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Request for Tender
For the Provision of:
Enter the details of your tender here.
Table of Contents

3Section 1 – Introduction


6Section 2 - Specification Document


9Section 3 – Response Document


12Section 4 – Bona Fida Tender Certificate


13Section 5 – Tender Checklist




Section 1 – Introduction
1. Introduction
We wish to appoint a vendor to provide goods/services through a process of competitive tender. The requirement is set out in the scope of works, detailed in Appendix 1. 

2. Return of Tender Submission
The deadline for returning this tender submission is XX.XX.XXXX. All tender documents should be sent to the below contact. If, after acknowledging receipt of this package, the vendor decides not to submit a RFT, please return the RFT package.

	Name:
	Name

	Position:
	Position

	Telephone No.:
	Number

	Email:
	Email


In addition, all completed proposals/ tenders should be returned in the required format to the above on or before the RFT closing date. The RFT and all accompanying documents are to be in English. RFT prices shall be in Euro.
All vendors will be provided with the same information to complete this tender. Vendors are invited to submit questions via email to the above contact where required. If deemed appropriate, our response, as well as the nature of any query will be notified to all vendors, without disclosing the name of the vendor who initiated the query.

3. Independent Request for Tender
By submission of a RFT, the Vendor warrants that:

a. Consultation, communication, agreement or understanding for the purpose of restricting competition, as to any matter relating to such prices, with any other vendor or with any competitor. 

b. Unless otherwise required by law, the prices which, have been quoted in the RFT, have not knowingly been disclosed by the vendor, directly or indirectly, to any other vendor or competitor, nor will they be so disclosed.

c. No attempt has been made or will be made by the vendor to induce any other person or firm to submit or not to submit a RFT for the purpose of restricting competition.

4. Modifications or Amendments to RFT 
Any advice of a modification to the RFT shall be issued at least seven days before the RFT closing date and shall be issued as an addendum to, and shall be deemed to constitute part of, the RFT.  

If necessary, we may revise the RFT date in order to comply with this requirement.  Except under exceptional circumstances no extension of time and date by which the RFT must be submitted will be granted.

5. Value Added Tax


All prices must show:

a. Price before VAT/Taxes

b. VAT Rate/Tax rate.




   

c. Price including VAT/Taxes. 

6. Cost of RFT 

In submitting a tender response, the vendor acknowledges that they are responsible for any costs or expenses incurred by them connection with the preparation or delivery or in the evaluation of the RFT. We will not be liable for such costs.
7. Validity Period of RFT
All details of the RFT, including prices and rates are to remain valid for a minimum of three calendar months after the closing date of the RFT.

8. Discretion
We do not undertake to accept the lowest RFT, or part or all of the RFT and the acknowledgement of receipt of any submitted RFT shall not constitute any actual or implied agreement between us and the vendor.  We reserve the right to accept any part, or all, of any RFT or RFTs at our sole discretion.

9. Results of the Competitive Tendering Process



An evaluation team will consider all RFTs correctly submitted and will select one or more with a view to reaching a contractual agreement subject to clarification of any outstanding matters.  When the final decision on the results of the RFT has been taken all vendors will be informed in writing whether or not they have been successful.  No other information shall be given on the progress of the tendering procedure. The selection criteria for evaluating the RFT are included in Section 2 - Specification Document.

Any contract which may result from this RFT will be based on a service level agreement and terms and conditions with the supplied prices and details.

