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1 OBJECT

ThisUser Guidés a practical manual aimed at leading economic operators to:

- Register
- Manage the pregualification operations

- Participate inenders.

on the eprocurement platform TuttoGare RAereinafter referred to as Platform or System), which

hosts the public procurement process.

The use of @rocurement platforms, pursuant to articles 22 and 2boEgs.36/202%nsures the

full digitization of the entire lifeycle of publicontracts

2 SUBJECTS

The Subjects using the Platform ¢donductingheir tenders operate through a back office equippecf'_
with the necessary powers toake their Administrations accountable of the axeductedon the

Platform.

The provider of the platforns the System Manager, appointed by the contracting authorities for
managing the IT applications necessary to the functioning of the Platform. The System Manager
verifiesthe mainoperating parameters of the Platform, reports any technical faults, is responsible
for the computer, logical and physical security and is the Security Manager and System Administrator
within the meaning of the related legislation. The System Manager igeajsansible for taking all

the measures laidown by D. Lgs.36/2023 and by Regulation (EU) 20164§@@dingoersonal data

processing.
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3 USBOFTHESYSTEMEQUIPMENT

In order to use thé&latform,youmust have the necessary technical equipment, in particular:

A

A

A stable Internetonnection

An updatedweb browser. Google Chrome e Mozilla Firedfog recommendedHigh

performance is not guaranteed émernet Explorer
An ordinary and a certifiedmailaddress

Note:if you are nottaliananddo nothave a certified-enail addresgou carenter an ordinary

e-mail address while registering. In all other respects, please refer to contracting authorities

SPID (Sistema Pubblico di Identita Digitalis)not mandatory, except for the caggsvided
for by the law. In these respects, please refer to the law and to contractihgrities
A qualified electronic signature certificate complying with the provisions laid down in

RegulatiorEU2014910 ¢ eIDAS. CAdES (.p7and PAJES (.pdfdprmats are accepted

5
Note:the use of a qualified electronic signature may not be mandatory in a single tender. in—

theserespectsplease refer to the contracting authoriti#he System indicates whether the
gualified electronic signature is mandatory for each required document.

Note:As regards desigrontests please refer tparagrgph 15.

Technical remarks on the use of dipplicaions:

Technical Envelope p 1. Please use opesource software such as

Technical offer Upload

I R ZIP e 7ZIPto compresdiles

Documentation

I +

2. Pleasepay attention tofile names:you

) cannot use angllipses and special characters
pload

Certification

EA

Upload
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4 REGISTRATIORTHEECONOMIOPERATORS

Youmust click orRegisteron the home page and fill in the form. The mandatory fields have an

asterisk
1 Institutional website 20/12/2024 @ 1222 M English = Q, search @ Access [ Register
—
% Studio Amica
A  Tenderprocedures ¥  Lists and supplier qualifications ¥ Innovation ¥ Other initiatives and information ~
Access the reserved area with: 38t Registers of suppliers 236
P Credentials
Credentials or registration can be used as an alternative to SPID, CIE .. . & Professional registers ﬂ
P Log in with credentials
|3 (s = Electronic market III

Note: The product categories are set up following the single classification system for public

procurement, o€P\{Common Procurement VocabulannderRegulatiorECN0213/2008.

Note:If you arenot Italianand youdo nothave a certified-enail addressyoucan enter an ordinary

e-mail address in the PEC figtdall other respects, please refer to contracting aufiearit

Once the all the mandatory fields are filled in and the datsaved, a confirmation link sentto
your e-mail addres. After clicking on the linkpucan log irfor the first timeusingyou credentials
within the following 48 hours. tifiis deadline expires arydu havenot logged inyou willneed a new

confirmation link to access the platform.

The registration for the platform neither implies nor is equivalent tadhéstration on official lists

of approved economic operators or any other gralification processes. Please refer to the

following paragraphs for information on those operations.

The registration for, access on and use of the Platform impRallrecceptance of all the terms and

conditions referred to in this User Guide as well as all the documents governing procurement, and
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more generally, everything which will be broughtytar attention through the issue of notices on

the System and/or personal communications sentdr certified or non-certified email address.

Note: The registration for one contracting authority will be valid for all the other contracting
authorities which use the Platform for managing their tend¥mican use the credentialgou
already ownriordertologid 2 (G KS OK2aSy O2y (N OGAy3 I dzi K2 NA

The password must be at le&sghtcharacters long and must contain at least:
1 An uppercase letter
1 A lowercase letter
T A number
1 A special charactée.g. 1?-*).

If youdo notuse youraccountfor more than six monthst will beautomatically deactivated.oucan

reactivae your profileby clicking othe Unlockbutton which appears wheyoulog in. After clicking

7
on the button, a linkis sentto the email addresyou entered during the registration. After clicking
on the link, yowcan unlock youprofile within the following 48 hours. If this deadline expires and you

have not logged irnjou will needa new linko unlock youprofile.

Youcan try logging in for five timesafter five unsuccessful attempts, your profile will be blocked.
You can reactivate your profile by clicking ondnéockbutton which appears when you log in. After
clicking on the button, a link is sent to thenail address you entered during the registration. After
clicking on the link, you can unlock your profile within the following 48 hours. If this deadline expires

and you have not logged in, you will need a new link to unlock your profile.
For safety reasons, the System requires you to change your password every three months.

Where it is provided for by the contracting authorigu can also log in usingpur SPIOSistema

Pubblico di Identita Digitalé)his tool is not mandatory, except for the cases provided for by the law.

In these respects, please refer to the law and to contracting authorities.
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5 PROFILEOMPLETION

After registering and logging igpu can completeyour profile by enteringyour company or
professional informatianin order to do thatyou can click oryour name or company name the

left column and fill in the forms.

TENDERER 3 p
Economic Operator Menu
m @ CPV categories A @ Company Data ] (] SOA and Turnover certifications

@ Technical services

A Your profile is not complete

[ Guides and Teu. s tandards
General data

<4 Requests and additions

Denomination ** (Required per company) PEC address *

Youcanchoose tosaveonly some of the datand fill inthe forms at multiple steps.

ATTENON:You may be required to complete your profile before starting ajpedification process,

SO you are strongly advised to complete it once you have registered

The data entered can be updated at any time. The newvdédtaeseen by the contracting authority,

so they daot have to be communicated to it.

By way of example, if you change your certifienadl address yodo nothave to communicate it to

the contracting authority, but you only need to update it in your profile on the Platform.

Note:Ly 2NRSNJ G2 O2YYdzyAOIFGS 6AGK GKS O2ydNF QlGAy
on your profile and your certified-raail address as yowtomicilio digitaled ¢ RA IA G f R2°
pursuant toD. Lgs 36/2023

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly

ViaVittoria Colonna, 2920149 Milano (M}, Italy



STUDIO AMICA

6 USBOFCREDENTIAANDASSUMPTIOBFRESPONSIBILITY

The credentials for logging into the Sys{@iserIDandpasswordparepersonalYoumustkeep them
with the utmost care, not disclose or transfer them to third Parties and use them under their exclusive
responsibilityjn accordance with the principles of fairness and good faithput prejudice to the

System, the Users and third Parties.

To this end, you must adopt all the technical and organizational measures to guarantee the correct
use of the credentials and undertake to communicate their theft, loss abuse or misuse to the System

Manager immediately.

Please note that where third Parties know your credentials, they can access the Systendantl

operations and legally binding acts which are directly attributable to you.

Thecontracting authorities and the System Manager exempfrom anyresponsibilityand you will

assume all responsibility for: 9

1 Claims for compensaticend direct or indirectdamages to the contracting authorities, the
System Manager or third Parties as a consequence of any abuse, midas@nwntaluse

of yourcredentials.
1 Damages to yoas a consequence of any misuse of your credentials.

Youmustreimburse the contracting authority and the System Man&gesiny damages they should
suffer as a consequence of such events. In partigidarmust bear the costs of legal proceedings in

case of legal actions involving the contracting authorities or the System Manager.

Please note that the abusmisuse,or detrimental use of youAccountwill lead to the immediate

withdrawal of your registration.
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In any case of suspected disclosure or communication of your credentials to other Parties as well as
in any case asuspected loss of confidentiality of your Account, you must immediately change your
password as indicated on the Platfgqmnovided that in any case all the acts carried out by using your

credentials will be considered as legally bindingdarettly attributable to you

In any case of suspected disclostieft, or loss of your Accouryou must communicate that to the
System Manager immediately through the Help Desk service indicated on the Platform, which will
conductthe appropriate verifications in order to identify you and suspend your Accooumtmust

send the System Manager a copy of the police report you have filed within the following 48 hours.

The contracting authority and the System Manageervethe right to modify your Account at any

time, and in thigvent,they will communicate your new credentials to you.

The use of your Account credentials will unquestionably attribute t@alydle expressions of will,

and more generally all the actions, acts and facts implemented through the System, including the
operations carried out within tender procedures, which are intended to have been carried out atltcr)le
time and date resulting fronine System logs, pursuantgoint (uter) of the first paragraph of Article —

1 of D. Lgs 82/2005 (Digital Administration Code).

The use of your Account does not exempt you from using a Digital Signature. Acts and documents for
which a Digital Signature is required cannot be considered as valid and effective if they are not signed

as requested.

