Security & Stewarding 
Submission Checklist for Respondents
Actions in Bold Red text require a response from the Respondent
	Document
	Title
	Action for Respondent
	Completed Y/N     (Respondent to complete)

	Document 1
	Section I – Form of Agreement
	Review 
	

	Document 2
	Section II – T&C’s
	Review 
	

	Document 3
	Section III – Contract Service Requirements
	Review and seek clarification if anything is unclear
	

	Document 4
	Invitation to Tender
	Review and follow all instructions seek clarification if anything is unclear
	

	Document 4
	Appendix One
	Express Interest and Request Information
	

	Document 4
	Appendix Two
	Express Interest and Request Information
	

	Document 4
	Appendix Three
	Express Interest and Request Information
	

	Document 5
	Guidance for Scoring
	Review and seek clarification if anything is unclear
	

	Document 5
	Appendix One – Sections A – C Guidance
	Review each of the 3 sheets in the workbook and seek clarification if unclear
	

	Document 6 – Submission Schedules
	1. Schedule of Compliance for Section I
	Review Section I and complete schedule
	

	Document 6 – Submission Schedules
	2. Schedule of Compliance for Section II
	Review Section II and complete schedule
	

	Document 6 – Submission Schedules
	3. Guidance Notes
	Review and seek clarification if anything is unclear
	

	Document 6 – Submission Schedules
	4. Section A-C
	Complete template and submit
	

	Document 6 – Submission Schedules
	5. Sections D-Q
	Respond to each section (own format) and Submit
	

	Document 6 – Submission Schedules
	6. Section T - Pricing Schedule
	Complete template and Submit
	

	Document 6 – Submission Schedules
	7. Section R Event Scenarios (A + B)
	Review, complete (own template) and Submit
	

	Document 6 – Submission Schedules
	8. Section S Sub-Contractors
	[bookmark: _GoBack]Complete template and submit
	

	Document 6 – Submission Schedules
	9. This checklist
	Review and Complete
	



