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[bookmark: _Toc3883989]INTRODUCTION
This Request for Proposal (RFP) has been prepared by London & Partners Ltd (L&P).
The purpose of this Request for Proposal is to seek offers to supply the provision of graphic design service for an event called “London Business Awards 2020”.
Persons to whom this Request for Proposal has been sent are invited to submit such offers in accordance with Section 5 Statement of Requirements contained within this Request for Proposal.
This document:
(a) States the conditions which govern the Request for Proposal process (section 2).
(b) Provides background information about London & Partners (section 3);
(c) Describes the services which London & Partners seeks (section 5)
(d) Supplier Questionnaire (section 7)
(e) Commercial responses (section 8)


MS Dynamics 2011 RFP
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[bookmark: _Toc3883990] SPECIAL CONDITIONS OF RFP
[bookmark: _Toc3883991]Closing Date
RFP Responses should be submitted by email on 30/09/2019 12:00 a.m. London & Partners reserve the right to extend this deadline.

[bookmark: _Toc3883992]Information to be provided with Request for Proposal
RFP Respondents shall ensure that all information requested in this document is supplied. Failure to provide all the information asked for may render the RFP invalid at the discretion of London & Partners.

[bookmark: _Toc3883993]Clarifications
RFP respondents seeking clarifications regarding this Request for Proposal may do so in writing and must be submitted by 19/09/2019 12:00 p.m. Clarification responses will be sent to all suppliers ensuring transparency and fairness.
All questions by respondents should be asked in a generic fashion, thus enabling London & Partners to provide a response that can be distributed to all RFP respondents.
The following email address will be the main contact source for all RFP respondents: 
mibpprocurement@londonandpartners.com
[bookmark: _Toc3883994]Notice of Intention / Request for Further Information
You should notify L&P on the address above of your intention to make a submission by 19/09/2019. Failure to notify London & Partners will not eliminate you from submitting a response but may result in having inaccurate information throughout the process.

[bookmark: _Toc3883995]Late or Non-compliant Request for Proposal Responses
London & Partners reserve the right to not consider non-compliant or late RFP responses.	

[bookmark: _Toc3883996]Authority
RFP submissions shall include a signed copy of the Form of Tender. If not provided you will be excluded from this procurement exercise.

[bookmark: _Toc3883997]Collusion/ Joint Request for Proposal
RFP submissions shall include a signed copy of the non-collusive certificate. If not provided you will be excluded from this procurement exercise.

[bookmark: _Toc3883998]Corrections and Addenda to the Request for Proposal
Corrections and addenda to this Request for Proposal will be provided to all RFP respondents and will form part of this Request for Proposal. RFP respondents must acknowledge in writing receipt of corrections and addenda to this Request for Proposal.

[bookmark: _Toc3883999]Notification
Each RFP respondent will be notified in writing from London & Partners of the success or failure of their response.

[bookmark: _Toc3884000]Value Added Tax (VAT)
All prices quoted should be excluding VAT and clearly stated as such. RFP respondents must provide their Business Registration Number (Companies House Registration number) or provide a reason as to why one cannot be supplied.

[bookmark: _Toc3884001]Standard of Responses
The specifications contained herein are indicative of London & Partners' requirements and any services offered should be of at least the same standard and potential.

[bookmark: _Toc3884002]Amendment of Request for Proposal
London & Partners reserves the right to amend this specification and/or any other document prior to the closing date and the amendments will form part of this RFP.

[bookmark: _Toc3884003] Withdrawal of the Request for Proposal
London & Partners reserves the right to withdraw this Request for Proposal, or any part or parts of this Request for Proposal, at any time without giving reasons.

[bookmark: _Toc3884004]Confidentiality
The RFP respondent and London & Partners (each a “Party”) agrees that it will not at any time, either during or after the RFP process divulge any information in relation to all or any of the other party's affairs or businesses or any fact or matter relating to this RFP process and each of the parties shall use its best endeavours to prevent the publication or disclosure of any information concerning the business of the other party or any of their dealings, transactions or affairs.

[bookmark: _Toc3884005]General Conditions of Contract
London & Partners Standard Terms & Conditions Apply (please visit our website www.londonandpartners.com)
[bookmark: _Toc3884006]No contract
Neither this Request for Proposal nor any response is intended to constitute an offer to any party. There shall be no contract between London & Partners and any respondent to the RFP unless and until a separate written legally binding agreement is executed by both parties.

