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FORM OF TENDER - PART I

THE AGREEMENT

(To be completed on Contractors letter headed paper)



Dear 

Design agency for Electoral Commission corporate products 
C0120-BH-COMMS

Having examined the proposed Contract comprising of:

· the Scope of Work enclosed under cover of your Invitation to Tender letter dated [Date]; and

· this Form of Tender comprising of Parts I, II and III, General Conditions of Contract and Administrative Instructions, issued on [Date].

We do hereby offer to enter into a contract with the Commission on the terms and conditions in the said Contract subject only to Tenderer Qualifications as may be stipulated in the Form of Tender - Part II.

We undertake to keep the submission open for acceptance by the Commission for a period of one hundred and twenty (120) days from the return date.

We declare that this is a bona fide tender, intended to be competitive, and that we have not fixed or adjusted the amount of the tender submission by or under or in accordance with any agreement or arrangement with any other person.  We further declare that we have not done, and we undertake that we will not do any of the following acts prior to award of this Contract:

	(a)	Collude with any third party to fix the price of any number of quotations for this Contract.

	(b)	Offer, pay or agree to pay any sum of money or consideration directly or indirectly to any person for doing, having done or promising to be done any act or thing of the sort described herein and above. 

We confirm that our Parent Company will sign the Parent Company Guarantee, Form of Tender - Part III, prior to the award of the Contract and as a pre-condition thereto. [Delete or amend as appropriate]

Unless and until a formal Agreement has been executed by us both in substitution, therefore your written acceptance of this tender with all its enclosures shall constitute a binding Contract between us. We understand that you are not bound to accept the lowest or any price.


Signed: ...............………………………...................  	Date: ................................

Name (PRINT NAME): .............................………………

in the capacity of: .................................................. (INSERT POSITION WITHIN COMPANY)

duly authorised to sign Tenders for and on behalf of (INSERT COMPANY NAME AND ADDRESS):

	  ............................................................................

	  ............................................................................

	  ............................................................................

	  ……………………………………………………….





FORM OF TENDER - PART II



Design agency for Electoral Commission corporate products 
C0120-BH-COMMS


Tender Qualifications to the proposed Contract documents

The Tenderer shall list all matters (technical, commercial or contractual) in which his tender varies with the wording of the proposed Contract documents.

	Clause
Reference
	
	Cost
Adjustment (£)

	






















	
	



Note:	The Commission may reject a tender, which is non-compliant with the proposed Contract documents. Tenderers submitting qualifications should therefore give explicit justification and reasoning for entering a qualification, and should also give details of the costing necessarily involved for withdrawing any such qualifications, and or any relevant adjustments to the tendered rates/prices.



FORM OF TENDER - PART III
PARENT COMPANY GUARANTEE
(To be submitted in full on Contractor's ultimate Holding Company's headed paper)

Dear 

The Electoral Commission 
Design agency for Electoral Commission corporate products 
C0120-BH-COMMS

With reference to the Tender for the above services submitted by [insert name of Contractor] (hereinafter referred to as "the Contractor"), as a condition precedent for and in consideration of The Electoral Commission, (hereinafter referred to as "the Client") entering into a contract (hereinafter referred to as "the Contract") with the Contractor for the above services, we, as the Contractor's ultimate holding company do hereby enter into the following unconditional and irrevocable undertakings with the Client. That on condition that the Client enters into the Contract with the Contractor for the above services and in consideration of the same:

1.	The Contractor shall perform all its obligations contained in the Contract.

2.	If the Contractor shall in any respect fail to perform the said obligations contained in the Contract or commits any breach thereof, we shall ourselves perform on simple demand by the Client or take whatever steps may be necessary to achieve performance of the obligations under the Contract of the Contractor, and shall indemnify and keep indemnified the Client against any loss, damages, costs and expenses howsoever arising from the said failure or breach for which the Contractor may be liable.

3.	We shall not be discharged or released from our undertakings hereunder by any waiver or forbearance by the Client whether as to payment, time, performance or otherwise.

4.	This guarantee shall be unconditional and irrevocable and shall continue in force notwithstanding any variations or additions to or deletions from the scope of services to be performed under the Contract until all the Contractor's obligations thereunder have been performed; and

5.	This document shall be construed and take effect in accordance with English Law and we submit to the jurisdiction of the English Courts.

Yours faithfully

Signed: .............…………………..................  Position: ................…………................

Name: ....................………………….............       Date: ....………...............................

For and on behalf of [insert name of the Contractor's ultimate holding company]

Section 3(b) – Administrative instructions

1 Authorisation

1.1	The following person is authorised to act as the Commission's Representative on all matters relating to the Contract.

