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	Supplier Response Document
	



Dear Potential Suppliers,

Please ensure that you tender submission  includes (as a minimum) responses to the points listed below.
[bookmark: _GoBack]
Technical/Quality
	
	Included/Confirmed

	Please outline your methodology and key work tasks that will be carried out as part of the transition process
	

	Please include a full project plan or timetable for transition including resource requirements for RCGP
	

	How will you ensure buy in from College Staff, Members and Officers of your online system and what steps will you take to maximise use of the online booking system at implementation and throughout the contract life
	

	Please outline how you will ensure that users adhere to the College travel policy? How will you resolve issues of non compliance?
	

	What steps will you take to ensure that your third party providers adhere to agreed rates at the Colleges preferred locations?
	

	How will you engage with users to ensure continued customer satisfaction?
	

	If there are any areas of the specification which you are not able to meet, please detail them. Otherwise, please confirm acceptance of the Specification.
	

	Please provide details of three organisations from whom the College can obtain references where you have implemented and delivered new travel services over the last 2 years
	



Commercial
	
	Included/Confirmed

	Please complete and include within your tender submission the attached form of tender
	

	Please confirm your acceptance of the attached terms and conditions or include within your tender submission any proposed amendments. Please note that any amendment requests will be considered, however, the College will not enter into any lengthy negotiations around the terms.
	

	Please include copies of your last three years of audited accounts
	



Price
Please note that all prices must be inclusive of all costs but exclusive of VAT. Please complete Schedule 4 Supplier Pricing Document. Note that this should be used as a guide and if you require any additional fields or columns, these may be added. If you wish to include a fixed management fee as opposed to transaction fees, please detail it here:

	Fixed monthly management fee
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