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Supplier Registration Guide

(Version 11.12.2024)

As a component of the Public Administration of Italy, the Embassy of Italy, Tokyo - Trade
Promotion Section is bound by the Italian Public Procurement Code (Legislative Decree No.
36/2023). Suppliers interested in working with the us must comply with the procedures and
regulations established therein.

Only registered suppliers may be invited to bid. Supplier registration is not the same as
submitting a bid. From now on, suppliers who have registered on the "ALBO fornitori" are
requested to register again on this platform https://ice.traspare.com/

You will be required to:

e upload copies of your current, valid ID card or Drive License or Passport.
e acopy of your organization’s Articles of Incorporation
« tosignadocument — NOTE: The person signing must be the Legal Representative

or Managing Director (CEO) or someone in charge of the company. The name of
the registered person who is to register must be the same as the person who signs
the contracts 4k &k T O B4 - HERIEA RFEEBHEE (CEO) | FIIBHEOFTH, MiFen

ORI Y F R ScE D
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“ICE Agenzia per la promozione all’'estero e l'internazionalizzazione delle imprese italiane” is
the Italian name of the Embassy of Italy, Tokyo - Trade Promotion Section.

STEP 1 - CREATE AN ACCOUNT

Open the website https://ice.traspare.com/ and change the language (English or Italian).

Click E21 "SIGN UP” (if you selected “English” ) = 2% (55 & 7= (385351261 0 B2 T < 2 S 0o,
The following fields are required on the “Register to our portal”’ page. Please fill in these fields

in English or Italian. LA FIZASMEER T, JGEE I 0E

DT NT 7 Xy NTETANLTLIEEN,

Field to fill in

Instruction

Title / Name / Surname

Of the person signing

Email address

This email address is for log-in

Password / confirm Password

Birth Date

Tax ID Code/Social
Number

Security

If you are not an Italian citizen, you must deselect the “Italian

citizenship” option and write 0 (zero).
A &) T EHETRVWIEAT italian ctizenship) DR 2 fER L.

0 (Bm) ZzAHLTLLEE

Embassy of Italy — Trade Promotion Section - % U 7 Kffif & S0

Shin Aoyama Bldg. West 16th fl., 1-1-1, Minami Aoyama, Minato-ku, 107-0062 Tokyo
Tel +81(0)3-3475-1401 / Fax +81 (0)3-3475-1440

E-mail: tokyo@ice.it
www.ice.it
www.ice-tokyo.or.jp
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Click “Sign up”

A verification email will be sent to the address provided.
Your account will be successfully created once the email
has been verified.

(Subject of Email : ICE AGENZIA PER LA PROMOZIONE
ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE
IMPRESE ITALIANE — Welcome)

A —LDARIIZH B Activate Account’z 7 U v 7 L, BékE it C
<7ZEW

STEP 2—-REGISTER AS AN ECONOMIC OPERATOR

After successfully completing step 1, Click Here and

to visit the

Economic Operator registration page. There are mainly two types of Economic Operator:

a) Company; b) Professional.

a. For COMPANY

Field to fill in

Instruction

Type of Registration

“Company”. Further details are available via the
Question Mark icon.

Organization Name

Please enter your “Organization Name” even though
the field is not required

Based in ltaly?

If you are not an Italian citizen, you must deselect

In possession of VAT identification or
equivalent?

Please write the Corporate Number. (i: A& 5-134T)

Tax Code, Social Security Number or
Equivalent

If available write your number registered in the
Qualified Invoice System ks sk 58175 £ 8 5 0%
5 (14 Hr=T+13 #7).

If not available, please write the Corporate
Number.

If you are Sole Proprietorship (ffl A %) please
write your name and surname.

REM — Registered Electronic Malil

Email Address

The field REM refers to the principal e-mail where
the company would like to receive communications
from Traspare.