[bookmark: _Toc3884007]Request for Proposal Costs
London & Partners shall not be responsible for any costs incurred by RFP respondents in complying with this Request for Proposal or in any subsequent discussions or negotiations.
[bookmark: _Toc3884008]
COMPANY BACKGROUND INFORMATION 
[bookmark: _Toc3884009]General
London & Partners is a private company limited by guarantee. It is a not-for-profit public private partnership, funded by the Mayor of London and a network of commercial partners.
We work in partnership with organisations in London and across the world to deliver our vision and mission.
Our remit is to drive leisure and business visitors to London as well as bidding to secure major events in the capital, attract new foreign businesses (Foreign Direct Investment) and help existing foreign owned companies expand. We also promote the capital's universities to international students.
[bookmark: _Toc308097266][bookmark: _Hlk3283606]London & Partners employs approximately 200 staff in total. For more information visit our website   www.londonandpartners.com  
Potential respondents should be aware that London & Partners is subject to public accountability responsibilities in terms of annual reporting to Greater London Authority, which may apply to any contract resulting from this tender process.
[bookmark: _Toc3884010]Current Situation

About the London Business Awards – 5 March 2020
The London Business Awards is an invitation only evening event led by the Business Directorate, and partly funded by the European Regional Development Fund (ERDF). It will honour the success of Mayor’s International Business Programme, Business Growth Programme and London & Partners’ FDI companies by giving out 12 awards across various growth categories e.g.:  
· Highest Growth 
· Disruptor in Tech
· Paying it Forward
 
We will be shining a light on the successes of our companies and also providing our guests with an opportunity to network with other start-ups, scale-ups and influencers from across London and share with them key London messaging.  
 
By the end of January 2020 collectively the programmes will have supported more than 3,500 companies to make their growth ambitions a reality.  
In 2019, our inaugural London Business Awards shone a light on success and innovative excellence across London’s business community, celebrating the growth and achievements of all the companies proud to call London their home.
With 700+ guests, the awards recognised a number of categories to encompass the accomplishments of businesses and key individuals, celebrating the creativity and diversity of London business and ambassadors building London’s reputation for tomorrow.
These awards included sub-categories around: Growth, Social Impact & Ambassador Awards with 10 winners announced on the night across the three categories. See last year’s winners along with more details around the awards here: https://business-awards.london/
On 5 March 2020, London & Partners will host next year’s ceremony in a large-scale London venue (TBC). We anticipate 850 guests including CEOs, entrepreneurs and supporters of London’s business community alongside companies, partners, mentors, strategic partners and corporates from the Mayors International Business Programme, the Business Growth Programme and our Inward Investment companies.
As the design concept, branding and assets were created in our inaugural year, we do not anticipate changing the overall design or rebranding the event.  There may be minimal updates to be made to logo positioning/colour palette etc as we look to align branding with new London & Partners guidelines, however, we don’t anticipate the branding to change drastically.  
The appointed agency will, therefore, be working off existing templates created by an external design agency which currently include: 
DESIGN 
· Invitation 
· Step and repeat boards 
· Brochure (design) 
· Trophies 
· Slides / Digital branding on screens
· Judges Packs (PPT)
  
VENUE DRESSING  
· Step and repeat boards
· Zoning areas
· Design of the stage area backdrop 
· Digital loop
  
SOCIAL MEDIA 
· Social media assets for LinkedIn and Twitter channels 
· Animated gif
 
WEBSITE
· Website: https://business-awards.london




About the Business Growth Programme (BGP): 
http://business.london/business-growth-programme
Offers impartial business advice and support to businesses based in London with fewer than 250 employees and turnover of less than £40m looking to grow across London. We can help unlock your business potential by identifying barriers to growth and providing strategic solutions including mentoring, workshops, business growth advice and opportunities across our London network.
About the Mayor’s International Business Programme (MIBP):
http://GotoGrow.London  
Open to fast-growing companies in London operating in four broad sectors: technology, life sciences, creative and urban, the Mayor’s International Business Programme is tailored to fit specific international growth ambitions. An exclusive & award-winning programme, it provides a bespoke mentoring scheme, delivered by leading entrepreneurs and business leaders; expert advice and workshops; targeted trade missions; and access to live leads and opportunities. 
Both Programmes are part-funded by the European Regional Development Fund (ERDF). 