You must comply with the legislativeegulatory, and contractual rules with regard to the
conservation and use of your Digital Signature, and specifically with Article 28 of D.P.R. 445/2000 and
Article 24 of DLgs. 82/2005 and any other regulations given by the Certification Body which has
issued the Signature. The contracting authority and the System Manager are expressly exempt from
any responsibility for detrimental consequences of any naturga@mdirect and indirect damages
caused to you or to thir Parties by reason of or in consequence of the use of your Digital Signature.

For further details on the use of your Digital Signature please rgiaragraplB of this User Guide.
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7 PREQUALIFICATIONROCESSPPLICATIGBUBMISSION®R
REGISTER&SUPPLIERSIDPROFESSIONAIISEECTRONIC
MARKETPLAGHEDD.P.S (DYNAMIPURCHASINSY STEM

If you want to submit your application you must register on the System first (and if the contracting

authority has made that mandatory, complete your profile as indicatparagraplb).

The System will propose you the following choice:

Log in or register to interact with the platform

Click on theRegisters and qualifications of supplieaston on the homepageand choose one of

the options on the droglown menu

>

Register of suppliers

>\

Register of professionals
11

>\

D.PS,

>

Electronic marketplace

1 Institutional website 27/03/2025 @ 16:16 M English ~ Q search O Access [ Register

Studio Amica

A Tenderprocedures ~ | Lists and supplier qualifications ¥ | Innovation ¥  Other initiatives and information ~

‘m+  Register of suppliers

Access the resery .w.

‘a Registers of suppliers
il  Register of professionals
P Credentials

Credentials o registration cank  gm ‘at Professional registersm

Electronic market i i i
SPID, CIE F Log in with credentials

' Register .
D.AS. (& Reg &  Electronic market (1]
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You can submit your application for every register for which you meet the requirements. Enter the
register andnspectthe downloadable documentation in the register pawodearn if you meet the

requirements for a given register

M Home | Registers of suppliers

LU Registers of suppliers

Beneficiary body

= Messages
B User Guide A
<A Requests and integrations Complete supplier list
@ ESPD
Show 10 entries Search:
& Committee registers
&4 Evaluator panel Dy Object Published Beneficiary
& Qualifications ® - Published 751 Register test 27/03/2025 Studio Amica
L. Competition management ®  Published 750  Listof suppliers test 21/03/2025  Studio Amica ﬂ
(2]

Click on theletails (the magnifying glass sym %" ) to view the relevant information.
12

Youmust log in tasubmit your application anfdl in yourEuropean Single Procurement Docungiént

requested).

Note: for further information on filling in the ESPD please refearagraphl? of this User Guide.

A Home | Registers of suppliers | Detail

© TENDERER 1 a List #751

& Messages R

egister test
e ——

i User Guide

< Requests and integrations

@ ESPD Information ¥ Information
& Committee registers Description ¥ Product categories
&d Evaluator panel Test Test
& Qualifications
L ® Published Type Project manager
L» Competition management 27/03/2025 Register of suppliers

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly
ViaVittoria Colonna, 2920149 Milano (M}, Italy



STUDIO AMICA

After clicking orParticipate you may find:

U Requestedjuestionnairesyou can fill in the possible forms and upload the possible
documents

2dz gAff 06S Yy2G4AFASR 2F yeé a@FtARFGAZY

fields. On the Panel page you can enter the form again and complete it.

U Requested documentsyou can upload the documentation requested by the

contracting authority in order to submit your application for the register.

A Home | Registers of suppliers / Detail / Panel

© TENDERER 1

= Messages

[ User Guide

<A Requests and integrations

[ ESPD

B Committee registers

69 Evaluator panel

& Qualifications ®

E.. Competition management

List #751 - Register test

E',‘

Questionnaires required

Questionnaire test Upload

I Not compiled ;

Requested documents

I ‘;

Expression of interest Upload

13

Once you haveompleted the possible compilation and the upload of the requested documents, click

on theSubmitbutton and your application will be submitted.

You will see thédpplication not yet submittedlert until you complete the procedure.

A Home | Registers of suppliers / Detail / Panel

© TENDERER1 List #751 - Register test

Messages

[ User Guide

A

<A Requests and integrations

[# ESPD
& Committee registers

Instance not sent
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If you need to upload multiple files to a single slot, follow these steps
1 Sign the single files (if reques}ed
1 Create a compressdile,
1 Sign the compressed file (if requested
T Upload the compressed file to tiséot.

A status bar will show you the upload progress. After uploading the file, click dpldaelbutton.
The System

T Checks the filategrity.
1 Checks the formal validity of the diggagnature iit ismandatory.
1 Saves the file.

You can also simphave the file(s) and submit your application at a later time.

The Systerwill verify that all the mandatory documents are present and seodnfirmationof your 14

submissiorio your email addresas well as thMessagesection in the Platform menu.

* Questionnaire test
o Hash imprint SHA256: fcbcf165908dd18a9e49f7ff27810176db8e9f63b4352213741664245224f8aa
* Expression of interest
o [ attachment-0-4.pdf
o Hash imprint SHA256: 439b8e64c8elad8bd803b221775d94bf751daa57bcd91a31495f7cb184badc53

v

The application was successfully received

A certified e-mail has been sent to confirm the operation

The System shows you the Hash code for every document you have uploaded to the Platform.
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Therefore, the operation is successfully completed whencauseethe confirmation of your

submission in the aforementioned sections.

If youdo notseeanyconfirmation of your submission, please verify if your session has expired and,

if so,conductthe operations again.

Note: TheSystenmautomaticallysuspends the sessierpirytime while uploading the documents.

The submission of your application is your acceptance of the conditions laid downUseth&uide

and the documents attached by the contracting authority.

15

After submitting youmpplication and within its time limiy®u canclick on theModify button to:
A downloadthe documents you have submitted,

A replace the documents you have submitted.

A

D X, Replace Document

attachment-0-4.pdf &, Download document

" Document uploaded
Hash imprint - SHA256: 439b8e64c8e1ad8bd803b221775d94bf751daa5Tbed91a31495fTcb184badc53 W Delete document

[) Expression of interest

Test
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You can click on tHéancel participatiohutton to withdraw your application. Again, the System will

send you a confirmation of your withdrawal. Your submission will be therefore cancelled.

Requested documents
 Presented | A Mandatory | rg
Expression of interest Madify

Request sent

Participation withdrawal

16

The outcome of the evaluation will be communicated to you througiMiessagesection as well
as your emaiinbox If your application is rejected, the message will indicate the reasons for the

rejection. You can submit another application within the time limits of the application.

If your application has been granteduywill receivesome reminders for confirming or updating

your data and documents starting from a month before your application expires.

It is your responsibility tperiodicallycheck that the information you have declared are still valid and

update them ifhecessary.
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Click on theRequest clarificatiobutton in the lower part of the Panel page if you need to ask any

guestions to the contracting authority. You can also attach documents to your request.

Clarifications

|  Request clarification |

Note: Theontracting authority may or may not activale Clarificatiorsection at its own discretion.

If it chooses not to, you will not be shown the button. 17

When the contracting authority rapsto your request for clarification, a messag#l be sent to
yourMessagesection as well as your emailnbox The contracting authority may also publish your

request and the related reply in the puldiea ifit isconsideedto be of public interest.

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly

ViaVittoria Colonna, 2920149 Milano (M}, Italy



STUDIO AMICA

The contracting authority can request any supplementary information to you throudteteests
and supplementsection of the menu. If so, you will see a numerical alert in that section. An email

will be sent to your address as well as the alert on the Platform.

Click on thdRequests and supplemerdsction to reply and send the requested documents.

@ 4  Tender procedures ¥  Lists and supplier qualifications ¥  Innovation ¥  Other initiatives and information ~

CULE SIS Requests and integrations

= Messages LYVl Archive

W User. v e

Show 10 entries Search: 18
Object Request date Deadline #
Active Request - Register test 27/03/2025 17:30 06/04/2025 14:00
Administrative integration
&d Evaluator panel
Showing 1 to 1 of 1 entries Previous Next
& Qualifications ¢

Click on the details (the magnifying glass sy ™)) to view the request and click @hoose fileo

upload the document(s).

Note if you have beenequested for multiple files, you can upload a compressed file.
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You caralso include aadditionaltext note to provide any further explanations.

4 send —

[ attachment-a.pdf
Extensions accepted
xml .gif .jpeg.jpg .png .mp4 .mp3 .wav .wmv .txt .csv .CSV .docx .doc .xIsx .xls .pptx .ppt.pdf.rtf .odt .ods .zip .rar json .7z .pTm

Additional notes

Answer

 send

The System will sengbu a confirmation of your supplement to your emaibox as well as the
19
Messagesection in the Platform menu.

Anymessages and notices are published inNb&icessection in the lower part of the Panel page.

Notices

NOTICE TEST
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8 EXPRESSIODBNTERESBEFORE2/31/2023

Click onrender procedures the home page to view the list of the expressions of interest published

before 31.12.2023.