10. Documents Associated with this RFT:
a. Instructions Document (Sections 1, 4, 5 & 6).
b. Specifications Document (Section 2).
c. Response Document (Section 3 and attached excel template). Please ensure to complete both for return as part of the tender pack.
*You should design a simple Excel table for pricing that details the information you will require. By asking all vendors to complete the same form, it will make it easier to compare submissions and also highlight any inconsistencies.
Section 2 - Specification Document
1. Background

This contract is for the provision of enter details of tender. This contract will be put in place for a term. See Appendix A for a detailed list of requirements. This contract will be subject to annual review.
2. Selection Criteria

The proposal / tender will be evaluated based on selection criteria, which are detailed in Appendix B.
3. Contract Management

Once the contract comes into effect, the day to day management of this contract will be managed by the TBC for Name of your Company.
4. APPENDICES

Appendix A  

Specification Details

Appendix B

Selection Criteria

Appendix A – Specification Details
Enter details specific to this tender here. 
Appendix B – Selection Criteria
1. Qualification Criteria

Tenders not excluded will be initially evaluated by reference to the following qualification criteria:

1.1. Completeness and compliance of tender documentation;

1.2. Stated ability of the tenderer to meet the requirements set out in this document.

2. Award Criteria

The contract will be awarded from the tenders, which meet the qualifying criteria above on the basis of the most advantageous tender, applying the following award criteria:
2.1. Price competitiveness.

2.2. Ability of the vendor to provide satisfactory service.

2.3. Lead times.

2.4. Reputation of the vendor in the wider market.

2.5. The vendor’s levels of corporate social responsibility.

2.6. Design of the product.

As part of its evaluation process and prior to the award of contract, we may require tenderers (including the principal personnel to be associated with the contract) to make a presentation of their proposal to the Evaluation Team.

Section 3 – Response Document 
Please read the following information before completing this document:
· Responses to this RFT must be made in the same format (using the same number conventions) as are in this RFT. 
· Please ensure that all required information is included in your RFT.  Neutral comments such as ‘noted’ will not be accepted as a compliant statement.  
· Any failure and/or incompleteness in this respect may result in rejection of the RFT.
· For your assistance notes are included under each response point – these should be deleted and replaced with the required information.
· Please note that a copy of the completed response is required in electronic format.

Vendor Details
1.0 Name of the Vendor:
1.1 Postal Address:
1.2 Email Address:
1.3 Telephone Number:
1.4 Project Manager/ Account Manager 
Please include the Project Manager/ Account Manager’s full name and qualifications.
1.5 Company Profile
(a) Legal form of company (public, limited, partnership, etc.):
(b) Length of time in existence:
(c) Number of employees (total):
2. 
Sub-Contractors (If Applicable)


3. References
Vendors must nominate a minimum of two reference sites/ contracts. At least one contact person must be identified for each site, detailing the individual’s name, job title, address and telephone number.

4. Pricing
Pricing is to be submitted in the attached excel document.

Section 4 – Bona Fida Tender Certificate
Contract Title 
To:
Finance Director, Your Company Name.
1.
The essence of tendering is that the party inviting tenders shall receive bona fide competitive tenders from all firms tendering. In recognition of this principle, we certify that this is a bona fide tender intended to be competitive, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.

2.
We also certify that we have not;
(a)
communicated to a person other than to the person calling for these tenders the amount or approximate amount of the proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of this tender.
(b)
entered into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted.
(c)
offered, paid, given or agreed to give or pay any money or other valuable consideration directly or indirectly to any person as an inducement to cause him to do any act or thing described in subparagraphs (a) and (b) above in relation to any other tender submitted or proposed to be submitted for the Tender for this contract.
3.
We undertake that we will not do any of the acts mentioned in paragraphs 2(a), 2(b) or 2(c) above at any time before the acceptance or rejection of this tender.

4. In this certificate the word "person" includes any persons and any body or association, corporate or unincorporated and "any agreement or arrangement" includes any such transaction, formal or informal, and whether or not the same is legally binding.

	Signed/Executed as in Tender
	

	For and on behalf of (Firm)
	

	Dated
	


Section 5 – Tender Checklist
	Document/ Item
	Check

	RFT Document questionnaire (Section 3 of This document)
	 FORMCHECKBOX 


	Pricing Document (Separate excel workbook)
	 FORMCHECKBOX 


	Presentation or Proposal (Where applicable)
	 FORMCHECKBOX 




THE INFORMATION SUBMITTED IN THESE TENDER DOCUMENTS IS CONFIDENTIAL
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