[bookmark: _Toc3884011]Specification

The provision of graphic design service for the London Business Awards 2020 
We are looking to appoint an external supplier who can work directly for the London Business Awards (LBA). The chosen supplier will be expected to work with our LBA project team to work on some or all the following event branding requirements: 

DESIGN & PRODUCTION  
· Invitation (design, print and produce) – print costs covered separately
· Step and repeat boards with logos
· Brochure (design) – print costs covered separately
· Goodie bags (branded)   
· Branding across the event
· Trophies (created and produced) 
· Slides / Digital branding on screens (for awards categories and holding slides)
· Judges Packs
 
VENUE DRESSING 
· Fog wall / projection screen
· Step and repeat boards
· Zoning areas 
· Design of the stage area
· Banners 
 
SOCIAL MEDIA – DESIGN OF DIGITAL ASSETS
· Social media assets for LinkedIn and Twitter channels
(Around, during and after the event and to promote event, shortlist & winners)

WEBSITE & VIDEO
· Updates and uploading of event images/videos post-event
· Support video editing and animation work requests (GIF / animated social media assets)

PROJECT MANAGEMENT
· Account Management with weekly reporting on financials and project status.

Expectations on how work would be managed and delivered by supplier
· Agreeing the brief
· Sizing, costing and scheduling the work via dedicated project manager
· Production following LBAs brand guidelines and using approved assets e.g. rights-cleared photography and logos 
· Feedback and amends management
· Delivery on time and budget
· Produce quality design which adheres to our branding guidelines and supports business objectives for the Awards


Other requirements from supplier 
Ability to scale
We require an agency or supplier that has the capacity to scale as we may require multiple design work simultaneously (e.g. website updates alongside design and venue dressing).

Responsive delivery
We often require quick turnaround work; therefore, the selected supplier should be able to start on a project within 24 hours if required.

Video delivery
Supplier should be able to support video production/editing and animation work requests. Typical animation requests include showcase videos and case studies, motion graphics ads for major events electronic boards, web banner ads and animated social media assets. If the supplier cannot supply this directly, they must be able to offer the services as part of the agreement. We anticipate that the bulk of this work will use existing footage.

Software compatibility 
Chosen supplier will need to supply all final artwork files over and therefore use the same design software packages. We use Adobe Photoshop, InDesign, Illustrator, Premiere, After Effects, PowerPoint and InCopy.

Account management
Chosen supplier should provide a dedicated account manager or project manager. This person should be our single point of contact that would be expected to liaise directly with our stakeholders and resource manager to ensure smooth delivery of requests. The agency will report to the Senior Marketing Manager and the Head of MIBP, and to the Compliance team in relation with project budget and invoices.

Social first design
The chosen supplier should have a proven track record in delivering social first assets for Twitter and LinkedIn. They should have a clear understanding of format and best practice for these platforms.

Blended rate pricing structure
The chosen agency should be able to supply us with a blended rate pricing structure. We’ve found that this works well and allows us to easily cost out work and not worry about the type of people working on projects from the agency side.

Project estimate value: Maximum £30,000 + VAT

Critical Success Factors 
· Increased audience perception of L&P/Programmes 
· Positive feedback from clients and partners
· Raised brand awareness to internal and external stakeholders
· Audience engagement through design/visuals
· Impressions on LinkedIn/Twitter (social media reach)
· Value for money


Breakdown/Phasing 
· Inception meeting (11/11/2019)
· Handover of assets (11/11/2019)
· Briefs/ weekly meetings - every Monday 11am-12pm
· Weekly reporting on finance and project status - every Friday at 12pm
· Onsite visits pre-event - to be confirmed with Events Manager
· Launch day (05/03/2020)
· Debrief meeting - post LBA event - TBC

Key Information  
Tender documents should be submitted in pdf, and financial annexes should be submitted in excel. Please refer to documentation required in Section 7.

Assumptions 
Chosen supplier will need to supply all final artwork files over and therefore use the same design software packages that the Marketing and Design teams use at L&P: Adobe Photoshop, InDesign, Illustrator, Premiere, After Effects, PowerPoint and InCopy.