	Ben Hancock
	Campaigns and Corporate Communications Manager
The Electoral Commission
3 Bunhill Row
London
	EC1Y 8YZ

1.2	The Commission's Representative may authorise in writing other officers to act on his behalf.  

2 Address for payment

2.1	Invoices shall be sent to the Commission, clearly indicating the purchase order reference number, addressed to:

Finance Department
The Electoral Commission
3 Bunhill Row
London
	EC1Y 8YZ

3 Correspondence

3.1	All correspondence to the Commission shall be sequentially numbered and sent to the following address:

	Address at 1.1
		
3.2	All correspondence to the Contractor shall be appropriately referenced and sent to the following address:

	(to be completed by the Tenderer)

………………………………………………………
………………………………………………………
………………………………………………………
………………………………………………………
………………………………………………………
	………………………………………………………

Section 3(c) – Written proposal

The written proposal must be clearly structured according to the format given below and must be headed Sections 1, 2, 3 etc. The information provided will be an important factor at the evaluation stage and Tenderers should ensure that they have provided the information requested in full.

Contents

1. Service delivery proposal
2. Account and project management processes
3. Costs

The Tenderer is required to clearly describe how you are proposing to undertake the works, taking into consideration:

1. Service delivery proposal

· Provide information about your agency and design capabilities that are relevant to the requirements outlined in the Scope of Work.
· [bookmark: _GoBack]Provide three examples of your previous work to include corporate reports, infographics, and video projects.

2. Account and project management processes

· Provide details about your account and project management processes showing how you would meet the requirements outlined in the Scope of Work.
· Provide profiles for the key personnel who would work on our account, outlining their relevant experience.

3. Costs 

· Provide a detailed breakdown of costs for delivering a fully designed corporate plan, ready to be commercially printed.

In the scenario, you are provided with:

· a Word document of the written content (see accompanying document)
· our visual identity guidelines
· a maximum budget of £5,000, including all fees and charges.

We would expect to be provided with the following versions of the finished report:

· an accessible PDF
· a web-ready PDF
· a commercially print-ready PDF 

We would also like any infographics produced to be provided in a format we can share on Twitter.

For reference, this was our most recent published Corporate Plan.
	
· The rates entered in the appendices and schedules will be deemed to include for full compliance with the requirements of the Contract, subject to variation as detailed within Section One (Conditions of Contract).
· All rates include VAT.


APPENDIX A

Section 3(d): Pricing and Staffing Schedules 

Please complete the information requested below.


1.1	Total cost (including VAT) for delivering a fully designed corporate plan including all incidental and travel/accommodation expenses (see appendix B).

	Item
	Stg£ incl VAT


	
	

	
	

	
	

	
	

	
	

	TOTAL incl VAT
	




1.2	Please complete the breakdown of staff that will be used to deliver the a fully designed corporate plan and indicate their hourly rate.

	Key personnel
	Hourly rate: Stg£ incl VAT


	
	

	
	

	
	

	
	

	
	




1.3	Please highlight any other costs/comments you may wish the Commission to consider.

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………






Appendix B – Travel and Subsistence Policy
It is a Commission requirement that any costs incurred on travel and subsistence relate wholly and exclusively to business purposes, are demonstrably limited to additional cost incurred by the claimant and are actively managed to the minimum practical level. 

In particular when travelling on behalf of the Commission: 
· Rail tickets should be booked for standard class only and as soon as travel details are confirmed in order to ensure the lowest price. Open tickets should be used by exception only where it is not possible to commit to specific travel times.
· Air tickets should be booked for economy class only, and again as far in advance as is reasonably practical to ensure the lowest price.
· Bookings for classes of rail or air other than standard or economy should only be considered if the price can be shown to be the lowest cost option or the only available means of travel.
· The use of taxis is restricted and should only be used where the use of public transport is not appropriate (in particular for safety purposes or where heavy or valuable equipment is being carried).
· When using personal transport for business purposes a mileage allowance (currently 45p per mile) is payable subject to demonstration of a valid car insurance policy allowing business travel. 
· The expenses policy does not include responsibility for personal losses when travelling on Commission business. Suppliers may wish to consider appropriate insurance at your own expense.
· The Commission will not be liable for any loss or damage suffered by an employee in the event of an accident when travelling on Commission business, save for death or personal injury resulting from the Commission’s negligence.
· The Commission will not reimburse the costs of penalties incurred while on Commission business (e.g. penalty fares for not holding a valid rail ticket, driving or car parking fines).
· You should retain all travel and subsistence receipts for possible inspection until your invoice is fully paid by the Commission;

The Commission will pay the costs of commercial overnight accommodation as indicated below:
	Type of accommodation
	London
	Elsewhere

	Hotel
	£130.00
	£90.00



The Commission will reimburse the cost of meals during a journey on Commission business provided that:
· a total of more than 4 hours is spent away on Commission business 
· it would not be reasonable for you to return home or to your normal place work in that time
· the meals claimed are appropriate to the time away e.g. if you travel in the morning and are back by early afternoon it might be appropriate to claim for breakfast and/or lunch but not dinner
· you are staying away from home and meals are not included in the price of your overnight accommodation

If you are travelling and staying away from home overnight the daily allowance is up to £30, which must cover the cost of breakfast, lunch and dinner if not already included in the price of the accommodation.

If you are travelling but not staying away overnight the individual meal allowances are: breakfast (up to £5), lunch (up to £10) and dinner (up to £15). All meal claims must be supported by valid receipts.
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