In case your company does not have an Italian REM,
you can use the same email address for both.
REMZBFH TRWES, MFICEADTEERA—LT R
AEANLTLIESW, BRENA—ADPBEET

Privacy

You must consent to data processing pursuant to EU
Regulation 2016/679 (“GDPR”), and you must
acknowledge that the Traspare platform will be your digital
domicile and that communications will be received via
publication in the appropriate section pursuant to the
combined provisions of Article 47 of the Italian Civil Code
and Articles 3 bis and 6 of Legislative Decree 82/2005.



https://ice.traspare.com/employees/activation_supplier_module
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Confirm A verification email will be sent to your REM. Your
registration as an economic operator will be
successful once the email has been verified.

(Subject of Email : POSTA CERTIFICATA: ICE AGENZIA PER
LA PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE -
Verify Registered Electronic Mail (REM))
A—)LOARIUIZH B Activate Account’ 7 U v 7 L, Bekx
felF T ES WD

b. For PROFESSIONAL

Field to fill in Instruction

Type of Registration “Professional”. Further details are available via the
Question Mark icon.

ltalian citizenship? If you are not an Italian citizen, you must deselect both

In possession of VAT identification or

equivalent?

Tax Code, Social Security Number or | If available write the J#& R EFIEAT HEH Bk

Equivalent 5 (14 HF=T+13 41)
If not available, please write your name and
surname

REM — Registered Electronic Mail | The field REM refers to the principal e-mail where

Email Address the company would like to receive communications

from Traspare.

In case your company does not have an Italian REM,
you can use the same email address for both.
Privacy You must consent to data processing pursuant to EU
Regulation 2016/679 (“GDPR”), and you must
acknowledge that the Traspare platform will be your digital
domicile and that communications will be received via
publication in the appropriate section pursuant to the
combined provisions of Article 47 of the Italian Civil Code
and Articles 3 bis and 6 of Legislative Decree 82/2005.
Confirm A verification email will be sent to your REM. Your
registration as an economic operator will be
successful once the email has been verified.

STEP 3-REGISTERAS A SUPPLIER

After successfully completing Step 2, please visit the Profile Update and click on “Supplier
Registration”. The Wizard should be completed in one session, and is divided into four sections:
1. Personal Data
2. Company Data
3. Documents
4. Confirmation



https://ice.traspare.com/employees
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ATTENTION: THE FIL

E SHOULD BE THE ONE GENERATED IN THE CURRENT

RECORDING SESSION! DOCUMENTS GENERATED PREVIOUSLY WILL BE

CONSIDERED INVALID. 735 - “Save and continue’% 7 U v 7 ¥ HEEZA LD &, D
R=TVOTF—HIIRFEEINFEEA,

Section 1: Personal Data imports your previous details from Step 1 — Account Creation and

needs the following required fields:

a. For COMPANY

Field to fill in Instruction
Italian Resident? If your residency is not in ltalian, you must deselect
Full Address
Phone Number
Professional Qualification Of the person signing
b. For PROFESSIONAL
Field to fill in Instruction
Italian Resident? If your residency is not in Italian, you must deselect
Full Address

Phone Number

Education and
Register

Professional | Of the person signing

Registered to the
Order

Professional | Yes/NO accordingly

Professional category

indicates the category of membership (e.g. lawyers,
engineers etc.)

Professional category
number’

registration | In case you don't have a registration number, please
write 0 (zero).

Section 2: Company Data imports your previous details from Step 2 — Register as an

Economic Operator a

a. For COMPANY

nd needs the following required fields:

Field to fill in Instruction

Company Type e.g.: Joint Stock Company #:=(2%t: / Limited Liability Company &
A4t HFRE41 / Sole Proprietorship fifl A F2 1

Number of Employees

Date of Incorporation

Legal Headquarters

Type of Registration

Please, select at least one amongst Works, Services, and/or
Supplies

Product Categories —
Select all categories
relevant to your

the full “List of Product Categories” is available in advance at the
bottom of the page https://ice.traspare.com/suppliers



https://ice.traspare.com/suppliers
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business

Documents

( ta List of Product Categories

oy
Suppliers Register Regulation
Regolamenta Albo Farnitar

b. For PROFESSIONAL

Field to fill in Instruction
Type Profession not organized into Order or Colleges / Organized
Profession

Based in Italy?