[bookmark: _Toc3884012]RFP Timetable
	Request for Proposal Issued
	12/09/2019

	Clarification Deadline
	19/09/2019 12:00 pm

	Response to Clarification
	23/09/2019 5:00 pm

	Deadline for Proposal Responses
	30/09/2019 12:00 am

	Proposal Clarification Presentations
	Week commencing 21/10/2019

	Notification of preferred supplier
	26/10/2019

	Standstill period
	10 calendar days

	Contract Awarded
	07/11/2019

	Initial Project Meeting
	11/11/2019


This procurement is intended to follow the time-line above but could be subject to change


[bookmark: _Toc3884013]Term and Termination
Contract will be for a period of 5 months only.

[bookmark: _Toc3884014]Payment Arrangements 
London & Partners payment terms are 30 days from the receipt of an invoice following receipt of goods or services.

All RFP respondents must agree to provide invoices in a format which is suitable for London & Partners.  London & Partners preference is to pay its accounts by electronic funds transfer (EFT) direct to the nominated bank account of the supplier.

RFP respondents should state any discounts they offer for early settlement.

Prices provided by RFP Respondents are to be quoted in British Pounds and remain valid over three months. In addition, London & Partners reserves the right to purchase extra proposed options over time.






[bookmark: _Toc3884016]Company Information

	Potential supplier information

	Question
	Response

	Full name of the potential supplier submitting the information

	

	Registered office address (if applicable)
	

	Registered website address (if applicable)
	

	Trading status 
a) public limited company
b) limited company 
c) limited liability partnership 
d) other partnership 
e) sole trader 
f) third sector
g) other (please specify your trading status)
	

	Date of registration in country of origin
	

	Company registration number (if applicable)
	

	Charity registration number (if applicable)
	

	Head office DUNS number (if applicable)
	

	Registered VAT number 
	

	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	[bookmark: _30j0zll]YES/NO
N/A

	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	[bookmark: _2et92p0]YES/NO


	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	Trading name(s) that will be used if successful in this procurement
	

	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)
b) Sheltered Workshop
c) Public service mutual
	

	Are you a Small, Medium or Micro Enterprise (SME)?
	[bookmark: _3dy6vkm]YES/NO


	Details of Persons of Significant Control (PSC), where appropriate:  
- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 	- Over 25% up to (and including) 50%, 
	- More than 50% and less than 75%, 
	- 75% or more. 

(Please enter N/A if not applicable)
	

	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	

	Details of ultimate parent company:

- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	





Evaluation criteria 
All responses will be assessed only against the criteria published below, arranged in no particular order of priority. Respondents are advised in their own interest to address the criteria suitably to enable an accurate assessment to be made of their submission.

Exclusion criteria

Tenderers shall be excluded from participation in a procurement procedure if one or more of the circumstances below apply to them:

	They are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations
	YES/NO

	They have been convicted of an offence concerning their professional conduct by a judgment which has the force of res judicata 
	YES/NO


	They have been guilty of grave professional misconduct proven by any means which the contracting authority can justify
	YES/NO


	They have not fulfilled obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the contracting authority or those of the country where the contract is to be performed 
	YES/NO


	they have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the European Union's financial interests 
	YES/NO


	Following another procurement procedure or grant award procedure financed by the European Union budget, they have been declared to be in serious breach of contract for failure to comply with their contractual obligations.
	YES/NO





Selection Criteria 

Tenderers should have the necessary financial, technical and professional capacity to perform their obligations under the contract. Selection criteria are a pass or failure. Any responses evaluated as a failure will be deemed noncompliant and not considered further.

This section is EVALUATED on a PASS/FAIL basis. PASS equals YES. Fail equals NO.
Economic and Financial Standing
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
	YES/NO

	If you are unable to provide audited accounts for the last two years as an alternative are you able to provide on request a statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet of Financial Position and Statement of Cash Flow for the most recent year of trading
for this organisation?

	YES/NO


	If you are unable to provide audited accounts for the last two years as an alternative are you able to provide on request a statement of the cash flow forecast for the current year and a bank letter
outlining the current cash and credit position.

	YES/NO
N/A

	If you are unable to provide audited accounts for the last two years as an alternative are you able to provide on request alternative means of demonstrating financial status in any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals account or an alternative means of demonstrating
financial status).

	YES/NO




Insurance
	Can you confirm that you have a minimum of £5m worth of employers' liability insurance and a minimum of £1m worth of professional indemnity insurance.

