the tenders are to be ranked (except in cases where only one provider submits a tender). The ranking of the tenders shall be determined in descending order of economic viability. In cases where several providers have the same value for money, the provider whose tender is submitted earliest shall be placed first in the ranking of tenders.

8.2. The Contracting Authority shall, in accordance with the procedure and criteria for the evaluation of tenders set out in the Conditions of the procurement invitation, award the contract to the most economically advantageous tender, i.e. to the tender in first place in the order of the tender.

8.3 Information on the decision to determine the successful tender shall be communicated to all tenderers no later than 5 working days after the date of the decision to determine the successful tender. The contracting authority shall notify all tenderers in writing of the decision taken to award the contract, indicating the ranking of the tenders, the successful tender and the exact time limit for the delay. The contracting authority shall also state the reasons for the decision not to award the contract or the framework contract or to reopen the procurement.  

8.4 The successful provider shall be invited to conclude the contract in the CPV IS system. The provider must sign the contract within the time limit specified in the Contracting Authority's invitation to conclude the contract.

IX. MAIN TERMS OF THE CONTRACT
9.1 The Contract to be concluded shall comply with the requirements set out in the Purchase Conditions and their Annexes of the Contracting Authority and the tender submitted by the successful Provider. 

9.2 The Contracting Authority may decide not to award the contract to the Provider submitting the most economically advantageous tender if it appears that its tender does not comply with the environmental, social and labour law obligations referred to in Article 17(2)(2) of the Law on public procurement.

9.3. If the provider who has been offered the contract refuses in writing to conclude the contract, or does not sign the contract by the time specified by the Contracting Authority, or refuses to conclude the contract in accordance with the conditions laid down in the Public Procurement Law and the contract documents, it shall be deemed to have refused to conclude the contract. In that case, the Contracting Authority shall offer the contract to the provider whose tender, according to the established order of the tenders, is the first after that of the provider who has refused to conclude the contract, provided that the conditions set out in Article 45(1) of the Law on Public Procurement are met.

9.4. The method of calculation of the price set out in the contract shall be a fixed fee.

9.5 The premium rates for covered employees and their accompanying family members shall be in accordance with the premium rates specified in the provider's proposal for each category of covered persons. If the insurance does not start on the first day of the month, the premium for the month in question shall be calculated as follows: the monthly premium set by the insurer divided by the number of days in the month in question and multiplied by the number of days for which the worker is insured.

9.6 For employees who are no longer insured (at the end of their period of employment) and their families living with them (who have left with the employee or are no longer living together), the unused premium or the relevant part thereof shall be refunded to the bank account specified by the Contracting Authority or credited to the next employee.

9.7. pay the Insured Person's health insurance costs no later than within 10 (ten) working days from the date of receipt of the Insured Person's costs in the event of the occurrence of the insured events provided for in Annex 1 to the Conditions of Purchase, within the limits set out in the said Schedule. The insurance benefits shall be paid in the currency of the European Union, the euro. If the Insured Person presents documents supporting the costs of treatment in another currency, the insurance benefit shall be paid in euro at the official exchange rate of the European Central Bank on the date of payment. The insurance benefit may be paid directly to the Insured or to the Service Provider.
9.8. not to disclose to third parties any information obtained in the performance of insurance services about the Policyholder or the Insured Person, except in the cases prescribed by law.

9.9. to appoint a competent, Lithuanian-speaking employee(s) to be responsible for advising the Policyholder and the Insured on the performance of insurance services.

9.10. to communicate directly with the Healthcare Providers and other institutions that will provide the intended health insurance services.

9.11. The information provided in the electronic space or in other information documents and forms shall not contradict the requirements set out in the Terms and Conditions of the Purchase Inquiry and the Annexes thereto and shall not be binding on the Policyholder and the Insured.

9.12. allow the Insured Person to independently choose the Healthcare Provider and other institutions that will provide the services provided for in the Terms and Conditions of the Purchase Inquiry and its Annexes.

9.13.
To invoice the Contracting Authority for health insurance services twice a year (once every six months), within 10 working days from the date of receipt of the Contracting Authority's request, to cover the employees and their accompanying family members.

9.14.
The Contracting Authority undertakes to pay the insurance premiums: within 14 working days from the date of receipt of the invoice (or any other document stating the amount of the insurance premium for all insured employees and their accompanying family members) to the account specified by the Insurer.

9.15.
Upon conclusion of the contract, but no later than the start of performance of the contract, the Provider undertakes to inform the Contracting Authority of the names, contact details and representatives of any subcontractors known at the time. The contracting authority shall also require the provider to inform it of any changes to the above information throughout the performance of the contract, as well as of any new subcontractors it intends to use subsequently.

9.16.
The contract may be amended during its term without a new procurement procedure in accordance with Article 89 of the Public Procurement Law.

X. FINAL PROVISIONS
10.1. Disputes between the contracting authority and providers shall be dealt with in accordance with the procedure laid down in Chapter VII of the Public Procurement Law.


10.2. Procurement procedures not described in these procurement documents shall be carried out in accordance with the provisions of the Public Procurement Law and its implementing legal acts.

10.3 The representative of the Contracting Authority authorised to maintain direct contact with providers and to receive from them (not intermediaries) communications related to the procurement procedures is Linas Charževskis, Administrator of the Embassy of the Republic of Lithuania in Japan, e-mail: linas.charzevskis@urm.lt, tel. + 81 3 3408 5091.

10.4 The following annexes are attached to the Conditions of the Procurement Invitation to Tender and form an integral part of the Conditions of the Procurement Invitation:

10.4.1. Annex 1 to the Invitation to Tender: Technical Specification, 4 pages;

10.4.2. Annex 2 to the Invitation to Tender: Provider's qualification requirements, 1 sheet;

10.4.3. Annex 3 to the Conditions of Invitation to Tender: Proposal Form, 4 sheets.
10.4.3. Annex 4 to the Conditions of Invitation to Tender: List of performed contracts, 1 sheets.
c