Studio Amica

A Tenderprocedures ¥  Lists and supplier qualifications ¥  Innovation ¥  Other initiatives and information ~

® Market surveys before 12/31/2023

A with: ‘&% Registers of suppliers
L. Ideas competitions

ternative to ;& Professional registers (4]

& Notices and active competitions

A Log in with credentials

> .
Register
- =

Electronic market

20

Click onTender procedures Active Notices and Tendersthe home page to view the expressions
of interest published afted1.01.2024

Studio Amica

A Tenderprocedures ¥  Lists and supplier qualifications ¥ Innovation ¥  Other initiatives and information

® Market surveys before 12/31/2023

A with: & Registers of suppliers
L. Ideascompetitions

N

P Log in with credentials

Iternative to ‘@ Professional registers (44 ]

& Notices and active competitions

’ Register
[# Regi -

Electronic market 1]

You must beegistered and logged in to participate in expressions of interest.
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9 STAGHSOLLOWINBREQUALIFICATION

The qualified economic operators in the phases referred to ipr@ousparagraphs are enabled
to participate in the following phases as referred to in the following paragraphs, if they are invited to
participate by the contracting authority in accordance with the sectorial legislation and what has

been laid dowrby the contracting authority itself.

It should be noted thatontracting authorities caresort to drawing of lots among the qualified
economic operators in case wmivitationto-tender proceduregnegotiated procedurerequest of
offer, direct award, etg,. applying a rotation system where necessary, in accordance with the

sectorial legislation and what has been laid down by the contracting authority itself.

In any event, economic operators will be selected among those active and positively evaluated by the

contracting authority. 21

It should be specified that the completion of your company or professional profile and the
gualifications to registers may be decisive in order to receive an invitation. Conversely, the
contracting authority can directly select economic operators notegstered on the Platform at its

own discretion, regardless of registers or expressions of interest or any other types- of pre

gualification on the Platform.

If you are invited to a tender, you will receive a notification irMessagesection as well as in your

email inbox.

If you are not registeredn the Platfornyet, you will only receive a notification in your email inbox.
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10 PARTICIPATICIRNOPENMARKET ONSULTATIONS

You can see the list of active OMCs on your homepage or by clickingpavation> (1) and then on

«Open MarketConsultations ).

= Unmet needs collection campaigns

A Tenderprocedures ¥  Lists and supplier qualifications ~ | Innovation ~

N N N L4
Oth ? Innouative solutions collection campaings

¥l Open Market Consultations

A —
OPEN MARKET CONSULTATIONS \’O Qseethemal
% Messages ®

B Guides and Technical Standards 1 Q

" ‘4 OPEN MARKET CONSULTATION TEST Open )
<4 Requests and additions participation See details
[# ESPD
& Qualifications List of active Open Market Consultations on the Home Page

After logging in and clicking on an Open Market Consultation, you can view the Detail page of the

consultation with all the information on the consultation, including the scheduled events and 2Be

companies that have authorized the publication of their data. You can also move along the Detail

page through the dedicated «Quick Men): (

& Home / Open Market Consultation [ Detail

{in corso |
Consultation #2

Open Market Consultation test

; ] Quick Menu
Consultation description OMC Information Section o————
¥ Consultation description
21/02/2025 - ¥ Product categories
Product categories
90 - Sewage, refuse, cleaning and environmental services %
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Within the Detail page, you can also view information about all the companies that are available to
YIEOGOKYF{AYIkYSUg2NIAYy3 FTOUGAGAGASAD Ly LI NIAOOC
interest, contact person, and contact information. Note: walnot view all the companies that are

participating in the OMC, but only the ones that have authorized the publication of their data.

Within the Detail page, you can also ask questions to the Contracting Authority and view the
guestions that have been publicly answered. To ask a question, you can chiwoquestion (1),

then enter your question into the appropriate field and click 8end question ). The Contracting
Authority can either respond to your request in the Public Area or to you privately. In the latter case,

you will view the response in thiMessages section within the Economic Operator MeB8 (

A Home / Open Market Consultation [ Detail

=] 7}
 TENDERER 3 .
Consultation #2
& Messages L ]
Open Market Consultation test
i Guides and Technical Standards
= | T ’s
[# ESPD Network of companies OMC matchmaking Section
¥ Consultation description
el con c
Status  Taxcode Denomination  interest  person Telephone mail  Links
¥ Workshop 1 o el | i L2 2005
IT 00000000007  TEMDERER T test o7 tenderer.T@studioamica.it N .
¥ Netwark of companies
Tenderer
IT 00000000008  TEMDERER 8 test 08 tenderer.8@studioamica.it
Tenderer
List of Economic Operators participating in the consultation who authorized the publication of their name to encourage
networking activities
|
Question OMC question Section
QQuestiorl s e risci il testo

@ Attachments .
© Answer
- Send question

Answer test

| < New question |

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly
ViaVittoria Colonna, 2920149 Milano (M}, Italy



STUDIO AMICA

Consultation #2 Within the Detail page, you can also view the
Open Market Consultation test scheduled events (e.g. workshops, panels,

AParticipate etc.) of the consultation. For each event, the

Workshop 1 Systendisplays its date and whether it is on

site or remote ). You can view more event

: information by clicking onShow details
. Q_ Show details

(2). In the individual event page, you can
view the agenda with the speakers involv@q the accreditation deadlind) and the event venue.
If the event is on site, the System displays the address and the maximum number of accreditations

per Economic Operatob). You can get accreditation for the event by clickingReygistes ©6).

Workshop 1

[ Register

General informations

24
W Event date W Mode
Mercobadi - 12 Marzo 2025 - 09:00 Real
Agenda -
[ 4] Intervention Speakers
12/03/2025 Speech 1 B Doe John
10:00 - 11:00 Speech 1is about... Speaker
How to participate O_
Remote participation Accreditation deadline
Yes Mercoledi - 05 Marzo 2025 - 09:00

Address and other information

Address Maximum credits per
Economic Operator

Studio Amica 5.r.l., Via Bruno Giordano, San Donaci, BR, Italia

3
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You can enter the OMC Panel by clicking on one oRaHigipate buttonswithin the Detail page

of the consultatior(2).

# Home / Open Market Consultation / Detail

[ in corso |
Consultation #2

Open Market Consultation test

4 Participate o Participate

Sl
test test -

¥ Workshop 1 0 Rade | 12002025

¥ Network of companies

Within the Participation panel page of the Open Market Consultation, you can:

1 register for the schedulegvents
1 submit youractive participatior{Surveysr Attachmentthat could be useful for the

Procurers).

Consultation #2 - Open Market Consultation test

By actively participating in the activities of the Contracting Authority, your collaboration may be requested by filling in surveys or by requesting other material useful for
carrying out the consultation activities.

It is not compulsory to actively participate in the consultation to be accredited for information events

e . . A
i Events O  Active participation O
Workshop 1 @ Manage Area of interest®
il Event date B Registration - o
24/02/2025 10:00 deadline
23/02/2025 10:00 Inserisci il testo

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
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When you click onRegistes (1), you can enter the personal data of the person for whom you
want to get accreditation and click oRegister 2) to send your request. Once you have
submitted your request, you can change your accreditation or get a new one by clicking on
«Manage 3): the System will display the requests already submi#edr(d the number of people

for whom you can still get accreditati(®). You can deletgour previous requests by clicking on

the B icon and you can request a new one.

Workshop 1
& Accreditable subjects: 3
e Hame® Surnarme”®
il Events .
Workshop 1 I [ Register | Email address Telephane contact
W@ Event date B Registration S e
12/03/2025 09:00 deadline Role*
05/03/2025 09:00 .
" \[//-\ . Requests must be approved by the oepanizer
== A
3
W Events .
Workshop 1
Workshop 1 & Manage
Name Surmname Emnail address Telephone contact Role
i Event date E’ Registration Marke Ross mario. rass@studisamicait 123456TE20 Econamit Operator n
12/03/2025 09:00 deadline

05/03/2025 09:00

. & Accreditable subjects: 2
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Within the Participation panel page of the Open Market Consultation, you can submit your active
participation by writing a brief description of your area of interest and other meaningful information
that you want to shareljj, entering your business informatid) @nd decide whether to authorize

the publication of your data within the Detail page of the OB)ERrocurers can decide to publish

or not these information Finally, you can click orSubmit participation @) to finalize your

participation. Ater that, the System sends you a notification to tiMessages section and to the

e-mail address indicated during your registration on the Platform.

4 Active participation

Area of interest®

@ Indicate for which areas of interest you will be able to help the contracting authority during the consultation

Contact person E-mail
03 TENDERER tenderer. 3@studioamica.it
Telephone Links ()
Telephone Links
O 1 authorize the publication of my data in the consultation networking area (Not required) ()

. <A Submit participation

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
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After submitting your participation, you can view the survey(s) set up by the Contracting Authority
(if there are any)l) and you can upload any document that may be useful for the consultation (if
you have any@). To complete the survey, you can click 8argeys (1), then on &ill in> @), then
answer all the mandatory questions in the survey and finally clicBulimit @). You can also

click on &pdate participation ) to change your description and your data, and you can click on

«Revoke participatio> 6) to delete all the data you have submitted.