	YES/NO



										

Technical and professional capacity
	Requirement 1
Please confirm all collaterals developed for this project will be property of L&P.

	YES/NO


	Requirement 2
Please confirm you have experience of developing and implementing events design and production (incl venue dressing).
	YES/NO


	Requirement 3
Please confirm you have proven experience in producing and editing digital assets including social media/video editing/website production. 
	YES/NO


	Requirement 4
Please confirm that your company can deliver the work required without using sub-contractors (excluding printing services and trophy/venue-specific production)		
	YES/NO




					
[bookmark: _Hlk2863403]Award Criteria

Once the Tenderer has demonstrated the appropriate capacity to perform the Contract on the grounds of the selection criteria, the offer will be assessed based on the following Award Criteria:

Evaluation weighting

· Technical competence	75%
· Price (value for money)	25%


7.3.1 Qualitative Award Criteria (technical competence)

1. Understanding of the brief 10%
2. Team skills 20%
3. Relevant experience (skills and experience of staff who will undertake the work) 30%
4. Solution against the requirements 40% 

Each quality criterion will be marked as per table below. 
The top 3 scorers will be invited in to clarification meetings on week commencing 21/10/2019.

The total marks received during the tender stage may be adjusted up or down based on the clarifications meetings. The final ranking will be determined from the final marks allocated following the clarification stage.

	Marks Available
	Comments

	0
	Not answered

	1-3
	Extremely limited response that does not meet the requirement.

	4-6
	Limited response that partially meets the requirement but does not demonstrate an understanding of how to vary style, media or channels by audience type. Limited explanation of how the diverse needs of residents would be met

	7-9
	Good response that mostly meets the requirement and demonstrates an understanding of how to adapt communications accordingly. Includes explanation of how the needs of residents would be met

	10
	Comprehensive response that fully meets the requirement and is supported with good proposals & ideas for ensuring communications are appropriate for the various audience groups as specified. Backed up by creative example(s) used for previous client(s) or creative proposal specifically designed for London & Partners



[bookmark: _Toc3884017]
Procurement Questionnaire

The questions are meant to lead to a written proposal describing approach(es) and method(s) for: planning, consistency and efficiency, service levels that can be expected once work agreed including turnaround times, communication, specification of the event design capabilities they can offer including depth of specific experience. 


	RFP Question 1 – Understanding of the brief

	
	Please tell us about your understanding of the London Business Awards 2020, what the message should be, and the purpose of this opportunity.
(Maximum word count 2,500)
	Weighting
10%

	
	Enter response here: 


















	RFP Question 2 – Team skills

	
	Please tell us about the team that will be working on this project and what relevant experience/skills they have which will help deliver this project successfully.

(Maximum word count 2,500)

	Weighting
20%

	
	Enter response here: 











	RFP Question 3 – Experience in event design and production

	
	Please provide 2 case studies demonstrating your experience in of developing and implementing event design and production services, including but not limited to:
a. Branding and visual
b. Venue dressing
c. Social media
d. Website and video production
e. Project management (incl working flexibly alongside an inhouse team and respond to a changing brief)
(Maximum word count 2,500. 
Case studies should be limited to 2 sides of A4 each)
Please confirm that you are happy for us to approach the clients for reference as part of this process. 
	Weighting
30%

	
	Enter response here: 



	RFP Question 4 – Suitable solution

	
	Please provide information on your detailed approach to delivering this project including project management, reporting schedule of work and anything else you feel is relevant in ensuring this project is a success, delivered on time and within budget.  

(Maximum word count 2,500).

	Weighting
40%

	
	Enter response here: 
















0. [bookmark: _Toc3884018]Commercial Submission (value for money)

Please provide a detailed breakdown of pricing, and discounts as appropriate, for all supplies/services as per requirements detailed in this RFP (unit costs with daily rates), using the excel spreadsheet attached to this tender.
 
The prices quoted must include (where appropriate) printing, delivery, installation, commissioning and integration cost. 
This price does not include Value Added Tax and is for the whole of the Contract Period.
Prices must be firm for 12 months after acceptance. Please also quote any additional cost which you think shall be incurred. Failure to do shall mean that any such cost shall be deemed to be included in prices given in the table below.