If your activity is not based in Italian, you must deselect

Type of Registration

Please, select at least one amongst Works, Services, and/or Supplies

business

Product Categories — | the full “List of Product Categories” is available in advance at the
Select all categories | bottom of the page https://ice.traspare.com/suppliers
relevant to your

Documents

( ta List of Product Categories

o
Suppliers Register Regulation
Regolamenta Albo Fornior

Section 3: Documents requests the following pdf files to be uploaded:

a. For COMPANY

Registration Report
(format: pdf, p7m)

Field to fill in Instruction

Identification Current valid personal ID Card or Drive License or Passport of the
Document person signing

(format: pdf, p7m) | 7 v 72— FT&E25 7 7 A VL OFAIT pdf £ 7213 pTmO AT

Company your organization’s articles of incorporation

ERR - BRREEFEEE, ELRERITEAEZ S AKX Y A | hitps://www.houjin-
bangou.nta.go.jp CEMIE AT 5 ERBE— [AREEEHRE o [BEE 27U v
J— [ ZDONR—=D AR 5] >5PDFT 7 A V& /ERR L TL 7280

Deadline

Enter the expiration date of each document. If the document does not
have an expiry date, enter a fictitious date with a later expiry date
(at least 3 years later)

FHEICHDWIROTHS RWGE, D L3 FEROAMEREL T{ESW
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Certification Held Optional. However, it is recommended to include all certifications held by
your organization.

b. For PROFESSIONAL

Field to fill in Instruction

Curriculum Vitae Please upload your CV

Identification Current valid personal ID Card or Drive License or Passport of the
Document person signing

Deadline Enter the expiration date of your identification document.

Certification Held Optional. However, it is recommended to include all certifications held

Section 4: Confirmation provides a summary of your responses during Step 3 — Registeras a
Supplier.

1. Please review the summary for accuracy.
2. You must consent to the processing of your personal data pursuant to EU Regulation
2016/679 (“GDPR”).
3. Now you can:
edownload the form named “REGISTRATION FORM FOR THE ELECTRONIC
PROCUREMENT SYSTEM?”,
¢ sign it either digitally (p7m files only) or physically (scanned PDF files only) “Place
anda Date” |23 & HAF A FC A, "Signature”lZ B4 %, 2HE HIZLTLEEN,
« re-upload it via the “Upload Form” button. The document can be uploaded later on.
BRX—TE1IDOPDF7 7 A VLT v 7r—RLTL SV (RO T 7 A VIERF])
4. Click “Confirm”

e “‘Confirm’z 7 V v 7 ¥ FTHEZHA LD &, TOX—VDOTFT—ZIIMEEFESNEEA,
Wz AEE AR C8A. A ED” BACKEND” #7 V v £ 3 HEY A A L, EHEZT v
Tu—RNTBHZEIIAHRETY, TOB, BICANLET—42FF LA, HFEEHE2 v 0
—RFLIB4., 7o 7ua—RLTWEELLERNH Y F1°,

5. Traspare sends an email to REM with subject “Registration Submitted” and in the
body of the email, it is stated as “Registration Status: Awaiting Approval’
A — L4 [POSTA CERTIFICATA: ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - Registration Submitted] (£ —/L®
Az [Registration Status: Awaiting Approval | 23:iR#) 23 EW 7= &8k EH T,

6. Later, you will receive an approval email with “the registration completed” in the
body of the email
BELZ£20~6000% 12, A—A44 TPOSTA CERTIFICATA: ICE AGENZIA PER LA PROMOZIONE
ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - Nuova Comunicazione
da ICE AGENZIA| (A —/V7R3IZ [Congratulazioni! La sua richiesta di registrazione al portale ICE
AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE
IMPRESE ITALIANE & stata confermata in data odierna.] 723:t#f) 2B\ - OB 7T T TY,