Form p 4 Active participation p

Survey test & Fillin &
Attachments [J 28

Survey test < )* £ Update participation |
. ! X Revoke participation

Question A *

Question B *

selaction
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If the Contracting Authority sends you a request, you will receive it ifRiébguests and integrations
within the Economic Operator menfl)( where you can also view a numeric notification. In this
section, the requests which have not been processed yet are «Active» and are markec-wiih

(2). To respond to the request, you can click on the object of the request onthgnifying
glas® icon 8), upload the file in the upload window) (and click on Submit ). The successful
transmission of the integration will be confirmed by a message that you receive kekssages

section of the Economic Operator me@i. (

© TENDERER 4 Show 1 entries

Obyect
Active [ oo Mt ot |
Materisle

29

Type Deadting” Opning date Digital sigrature requined
™

Materia O7/03/2025 14100

.............

o Submit

[ sttachment-a. pf
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If the scheduled event is remote, or if the Contracting Authority has provided the option to attend
remotely, on the date and at the time of the event, you can participate by clickin@tart «
conference call (1) or «Event link @) in the Panel page of the Open Market Consultation. At the
end of the event, if the Contracting Authority has provided for it, you can watch the video of the

event @) in the Panel page of the Open Market Consultation.

Fey Fey
B Events B Events
Workshop 1 & Manage Workshop 1 & Manage
i Event date k- Repgistration il Event date K Registration
25/02/2025 10:00 deadline 25/02/2025 10:00 deadline
23/02/2025 10:00 23/02/2025 10:00

W1 Start conference call

30

Video of the event O
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11 PARTICIPATIOMCALIFORTENDEROPENPROCEDURYEGOTIATED
PROCEDURBHRECAWARDPRECOMMERCIAROCUREMENT

Participation in tender procedures on the TuttoGare Platforoomsluctedin accordance with ik
User Guidend the tender documenissuedby the contracting authority with regard to the specific

procedure.

You must registefor the Platform following the procedure describedparagraph4 of this User

Guide and log in to your member area if you intend to participate in tenders.

Click onTender procedures > Active notices and tendershe home page to view the list of

procedures organised by the contracting authority.

Click onlnnovation>Precommercialin the home pageto view the list of PrCommercial

Procuremenbrganised by the contracting authority.

1t Institutional website 28/03/2025@10:04 M English ~ Q, search O Access  [#" Register 3 1

% Studio Amica

A Tender procedures * ists and supplier qualifications ¥  Innovation ¥  Other initiatives and information ~

© Market surveys before 12/31/2023 = Unmet needs collection campaigns

with: s

‘&% Registers of suppliers e

Ew Ideas competitions @ Innovative solutions collection campaings
& Noticesand active competitions [ (eative to SPID, CIE # Open Market Consultations i ‘& Professional registers o
& Pre-commercil £  Electronic market 1]
= DAS. a

ACTIVE TENDERS Qsee themall
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Tender procedures »  Lists and supplier qualifications ¥ Innovation ¥  Other initiatives and information ~
- Hifme / Tenders and asenments
Published 2467 0ACOC36 Phase: Richiesta di offerta) [STSI2ETTY 5.000,00 27/03/2025 29/03/2025 Studio Amica ﬂ
Tender test 3 10:05
Published 2465 Phase: Richiesta diofferta. [TTET) 7.000,00 27/03/2025 29/03/2025 Studio Amica a
Affidamento diretto test 26 15:46
®  Sent 2463 POOORRSB69 G Type: Lavor } 1.000.000,00 25/03/2025 25/03/2025 Studio Amica B
result Test ESA 25/03/2025 11:30
Contract 2462  POOOJRG6C3 Phase: Richiesta di offerta 25.000,00 25/03/2025 25/03/2025 Studio Amica ﬂ
award Test ESA 25/03/2025 10:31
Published 2452 Phase: Richiesta di oferta. [FTTZ0T0) 10.000,00 20/03/2025 02/04/2025 Studio Amica a
Tender test 1 10:02
Contract 2450 Phase: Richiesta diofferta 50.000,00 19/03/2025 AS.L Alfa ﬂ
award Prova accordo quadro 2, ticket Fano

NS
Each tender is identified by a unigid: Yy R I a&adl 3S¢ Edchicklour rep@gent2adzNS R

different stage of the tender procedure.

A

You can participate in tenders identified by agreer = € ¢ KA OK YSIya GKS 4»Sy

on the details (the magnifying glass syn_gJ) to view the relevant information on the tender,

which are:

>\

Tender information

>\

Product categories

p>N

Lots

A Deadlines
A Attachments
A Notices

In the lower part of the page, you can view the following sections:

U Clarification you can send requests for clarification to the contracting authdnyte

your question and attach any documents if needed, then cli®eguest clarificatioand
STUDIO AMIGE¥.L.u. ¢ P.IVA 01850570746
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you will be sent a confirmation of your request to Messagesection as well as your
email inbox. When the contracting authority replies to your request you will receive a
notification in theMessagesection as well as an email in your inbox. The list of replies for

clarification will be published as FAQs in the detail page of the tender.

U Inspection equests(possibleg if set up by the contracting authorityou can send a
request for inspection, if provided for. Write your question and attach any documents if
needed, then click oRequestan inspectionand you will be sent a confirmation of your
request to theMessagessection as well as your email inbox. When the contracting
authority replies to your request you will receive a notification irMessagesection as

well as an email in your inbox.
In the upper part of the page, you can view the following sections:

u Fill in the ESPI[European Single Procurement Documdpossibleg if set up by the
contracting authority. Please reagaragraphl? of thisUser Guidéo learn how to fill in the

ESPD.

33

A Home | Tenders and assignments / Detail

Tender #2408

Open procedure test

© TENDERER 1

« Participate  Participate

)

[# Fillin the ESPD < &

¥ Tender information
¥ B

¥ Product categories

[ Fill in the ESPD <> &

Tender information

Published Procedure Type

21/02/2025 Aperta Works

¥ Techni
Total value Project minsger ¥ Technical Evaluation Committee

N ¥D i
€10,00 rossi giada ——

Beneficiary

Studio Amica

U Paricipae. It should be noted that this buttowill only be visibleintil the term limits for

submitting tender bid&id downby the contracting authorityafter whichit will no longer be

possible to submit your bid or complete any operations that have already been started
STUDIO AMIGCE.l.u. ¢ P.IVA 01850570746
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A The System does not accept requests or bids submitted after the date and time laidsckbven
tender deadlinelt should be specified that the deadline is at the first second after the time laid down,
not at the following minute. For example: if the deadline is set for 12:00 PM, thishivmd be
understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and

will not be accepted by the System.

After filling in the ESPD, if necessary, click oPértcipatebutton to submit your bid. This button
will be visible until the term limits for submitting tender bids; after this deadline, it will no longer be

possible to submit your bid or complete any operations that have already been started.

It is essential, therefore, that the participation procedures are completed before the tender deadline.

A The System does not accept requests or bids submitted after the date and time laidsckbven 34

tender deadlinelt should be specified that the deadline is at the first second aftéintiedaid down,

not at the following minute. For example: if the deadline is set for 12:00 PM, this time should be
understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and
will not be accepted by the System.

After clicking on th@articipatebutton, you will view the following screen:

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly

ViaVittoria Colonna, 2920149 Milano (M}, Italy



A Home | Tenders and assignments

O TENDERER 1

i Messages

B User Guide

<A Requests and integrations
# ESPD

&3 Evaluator panel

STUDIO AMICA

[/ Detail [ Panel

Lot-Lot1l
Grouping

Country Corporate Tax Code Corporate name Role

= Add participant to the grouping

B save

In the case of participation in a business grouping, the respansibility for transmitting the documentation to the Platform lies solely with the Lead Economic Operator, who
must first enter the member companies of the grouping into the system before submitting the documentation. Registration on the portal is mandatory for the Lead
Economic Operator, while it is not required for the member Economic Operators.”

Validation

Country Corporate Tax Code Corporate name Role Living room Reference

<+ Add participant to endorsement

In the case of avaliment, the responsibility for transmitting the documentation to the Platferm lies solely with the Lead Economic Operator, who must first enter the
member companies of the grouping into the system before submitting the documentation. Registration on the portal is mandatory for the Lead Economic Operator, while
it is not required for the member Economic Operators.”

Administrative envelope Technical Envelope Economic envelope
z z z
Administrative envelope upload Technical envelope Upload Economic envelope Upload
_ E S
Additional documentation upload

In multiHlot procedures, before viewing the screen, you will have to select the lot(s) you intend to

participate in, based on the requirements laid down in the tender documents, and theradotter

of interest as needed.

& Home | Tenders and assignments / Detail / Panel

© TENDERER 1

i Messages

B User Guide

<A Requests and integrations
[# ESPD

& Committee registers

&9 Evaluator panel

& Qualifications

k.. Competition management

B Contracts

Choose the lot

Search

Lot #1 Lot 1
Lot #2 Lot 2

Lot #3 Lot 3

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
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If you intend to participate in a Temporary Association of Companies (RTI) or in a consortium, enter

the related structure by clicking on:
+ Addparticipant to the Group
and filling in the required fields
1 Country
1 Corporate Tax Code
1 Business name

T Rolein the group/consortiummembercompanytonsortiummember

The System shows the following message

In the case of participation as a Group of economic operators, the responsibility for submitting G&;
documentation to the Platform rests solely with the Lead Economic Operator, whadoaube

companies that are part of the group into tBgstem before sending the documentation.

