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This document has been prepared for the use of XXXXXXX only.

Copyright © 2002 by Center for Economics and Management Systems.  No part of this document shall be reproduced in any way without written permission of Center for Economics and Management Systems.

Executive Summary

provide an executive summary of the offer/proposal.  Suggest no more than 2 pages.

Executive Summary continued

Tenderer’s Information

	Name and Corporate Status:


	

	Business Number: 

Company Number:
	

	Registered business name:
	

	Date and place of incorporation:


	

	Registered office:
	

	Principal business address:
	

	Internet address for the business:


	

	Details of representative during tender process (officer with authority to bind the Tenderer):


	(Postal and Physical Address as per the above)


DECLARATION BY TENDERERS

The undersigned hereby tender and offer to supply the services tendered for at the price offered:

Signature:  ______________________________
(Executive Director)

Date:


Duly Authorized to Sign Tenders for and on Behalf of Center for Economics and Management Systems

OFFERED PRICE

The following tender price is offered for the provision of services for PROJECT SERVICE for the RELEVANT BODY as specified:

Total:


Confidentiality

Confidentiality will be upheld by all concerned in the submission of this tender.

Conflict of Interest

The Tenderer is not aware of any matter that has the potential to create a conflict of interest in relation to individual or joint involvement in this Project.  Should such a matter arise the Tenderer undertakes to notify the client immediately, and to take all appropriate steps to ensure that the interest of the client are protected.

Financial Viability

Insurance

Insurance coverage is as follows:

	
	Insurance Broker
	Policy Number
	Amount
	Expiry Date

	Public Liability
	
	
	
	

	Workers Compensation


	
	d.
	
	

	Professional Indemnity
	
	
	
	


Organisational Profile

Professional Standards

Quality Assurance

Integration of findings from a variety of sources, including published research evidence, expert opinion and industry and key stakeholders will ensure high quality of the process and output of this tender.

Sub-contracting

The Tenderer will undertake all work associated with the provision of services as outlined within this tender, and accordingly will not sub-contract a part or all of the services offered.

Tender Compliance (WHERE APPLICABLE)

xxxxxxxxxxxxxxxxx has reviewed and will comply with each of the clauses and draft conditions of contract as proposed within the request for tender document.

Introduction

Objectives

The Project Team will meet the following objectives;

Methodology

Outcomes

The outcomes of this project will include….

Project Team

Timeframes

A first draft of the xxxxxx will be provided to the xxxxxxx within xxxx weeks of signing of the contract.

A final draft will be provided to the xxxx within xxxx weeks of signing the contract.

	Commence Project
	xx 2002

	First draft Guidelines for Working Party consideration
	xx 2002

	Comments from Working Party
	xx 2002

	Second draft Guidelines for Working Party consideration
	xx 2002

	Public Comment
	xx 2002

	Final draft Guidelines
	xx 2003


Reporting

The Tenderer will provide monthly written progress reports, which will include the following information:

· The status of the project;

· Any delays in the project;

· Confirmation of the expected finishing time; and

· Matters that the Client may consider important to the conduct of the project.

Evaluation Criteria

Achieving the requirement:

(a) The extent to which the tender meets the Statement of Requirement

Executive Summary

An executive summary of the offer/proposal can be found on page 3 of this tender.

Proposed Methodology

provide a detailed description of the methodology proposed.

Project Plan

include a project plan including steps to be undertaken, including milestones and completion dates. (ie, first two weeks – search literature which will……)
Quality/Performance Criteria

All members of the xxxxx Team bring specialist knowledge and expertise to the project and the teamwork approach to xxx xxxx and xxxx will optimise quality.  The use of an Advisory Group to guide and advise the xxxx Team will also enhance quality of the project.  The xxxxx Team is fully committed to open and honest collaboration with all key stakeholders through the duration of the project.  The Team will provide interim reports describing progress, outcomes and barriers at the completion of each phase of the project, and annually following course delivery.  Additional reporting may be negotiated with the xxxx Team and the xxxxx. 

(b) Understanding of cultural, community and organisational sensitivities relevant to the assignment;

Tenderer’s Capacity and Infrastructure:

(a) Appropriate experience and skills of key personnel and support personnel;

The Consultancy Team Members are:

· XXXX

· XXXX

A brief curriculum vitae for each project team member is included as an appendix.

The people nominated for their expertise and skills in xxxxx will be available to the Project through xxxxx.  Each member of the Project Team has a personal commitment to the goals of the xxxxxxxx. 

Track record and roles of the project team members

(b) Availability of key personnel at the time required;

(c) Backup available to key personnel, including guidance available from Senior Contractors;

(d) Previous performance on comparable projects, indicating the tenderer’s dependability and quality of work;

Whole of Project Costs:

Budget info to be included.

Appendix 1
Curriculum Vitae (abbreviated)

Appendix 2
xxxxx Annual Reports – 1999, 2000 and 2001.

Appendix 3


Appendix 4


DECLARATION OF BUSINESS STATUS

(a)
Company name

xxxx.

(b) Date and Place of Incorporation


xxxx

(c) Registered Office

xxx

(d)
Business Postal Address

xxx

(e)
Full names and addresses of Directors

xxxx

(f)
Name of Holding and Subsidiary Companies

xxx

Certification

I certify on behalf of xxxx that to the best of my knowledge:

(i) none of the Proprietors, Directors, Managers or their spouses is or has ever been Bankrupt or a Director, Manager, or Secretary of a Company that is being or has been wound up (whether voluntary or otherwise); and

(ii) the business is not trading under

a) an arrangement and/or reconstruction

b) receiver and management

c) official management

d) an arrangement with creditors with sequestration (i.e. without the proprietors being made bankrupt)

Signed:

For xxxx

Position Held:  Executive Director

Date
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