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This Form of Tender template pertains to the Access Consultant Invitation to Tender (ITT) for Harewood House Trust (HHT).

1. Tender Information

All tenders and supporting material should be returned to HHT by email to Kath Knight at kath.k@harewood.org by no later than 12 noon on 5 October.  Any tenders received after this date will not be considered.  

If for any reason you are unable to return your tender by the deadline, you must contact Kath Knight.  HHT may grant individual extensions in exceptional circumstances only, any late submission without HHT approval will not be considered. 

As part of the tender submission HHT require written tenders on how requirements of this tender contract will be delivered and as well as a costing submission.  The tender will be evaluated against the written response (quality) and the tender cost (cost).  Each submission will be scored on a 30/70 basis with 70% of the scores being awarded for quality and 30% awarded for cost. 

When returning your tender please ensure that:
· Documentation is on Microsoft Word or Excel format, only supplementary material may be supplied in PDF e.g. references, accounts etc.
· All documentation is properly completed and included in a single return.
· The specified deadline is met.

As part of the tender process, tenderers are required to complete the following template.  Tenders will be scored based on the following and any additional material requested, any material outside that which is requested will not be scored or considered when reviewing the tender. 

2. Company Details

	Full name of company or individual tendering  
	

	Registered office address
	Company registration number
	

	
	VAT registration number
	

	
	Name of parent company
	

	Type of organisation

	Public Ltd. Company
	☐	Limited Liability Partnership
	☐	Sole Trader
	☐
	Limited Company
	☐	Other Partnership
	☐	
	

	Other 
	☐	If ‘other’ please specify here:

 
	



3. Tender Questions

3.1 Experience of the company and proposed working methods

In no more than 4 A4 pages please detail your company’s related experience and your proposed approach to meeting the tender specification.
	



3.2 Programme

Provide an outline programme for the duration of the contract.  
	




4. Costing schedule
Quotes or tenders must include any VAT or other taxes required. It should be assumed that all the requirements under the specification should be included in the costing proposal. If required, you may submit a separate costing sheet in Excel format.

	Service component
	Unit Cost (£)
	Annual Cost (£)
	Cost over contract term (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Cost:
	
	
	



No additional costs will be considered by the HHT unless these are stated clearly in the Costing Schedule response, including expenses.

5.  References 
Please provide two written references from organisations that you have delivered contracts which are relevant to the HHT’s requirements as stated in the specification.

6. [bookmark: _Toc1781381519] Declaration

	I/We declare that to the best of my knowledge, the answers submitted in the Invitation to Tender document are correct. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to tender for the HHT’s requirement. Should the HHT discover any discrepancies or that I have been dishonest with the answers, this will result in the organisation to which I have completed this tender for being rejected from the tender process. Or if awarded a contract, it may have the contract terminated with immediate effect and no cost incurred to the HHT.

I/We confirm that this Tender will remain valid for 90 days from the date of this Form of Tender.

I/We confirm and undertake that if any of such information becomes untrue or misleading that I/we shall notify you immediately and update such information as needed.

I/We confirm that the I/we are authorised to commit the Tenderer to the contractual obligations contained in the Invitation to Tender and the Contract.


	Name
	

	Position (role title)
	

	Address
	

	Email Address
	

	Phone Number
	

	Signature (e-signature is acceptable)
	
	Date
	



SIGNATURE IS MANDATORY, FAILURE TO DO SO WILL RESULT IN YOUR BID BEING DEEMED NON-COMPLIANT AND DISQUALIFIED FROM THIS PROCESS.

image2.png
=

Heritage
Fund




image1.png
"ﬁ HAREWOOD