Registration on thé&latformis mandatory for the Lead Economic Operator, whergiasnot

mandatory for the member companies of the group.

In any event, please refer to the requirements laid down in the tetol@rments.

Member companies of the group can also fill in the EESBi®@ manner laid down paragraphl? of
thisUser Guide

ATTERNION:If youparticipate as a Group of economic operatgrs are advised to enter the group

structure immediately. If you enter or modify it after uploading the Technical or Financial bid, the

System will automatically cancel those bids and will require you to upload them again.
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In the case of reliancen the capacity of others, pursuant to Artidle4 of D. Lgs.36/2023,the
responsibility for submitting the documentation to the Platform rests solely with the Lead Economic
Operator, who musaddthe auxiliarycompanies into the System before sending the documentation
Registration on the Platform is mandatory for the Lead Economic Operator, whereas it is not

mandatory for the other companies.

Grouping

Country Corporate Tax Code Corporate name Role

+ Add participant to the grouping

In the case of participation in a business grouping, the responsibility for transmitting the documentation to the Platform lies solely with the Lead Economic Operator, who must first
enter the member companies of the grouping into the system before submitting the documentation. Registration on the portal is mandatory for the Lead Economic Operator, while
itis not required for the member Economic Operators.”

37

The economic operator can enter the data related to the posaibtéiary companies.

Grouping

Country Corporate Tax Code Corporate name Role

Italia 3 Corporate Tax Code Corporate name Select \ n

=+ Add participant to the grouping

Vv Select

Member company
e Nithtl  Consortium member 1bgeust first

enter the member companies of the grouping into the system before submitting the documentation. Registration on the portal is mandatory 1o — Operator, while

In the case of participation in a business grouping, the responsibility for transmitting the documentation to the Platform lies sol

it is not required for the member Economic Operators.”

ATTENTIONRN the case ofelianceon the capacity of others you are advised to enter the group

structure immediately. If you enter or modify it after uploading the Technical or Financial bid, the

System will automatically cancel those bids and will require you to upload them again.
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Below the Group anReliancet SOUA 2y A3 @& 2 dz ¢gBniefops TS & KBS & 2fdS YO
Fff OGKS NBIdZANBR (GSYRSNJ R20dzySydiaod ¢KSNB Oy
award criterion laid down in the specific procedure.
Fori SYRSNA ¢6AGK (GKS af26Said LINAROSE ONARGSNRAZ2Y (fF
u  Administrative Envelope
i EconomicEnvelope
C2NJ 6SYRSNE oNAKTfAKS WDHBAZRELINDESNAZ2Y (KS 9y 0D
i Administrative Envelope
i Technical Envelope
i Economic Envelope

Note: The contracting authority may not create one or more typdsneklopeqand bids). For

example, in the case of fixgdice tenders, it may only create Envelops A and B.

38

Themethodsfor uploading the tender documentsryaccording to the configuration laid down by

the contracting authority.

Where the Contracting Authority has provideddatomatic access to documends the platform
you can requesthe redaction of documents, for which please rdfeparagraph2l of this User
Guide

11.4.1 Method 1: uploading the envelopes WITHOUT A SLOT for each document

In this case you can upload a compressed file containing all the required docurheng¢$ore you

will click on théJploadbutton and upload single fil€.Zip, .Pdf., etc.) in each Envelope.
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Administrative envelope Technical Envelope Economic envelope
Not presented | £\ Mandatory 2 Not presented | £\ Mandatory 1 Not presented | £ Mandatory 2
Administrative envelope Upload Technical envelope Upload Economic envelope Upload

Attention: please refer to the documents laid down by the contracting authority for information on

the signature of the single documents and dompressed file. In any event, it should be noted that

the System indicates if the file is

1. Non mandatory

2. Mandatory with a qualified digital signature
3. Mandatory without a qualified digital signature

Note:for further information on the use of the digital signature please refparagraph3 of this
User Guide.

39

After clicking otJpload you will see theection where you can upload the document:

X

[ Administrative envelope

X Close
=]

Caricare la documentazione prevista

Click orlUpload documentthen click orChoose filend choose it directly from your device.
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[ Administrative envelope

A\ Mandatory D

Choosefile...
Extensions accepted
xml .docx .doc .xlsx .xls .pptx .ppt .pdf .rtf
.csv.odt.ods .zip .rar .7z .jpeg .jpg .png .gif
pPTm

Password

Password

Repeat Password

After uploading the document, choose and entepassword which must beat leasttwelve

characterdong and must contain at least an uppercase letter, a lowercase lettember,and a

0

symbol. This password is necessary for the encryption of the Envelope in order to proteé’t_its_

confidentialityand inviolability.

After entering the password, click tpload The System will verify:

1

il

|l

ll

The integrity of thdile
The formal validity of the digital signatume thefile (when requireyl
The encryption of théle

The saving of théle

and will confirm the operation has been successfully completed.
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v

Operation completed successfully
Hash SHA 256:089¢05556e54a27ce973b2ab27cec33480f832567696f6f3a8d0218339558e26

Return to the panel to continue operations

Comeback to the tender panel in order to upload the following EnvelRepeat the operation for

each Envelope.

11.4.2 Method2: uploading the envelopes WITH A SLOT for each document

Differently from the above paragraph, there may be more than one slot in a single Envelope,
41

therefore one slot for each document which must be uploaded, as in the phloe: -

Administrative envelope Technical Envelope Economic envelope
@ s +
Administrative envelope Modify Technical envelope Upload Economic envelope Upload
A

Additional documentation Upload

The System indicates the type of document to be uploaded to each slot and whether each slot is
mandatory or normandatory.

Administrative envelope

@
Administrative envelope Modify

L

Additional documentation Upload
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For each slot, click dgploadand follow the aforementioned instructions, which are summarized

below:
Upload->
Upload document>
Choossdile ->
Password>
Upload->

Return to panel to continue the operations

42

Differently from the administrative Envelope, the Technical and Financial Bid may be generated on

screen. In this case, click Upload then click orGenerate offer documerend fill in the form.

[ Generate offer document

[ Economic offer

X Close

Upload the file generated by the System
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ECOIOMIC OFFER

PRESENTSIE FOLLOWINGBICUNDITIONAYFFER

CKAA YSUK2R 2yfteé |LWXASa (2 alijdad yadAdradAaA@gSe ON
System applies the formula selected by the contracting authority among the followin(jcoraasy
further details on the formulas please refer ltmee Guida Anac n.dh the most economically ——

advantageous tendgr
1. Directly poportional
2. Inversly proportioral
3. Price list
4. Quadratic
5. Bilinear
6. ON/OFF
7. Tahular

The formula applied fdahe calculationof the scoras shown next to the online forgou must fill in.
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PRESENTS THE FOLLOWING UNCUNDITIONAL OFFE

Economic Offer

Percentage discount on the tender base amo

Scoring formula

PlzpmaxXOl/oMax

Please note that the formula is exclusively selected by the contracting authority, and it is indicated in

the tender documents.

In all cases where onlitéd generation is required, click @enerate offer documerend fill in the

form in accordance with the requirements laid down in the tender documents.

Note: You will always view tigafety costfield and thelL.abour cost§ield. Fill them in accordance

44
with the requirements laid down by the sectorafjulations and the contracting authority the

latter has not indicated these costs, fill in those fields with a zero (0).

After uploading the document, choose and entepassword which must beat leasttwelve
characterdong and must contain at least an uppercase letter, a lowercase lettember,and a
symbol. This password is necessary for the encryption of the Envelope in order to protect its

confidentialityand inviolability.

After entering the password, click @enerate offeend a .pdf/A file will be created with your online

generated bid.
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v

Operation completed successfully

& Download offer

Return to the p.2~al to conti- e operations

Then follow the steps below:
U Click orDownload offeto download thdfile.

0 Sign the document as required by the contracéinthority.

U Click orlUploaddocument to upload the signed file.

X Upload document

Return to the pan.'*> -Z..unue operations

Then the screen below will be displayed:

Q' Regenerate Offer Document

) Economic offer

&, Download offer document

Upload the file generated by the System &, Upload document

X Close
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U Regenerat®ffer documen: you can fill in the form again.
U Downloadoffer document you candownload the file again.
U Uploaddocument you can upload the offer file you have downloaded.

Note: if you need to upload multiple documents to the Economic Envelope you can create a
compressed file witall the required documents and sign them in accordance with the requirements

laid down by the contracting authority.

WARNINGS

i Ifaslot is mandatory with a digital signature, you cannot upload .doc files. In this case you

will see this error:

46

Warning!

This file type is not valid! The file does not have a valid
extension! Attachment A.docx

i If a slotis mandatory with a digital signature and the uploaded file is not digitally signed or is

signed with anon-validsignature as referred to paragrapt of thisUser Guidgyou will see

this error:

A

Digital signature not valid
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U If the uploaded file is different from the file generatedsaneen (e.d. it is modified, even

simply printed and scanned), you will see this error:

A

The uploaded file does not match the one generated by the system

You are advised to follow the technical instructions below:

U The file generated eacreen must not be modified in any way. Any type of modification, even
I AaAYLX S LINAYdG FyR aolOlys gAff Y2RAFEe (GKS 7
tfSFrasS y230S GKFG 2G§KSNI T lreCogritibkiie.gYsending: f & 2
the file by email and then uploading it from a different device from the one it has
downloaded it.
You are strongly advised to upload the file generated by the System from the same

device to which the file has been downloaded. 47

U Some types of file compressions magult in an error. The only accepted formats g
.Rar e .7Zip.

You are strongly advised to compress files in the following manner:
A Right mouse button
A dSendt@
A Compressed folder
U Any further errors may occur ifspecial character is in the name of the file.
You are strongly advised to avoid special characters.

Each time you complete the upload of a file, a positive feedback message is displayed:
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v

Operation completed successfully
Hash SHA 256:68081a0992dc149b40e02e5a95034ab9fd7befbadbbb3eb6dbe3910c1b5ca3lb

Return to the panel to continue operations

Repeat theoperaion for each document required in thedividual Envelops and for each telematic

Envelope.

Click on the button below and go back to the tender panel.

Return to the panel to continue operations 48
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Where the contracting authority has provided for it, you can upload the necessary documents to

justify labour costs in the appropriate slptirsuant to Article 41 of D. Lgs 36/2023:

Corporate Tax Code Corporate name

< Add participant to the grouping

A save

In the case of participation in a business grouping, the responsibility for transmitting the documentation to the Platform lies solely with the Lead Economic Operator, who
must first enter the member companies of the grouping into the system before submitting the documentation, Registration on the portal is mandatory for the Lead
Economic Operator, while it is not required for the member Economic Operators.”

Administrative envelope Technical Envelope Economic envelope

Administrative envelope Upload Technical envelope Economic envelope

[ peserea | uanason 7 [lotprmened ] & Mandaton z (o prsnied ] & andsio :
Upload

£
Additional documentation Upload

Upload Labor cost reduction justifications

(B

Choose file...
Extensions accepted
xml .docx .doc .xlsx .xls .pptx .ppt .pdf .rtf
.csv.odt .ods .zip rar.7z .jpeg .jpg .png .gif

.pTm 49

Password

Password

Repeat Password

Does the document contain technical or
commercial secrets for which you intend to
request redaction?

Select...

By selecting yes, it will be mandatory to upload a
copy of the document obscured in the parts

subject to technical/commercial secrecy

4 Back
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I F3GSNJ dzLJ 2BEnkelpsd SIATUIK UKS NBIj dzA NS R SERDtoY.Shed | G A 2
éBid notyetsubmitted | f SNIi &1 Ny a (KlsibmideByNJ 60 AR KI & y2i

Pursuant toArticle 35(5-bis) of Italian Legislative Decree 36/2028pu will be required to declare
consent to the processing of data through the FVOE, in compliance with the provisionkabtine
Code regardinggrsonaldataprotection, for the purpose of verifying possession of the requirements

referred to inArticle99 ofltalianLegislative Decree 36/2023.

Pursuant to Article 65(23he economic operator who participates in the tender, either individually or in association,
DECLARES

to be aware of the functioning of the FVOE managed by ANAC and toahaazly activated the Economic Operator profile necessary to
access the aforementioned FVOE Service on the Economic Operator side, and if not, to promptly review the User Guide $aioabees
FVOE Service and carry out all the necessary activities tes& the aforementioned service.

GIVES CONSENT

Pursuant to Article 35@is) ofltalian Legislative Decre86/2023, to the processing of data through the FV&iEascicolo Virtuale

dell'Operatore Economicd, as per Article 24 dfalian Legislative Decre86/2023, in compliance with the provisions of the Italian Public

Contracts Code regarding the protection of personal dattaljan Legislative Decre&96/2003 and subsequent amendments and additions) 50
in order for the contracting authority to verify the possession of the requirements referred to irckerd9 ofitalian Legislative Decree

36/2023, as well as for other purposes provided for by the Italian Public Contracts Code.

[J1accept the above statement*

Note: It is mandatory to select the acceptance flag ofdhelaration in order to proceed with the

submission of the participation.

Please note that merely uploading the documentation is not sufficient for participation. You will
complete your submission of the bid only after sending your offer. lgawtclick on SEND, your

bid will not be submitted to the contracting authority.
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When you click on SEND, the System verifies that all the Envelops have been sent and all the

mandatory documentation has been uploaded and displays the following message:

+ B8 Administrative envelope
Busta Amministrativa
= [Ydecreto-transizione.pdf
= Hash imprint SHA256: f4bf7ac) T9877822cad1c2bf
« B Technical Envelope
(Offerta tecnica
= Dtechnical-offer.pdf
* Hash imprint SHA256: eb820fc16/fc327aTibI975712716f324c21d928a711d8a7d02759cce2941274
Progetto tecnico
» Ddecreto-transizione.pdf

= Hash imprint SHA256: f4bf7ac11bcb3lbe: 7822cad1c2bf
« W Economic envelope
Economic offer
* Deconomic-offer-1.pdf
= Hash imprint SHA256: 68081a0992dc149b40e02e5295034ab9fd Thefbadbbbieb6dbe3910c1bSca3lb

v

Your participation has been successfully submitted
A ified il has been sent to i

51

A notification will be sent to thdessagessection as well as your email inbox when you have

successfully submitted your bid.

You can consider your bid as submitted only aftegceiving such messages.

Administrative envelope Technical Envelope Economic envelope

 Presented | A Mandstory |  Presented  Presented
- Economic offer i
Administrative Envelope Modity Technical offer Modify Modify
 Presented
Technical Project L

A

Offer not yet submitted

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly
ViaVittoria Colonna, 2920149 Milano (M}, Italy



STUDIO AMICA

Note: if you need to modify and/or replace an uploaded document, you can do it without completing

your submission.

Administrative envelope Technical Envelope Economic envelope

 Presented | A Mandatory Z =) z  Presented | A Mandatory ] Z
Administrative Envelope st Technical offer Modlfy Economic offer Modify

Technical Project Modify

v

Offer sent

Participation withdrawal

If you need to modify and/or replace an uploaded document after submitting your bid, within %ge
tenderdeadline, you canonductthis operation,but the System will withdraw yobid, and you will

need to submit it again.

Within the tender deadline you can:
A View the uploaded documentatipn

A Replace the documentation you have already sent. The new files will entirely replace the

previously senbnes

A Regenerate the Technical or Financial bid. The new files will entirely replace the previously
sent onesATTENTION: the offer regeneration will result in the automatic withdrawal of your

submission

A Modify the structure of the Group or tiRelianceATTENTION: the modification of the Group
or Reliance sectionsill result in the automatic withdrawal of your submission
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A withdrawyour bid by clicking on th&ithdraw bidwithin the tender deadline.

v

Offer sent

Participation withdrawal

Inthe case of withdrawal, a notification will be sent to Messagesection as well as your

email inboxThe withdrawn bid will be deleted by the System and will not be submitted.

& A new submission is compulsorily required each time an offegémerated or replaced.

& The System does not accept requests or bids submitted after the date and time laid down as the
tender deadline. It should be specified that the deadline is at the first second after the time laid down,
not at thefollowing minute. For example: if the deadline is set for 12:00 PM, this time shoulcﬁge—
understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and

will not be accepted by the System.

A You are advised to submit your bid well in advance so that the contracting authority and/or the
System Manager can assist you in the case you hadsargswith the use of the platform due to

your little experience of the Platform.

The bid submitted within the tender deadline is binding for the economic operator participating in

the tender.

The submission of your bid is your acceptance of the conditions laid down bgehiSuidand the
documents attached by the contracting authority.
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12 SPECIFICHARACTERISTIEBARTICIPATIONPRECOMMERCIAL
PROCUREMENT

[# Generate offer document
I
X Close

[) Economic offer
A\ Mandatory

Upload the file generated by the System

Regarding the online compilation of the economic offer, the economic operator must first generate
the offer on screen by clicking on the eponymous comn@emnkerate offer documerand fill in the

form proposed by the System by filling in the fields

A. OActual price offered- the altinclusive price offered for the execution of the services and 54
for the completion of the Phase which takes into account the fact that the rights to exploit
intellectual and/or industrial property, including ownership of R&D results, belong to the
offering economic operator (which, in case of award, represents the consideration to be
paid upon verification of the fulfillment of the phase services). The actual price offered

cannot be an amount greater than the auction base

ACTUAL PRICE OFFERED
(express the value in figures net of VAT and gross of safety costs)
Formula applied for scoring
P=Px0/0
P omax min i

ACTUAL PRICE OFFERED

o of which '‘Company safety coststhe company costs incurred in order to reduce the
specific risks as an economic operator and as measures necessary to reduce risks in the

work phases
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CORPORATE SAFETY COSTS
(express the value in figures net of VAT)
Formula applied for scoring
P=Px0/O
i max min §

B. dVirtual pricé - the alkinclusive value determined for tlexecution of the services and for
the completion of the Phase, in the different theoretical hypothesis of exclusive
development, in which the exploitation of intellectual and/or industrial property rights was

maintained exclusively by the contracting adstmtion

VIRTUAL PRICE
(express the value in figures net of VAT)
Formula applied for scoring
P=Px0/0
i ax min |

—

150000

The System will automatically calculate the amount of "Compensatid@)"' (B 55

At the end of the compilation, the System will ask for a "Password" composed of 12 characters,
necessary for the encryption of the file, in order to protecsésrecy and inviolability. The same
must be kept as, exceptionally, it may be requested by the Entity during the opening of the

"Envelopes" to access the content of the documentation

Once the password has been entered, the economic operator must click on "Generate offer" and the

System will generate a file, containing the offer itself, which the economic operatar must

A.download, by clicking on the Download offer button
B.if requested by the Entity, digitally sign (for more details regarding the use of the Digital
Signature, please refer to paragrafhof these Technical Ru)es

C.reload into the System, by clicking on the Upload document hutton

STUDIO AMICaY.l.u. ¢ P.IVA 01850570746
Via Giordano, 5672025 San Donaci (BRltaly

ViaVittoria Colonna, 2920149 Milano (M}, Italy




STUDIO AMICA

N.B.In theevent that the Notice provides for the transmission of further documents to be presented
in support of the offer, the operator can create a compressed archive in which to insert both the file
generated online and the additional documentation, all dulyedigitcording to the indications

provided by the Contracting Authority

WARNINGS

U If the offer is required with a digital signature and the uploaded file is not digitally signed or

is not signed with a valid signature as providguhmagraplB of these Rules, the system

issues the following error

A

Digital signature not valid

56

U If the uploaded file is not exactly the one generated by the system (e.qg. it is modified, even

simply printed and scanned), the following error is issued

A

The uploaded file does not match the one generated by the system

It is recommended to follow thiechnical indications reported below

U The file generated by the System must not be modified in any way. Any type of modification,
even a simple print and scan of the file, will lead to a change in its digital fingerprint, thus

compromising its recognition
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It is important to keep in mind that further factors could affect the recognition of the file,
modifying it. By way of example and not exhaustive: sending the document by mail and
subsequent uploading of the file to a workstation other than the one orhwihécdownload

was carried out

It is strongly recommended to upload the offer file generated by the System from the same

workstation on which the download was carried out

Any requests for deliverables and/or project documentation related to the Execution phases of the
PreCommercial Procurement are forwarded to the economic operator via email and,
simultaneously, via a specific notice that the operator will receive indimen@nications section of

their reserved area.
57

For the management of requests for the production of deliverables and/or documentation requested
by the Contracting Authority in the Execution phases of thecérenercial Procurement, please

refer to Paragraply.2

In addition, the Economic Operator can view the requests for deliverables received from the

Contracting Authority also through thEXecution Panebutton within theCall For Tendeaietail
page.

Q Tenderer panel
[ Fillin the ESPD [ Fillin the ESPD ¢ &

. 2 Milestone A - Conclusion prediction:
#* Execution panel 2

Published Total value

Deliverable A Requests
received

Tender information

1
Conclusion prediction Next deadline

17/01/2025 €6.000.000,00 06/03/2025 14:00

X Requests from the Contracting Authority
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13 OFFERMENDMEN3$YSTEM

You can request the correction of a material error in the Technical or Financial bid, which was
discovered after the tender deadline, using the same procedure as for submitting your bid, up to the
day set for the opening of the envelopes, pursuairticle 101, paragrapht of the ItalianLegislative

Decree36/2023

The correction must not result in the submission of a new bid or in any way its substantial

modification.

You can upload your correction in the tender Panel, if that has been provided for by the contracting

D &, Request correction
labor-justification.pdf . Download document

authority:

+ Document uploaded

Hash imprint - SHA256: ea36bd0cbbae24945c4f210fa3fa817bd2184d9c696ad 1e927agdacf26{7e854 X Close

[3 Labor cost reduction justifications

58

Brief description of the requested fix

O -
labor-justification.pdf <
+ Document uploaded Enter text

Hash imprint - SHA256: ea36bd0cbbae24945c4f210fa3fa817bd2184d9c696ad 1e927a9dacf26f7e854

(D Labor cost reduction justifications

Upload the correct version of the document

Choosefile...
Extensions accepted
xml docx doc xlsx .xls .pptx ppt .pdf.rtf
csv odt .ods zip .rar 7z jpeg jpg .png .gif
pTm
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If it is not possible to correct the document under the Law, the System will not allow you to do that:

D @ Non-amendable document
The request for correction can only intervene on the
administrative-envelope.pdf . "
technical and economic components of the offer as
+ Document uploaded . . q
long as the correction does not involve a substantial
Hash imprint - SHA256: dbcbaaac5d52fa59ce2cb57e78aee5bd23f5fc21670144a0fc1474dd1adb5261 N
change
D & Download document
administrative-envelope.pdf
i . Download document obscured
Document obscured
Hash imprint - SHA256: dbcbaaac5d52fasace2ch5TeT8aee5bd23f5fc21670144a0fc1474dd1adb5261

[3 Administrative envelope

Upload the required documentation

14 ELECTRONACCTION

In the event that the contracting authority has provided to carry out an auction in the follaseng 59
the evaluation of offers and the preparation of the ranking, the competition is reopened among the

remaining economic operators.

The auction only takes place after the identification of the best offer, once the Contracting Authority
has finished verifying the documentation, evaluating the offers and related activities (such as
requestsfor supplements requests for justificatiofor abnormalbids requests for clarifications,

etc.), and preparing the ranking.

The resulting best offer is the basis for conducting the follogangpetition

Each remaining operator receives the following information with regard to the auction in the

Messagesection as well as your email inbox:

A Date and time of the beginning of the Auction
A Date and time of the end of the Auction

A Base timethe periodafter which, if there is only one higher bid with no subsequent higher bids, the

auctionwill close before its schedulathte and time The base time only starts if there is at least one
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higher bid, beginning from the date and time that bid is submitted. If theranotany higherbids

within the base time, the auction walloseat the scheduled date and time.

Note: the setting of the time base is at the absolute discretion of the contracting authority,
which lays down whether the economic operators will have to submit their higher bids within
a certain deadline for each auction.

Practical example:

Auction starts 0r1.5.2022at 15:00

Auction end®on 1.5.2022at ore 17:00

Basetime: 15 minutes

The operatorALPHA COMPANY submits a higher hlé:80and a 15minute countdown

(time base) starts at that time. If no other companies submit higher bids until 15:45, ALPHA
COMPANY will win the auction.

Therefore, the auction closes:

A At the end of its natural deadlirf&7:00) if higher bids have been submitted durin%O

base time

A At the end of base time if no higher bids have been submitieitig base time.
Minimum bid increasethe minimum raisen percentae which eachoperator must make
with respect to the best bid submitted during the tender
Practical examplehe operator ALPHA COMPANY is the best tenderer with a 10% reduction.
The contracting authority will provide that each operator must make a 1% minimum bid
increase during the auction. This means that each operator (including the best tenderer) must
make atleast a 1% bid reduction on the starting bid amount.
Ranking visibilitythe reattime visibility of the bids submitted by each tenderer. If it is not
shown, each tenderer will only view the best bid (not the operatorsubamitted it) and their
position in the ranking.
Note: ranking visibilitys at the absolute discretion of the contracting authority, which lays

down whether the ranking must be visible or-mizible to the operators for each auction.
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The auction only opens after all the tender operations referred tpamagraphll have been

completed.
After the ranking and the best bid have been determined, the aforementioned information on the
auction processd Sy i G2 S I MegsagedetSidnlagiv@INaR #eir email inbox.

If you intend to participate in the auction, log in and clicklender manager> Archiveand then

click on the detail@éhe magnifying glas™ ) of the tender procedure

& Home / Tenders and assignments / Personal area

© AZIENDA DUMMY 1

Tenders and assie
% Messages

oaft | invitations | Awareffi D Viewall
[N User Guide —
<A Requests and integrations

Show 10 3 entries Search:
[ ESPD
Dy CG Object Total value Published Deadline Beneficiary
& Committee registers.
Award [ Procesure:scers LLlERll
war 2444  POODAGDTRY Ukesmimnai) (Fhase: = 180.000,00 17/03/2025 17/03/2025 17:00  Studio Amica
6 Evaluator panel praposal Gara aperta prova sottosoglia, minor prezzo, servizi o lavori per calcolo anomalie
: Award Procedure: Apera R TR Type: Servih
& Qualifications 2425 TTI) Phase o (T2 200.000,00 05/03/2025 21/03/202514:30  Studio Amica
proposal Test Grottaminarda 05/03/2025
K. Competition management Contract Prase:
pett L ontract 2413 PO0D099A999 b4 ﬁ._n 800.000,00 26/02/2025 26/02/202511:14  Studio Amica
award Test Grottaminarda 26/02/2025

LTl yoe: Fomiture |
Open Procedure
Published 2377 100.000,00 18/03/2025 30/03/202511:23  Studio Amica

@ Innovative solutions collection campaings

Contract Procedure: Affidamento con indagine di mercato JTSSIFY
2373 PO00BDSTOS e e ==

award Affidamento con indagine Villanova test

_ Sent [ Phase: Gara

100.000,00 05/02/2025 05/02/202510:33  Studio Amica
l Consultation management [ ]

Click oriTenderer panehnd begin the operations for participating in the auction.
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M Home / Gare e affidamenti / Dettaglio

B Cognome Legale 10 Nome Legale 10

= Comunicazioni ] Ga ra #147

A Richieste e integrazioni 1 .
SRR Demo Asta telematica ‘
[# DGUE

@, Pannello partecipante

@ Pannello partecipante

i Gestione gare

L. Gestione Concorsi Informazioni appalto
L Gestione PCP
Pubblicazione Procedura Tipologia
7 i
Ly 16/05/2022 Aperta Servizi
& Qualifiche Valore complessive RUP
ﬂ(irjﬁun!cnnsultzx_inni €100.000,00 Tizia Pallina

& Albi commissione

Categorie merceologiche

60 Commissioni valutatrici

M Esci

03 - Prodotti dell'agricoltura, dell'allevamento, della pesca, della silvicoltura e prodotti affini

In the Tenderer paneyou will see the bids submitted in the previous stage of the tender and the

Participate in the auctionutton.

62

Asta in corso

> Participatein the auction

Busta Amministrativa Busta Economica

[ Obbligatorio con firma digitale Q - Obbligatorio con firma di Q
Busta Amministrativa Visualizza Offerta economica Visualizza

/

Click orParticipate in the auctioand you will see the screen above, which contains the following

information:

- +Make a higher bid/ou can place your counterbid here
- Deadlinethe countdown shows you the remaining time before the auction closes.
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- Base Timehis button is optional. It is only shown if laid down in the tender documents.

If provided for by the contracting authority, you will also see:

- theranking
- the best bid

- the operator who submitted the best bid

Gara #147 - Demo Asta telematica
Lotto - Demo Asta telematica

+ Make a higher bid

Base time Minimum bid increment
30 2.00
%

Minutes

63

1P Azienda Dummy 21
2 AZIENDA DUMMY 12 - estero 22

3 Cognome Legale 10 Nome Legale 10 20

If not provided for by the contracting authority, you will only see your position in the ranking, as in

the following screen.
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Make a higher bid

Base time Minimum bid increment

20

Minutes

1.00

3 Cognome Legale 10 Nome Legale 10 70

Click orMake a higher bidb start the auctionYou can be shown different screedgpending on

the set up chosen by the contracting autharityere are twalternatives, as described below:

A. Counterbid without a digital signaturi this event, you will only have to fill in the

counterbid form and click on Makehaher bidto send it. 64

Make a higher bid

Percentage discount

Percentage reduction on the base auction price q
Scoring formula

Pi=P max %01/ Oaze

Percentage discount

Best offer 24¢ Minimun bid 2.00%

B. Counterbid with a digital signaturm this event, after filling in the counterbid form

and clicking oiMake a higher bitb send it, you will have to:

U Clikk on Download bido downloada .Pdf version of your counterbid
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v

Operation completed successfully

& Download offer

Return to the panel to continue operations

U Digitally sign the downloaded file
U Click orReturn to thepanel to continue the operations

U Click orUpload the signedverbid to send the Pdf file

[ A

Mondav3iune 2025:15:00 Not confirmed

65

& Download ovebid document L. Ubload sianed overbid

SHA256: 23f3f31b61e711bes5bced01d9ccdas2c5fLcdas05857d6asdc18c3d3c3gela
Deadlinegdnesda®s mav 2025: 14:4

Aftention: in the event of a counterbid with a digital signature, you can upload the file and confirm

your bidwithin 1 hourof the auction closure.

If you make a lower bid than the minimum threshold laid dowrthiey contracting authority

(minimum higher biy the System automatically blocks you and shows you the following alert:
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Rilancio

A

Error savina the offer#008

* Percentage discountdoes not exceed the minimum required bid increase

Returnto the panel to continue operations

You can return to the panel and make a new counterbid with an accepted value within the auction

deadline.

If you make a higher bid than the minimum one, you will be shown the following screen:

4

Operation completed successfully

66

& Download offer

Return to the panel to continue operations

Attention: the minimum higher bid is the best bid at the time when you make your counterbid.
Practical example
The provisional ranking is as follow

- ALPHA company is firgith a30%reduction
- BETA company is first with a 20% redugction
-  GAMMA company is first with1®% reduction
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A 2% minimum higher bid is provided within an3@ute Time Base. During the auction, BETA

company makes a 3% higher bid with a 33% reduction (30% best bid + 3% counterbid). GAMMA
O2YLJI ye YI1Sa Ada 0AR FFGSNI . 9¢! conpady2niddtinake O2
Fa €Srad | w: KAIKSNIOAR GKFYy .9¢! Qaszs UGUKSNBT?2

+ 2% counterbid).

Auction closure

The auction closeshen its naturaldeadlinearrives, or at the end dBase Timevithout a new

counterbid. From that time on, the System no longer allows any new counterbids.

v

Auction clousure

67
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15 DESIGRONTESTS

If you intend to participate in a design contest, log in to the Platform with your credentials (user ID

and password) and click @ender procedures Design contests the home page to view the list of

design contests organised by the contracting authority.

1l Institutional website i#28/03/2025@ 10:04 M English ~ Q, search @ Access [ Register

Studio Amica

a~ Tenderprocedures‘ Lists and lipplier qualifications ¥  Innovation *  Other initiatives and information ~

© Market surveys before 12/31/2023

A with: &% Registers of suppliers [ 269

L. Ideas competitions

4 N . .
' & Noticesand active competitions - "2tve o SPID, CIE ‘& Professional registers 4]

A Log in with credentials

oo
Regists
[# Register 8 Electronic market

o i= DAS. (1]

ACTIVE TENDERS Ses thmall 68
Each contest is identified by aunidd Y R | aadGlF3S¢ 6AGK | O2f 2 dzZNBR
different stage of the contest.

You can participate in contests identified byagreer - & g KA OK YSIya GKS O2yi

@ M Tenderprocedures ~  Usts and supplier qualifications = v Other and information *

PO (YT TTIIETY) e s aeten IO 400000 anenren a0 HuSe bmiis n
Terndwt bt ) nes
CTTITIID e (- e ] TA0  TTANNGS WAL B Amics n
AR Sseres deem tre IC ne
A oAy CHRTSTETRRRTY s ITITD £ 008.400,99 aeNEn AR Wuaee heeis a
Tout £9A 002000 118
1 PO00AG)  (CEIRTIITEIETD e e deten 0T 13.000,00 2voNens nmons Stuche Amica n
Teat £3A 23032009 nn
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@ M Tenderprocedures ~  Usts and supplier qualifications = *  Other and infoemation =

e -t I 400000 eV TR HuSs bmits n
Tenvdwt tont ) ne
L Ll e e | TAOMMS  TENNT MW Vo Amicd ﬂ
ARdsrerts devms te IO ne
ST e tes I 1003 300,39 aeNEn Al Waaiee bseie
Towt £9A 0220008 LEs

e St doen 0050 500000 21002018 nmous St Amica n
Teat £34 23,932008 nu

Click on the details (the magnifying glass syr_gJI) to view the relevant information on the

contest, which are:

A Contest information
A Stage information

A Product categories
A Lot

A Deadlines

A Attachments

A Notices

A Home | Ideas competitions / Detail

Y Design contest test

A s

[# ESPD
Competition information Planned phases
& Committee registers
R P e
= qsttcaons
Prize
E.. Competition management

In the lower part of the page, you can view the following sections:
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Clarificationyou can send requests for clarification to the contracting authority. Write your
question and attach any documents if needed, then cliciRequest clarificationYour
request will be anonymously sent to the contracting authority; therefore, it is your
responsibility to verify whether your request has been replied. The list of replies to requests

for clarification is published on the panel by the contracting atutho

Inspection request§ossible; if set up by the contracting authonityou can send a request
for inspection, if provided for. Your request will be anonymously sent to the contracting

authority; therefore, it is your responsibility to verify whether your request has been replied.

In the upper part of the page, you can view the following sections:

Fill in the ESPIEuropean Single Procurement Docum@mbssibleg if set up by the
contracting authority. Please reaparagraphl7 of thisUser Guidéo learn how to fill in your
ESPD.

Participatelt should be noted that this button will only be visiblgil the term limits for

70
submitting tender bids laid down by the contracting authoafyer which it will no longer be —

possible to submit your bid or complete any operations that have already been started

Contest participation

After filling in the ESPD, if necessary, click ofPértcipatebutton to submit your bid. This button

will be visible until the term limits for submitting tender bids; after this deadline, it will no longer be

possible to submit your bid or complete any operations that have already been started.

It is essential, therefore, that the participation procedures are completed well in advance of the

contest deadline.

After clicking on th@articipatebutton, you will view the following screen:
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If youintend to participate in a Group of economic operators, enter the related structure by clicking

on:

The System shows the following message:

71

In the case of participation as a Group of economic operators, the responsibility for submitting the

documentation to the Platform rests solely with the Lead Economic Operator, whadoaube
companies that are part of the group into the System before sending the documentation.
Registration on the Platform is mandatory for the Lead Economic Operator, whereas it is not

mandatory for the member companies of the group.

St2¢g GKS DNRdzL) aSOGA Envclop@& 2 do KWIANBE &B5E QK]

contest documents.

Two Envelops will be displayed:
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