[bookmark: _Toc3884019]Non-Collusive Tendering Certificate

To: London & Partners 
The potential supplier warrants that this is a bona fide Tender and:
1.	We certify that this proposal is submitted in good faith and that we have not fixed or adjusted the proposal by or under or in accordance with any agreement or arrangement with any other person or party. We also certify that we have not, and we undertake that we will not, before the award of any contract do the work: 
a) 	communicate to any person other than L&P Limited, or a person duly authorised on their behalf the Tender amount or approximate amount of the Tender or proposed Tender, except where the disclosure, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender;
b) 	pay, give or offer or agree to pay or give any sum of money or other valuable consideration directly or indirectly to any person(s) for doing or having done or causing or having caused to be done in relation to any other Tender or proposed Tender for the work, any act or thing of the sort described at 1 or a) above;
c) 	tried to obtain information about anyone else’s bid or proposed bid; 
d)	made arrangements with anyone else about whether or not they must bid except for the purposes of forming a joint venture to bid for this work.
2.	We certify that the prices in this Tender have been arrived at independently without communication, consultation, agreement or understanding for the purpose of restricting competition with any other potential supplier or competitor.
3.	We certify no attempt has been made or will be made by the potential supplier to induce any other person or firm to submit or not submit a Tender for the purpose of restricting competition.
4. We agree that L&P may, in consideration of the offer and in any subsequent actions, rely upon the statements made in this Certificate. 
Definitions in this Certificate:
"Person(s)" includes any person(s) and anybody or association corporate or unincorporated;
"any agreement or arrangement" includes any transaction, formal or informal and whether legally binding or not; and
"the work" means the work in relation to which this proposal is made.
	Dated this . . . . . . . . . . . . . . . .  day of . . . . . . . . . . . . . . 2019
	Signature:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


[bookmark: _Toc479859684][bookmark: _Toc3884020]Form of Tender

To:	London & Partners
	2 More London Place 
	London
	SE1 2RR
	
	
Date:	[Tenderer to insert date]

Tender for (insert name of tender)

Having read carefully the Request for Proposal for (insert name of tender) (the “RFP”) and all other Procurement Documents issued by or on behalf of L&P in connection with that RFP, and being fully satisfied in all respects with the requirements of that RFP (including the Contract set out in Section 4 of Part A of the RFP):

1. I/We hereby offer to provide the Services specified in the Specification set out in Section 1 sub-section 5 of Part A of the RFP and to perform the contract in accordance with the Contract set out in Section 4 of Part A of the RFP and our Tender (including, without limitation, the Pricing Schedule annexed to this Form of Tender).

2. I/We confirm that if our Tender is accepted I/we will upon demand:

a. produce evidence that all relevant insurances and compliance certificates required by the Procurement Documents issued by or on behalf of L&P in connection with the RFP (including, without limitation, the Contract) are in force; and
b. execute the Contract Documents in the form attached to the RFP.

3. We agree that my/our Tender shall constitute an irrevocable unconditional offer which may not be withdrawn for a period of not less than 90 days from the date hereof.

Unless and until a formal Contract is prepared and executed, this Tender, together with your written acceptance thereof, shall (subject to any period of standstill) constitute a binding contract between us. 

We understand and acknowledge that L&P is not bound to accept any Tender.
This Tender shall remain open for acceptance by L&P for a period of not less than 90 days after the due date for return of Tenders specified in the RFP.
I warrant that I have all the requisite corporate authority to sign this Tender.

Signed for and on behalf of [insert name of Tenderer]:

Signed (date): ............................ 
 
Name: .................................. 
 
Supplier: .................................. 

PLEASE NOTE – Failure to sign this Form of Tender will result in the rejection of your Tender.



Declaration for conflicts of interest
 
As part of this procurement process, you, the Supplier, are asked to disclose any and all potential conflicts of interest to London and Partners for appropriate review and disposition. Examples include, without limitation, a London and Partners employee having an ownership interest in your business, your business being owned by a relative of an London and Partners employee, and your business sponsoring activities with which London and Partners employees are involved.    
Your obligation with regard to the disclosure of conflicts of interest is ongoing, therefore we ask that you promptly notify us should you become aware of any potential conflict following the submission of this form. 

Please select the appropriate statement:  
  
____  I AM NOT aware of any relationship between the Supplier and a London and Partners employee which could result in potential personal gain for the London and Partners employee or which could enable the London and Partners employee to influence the Supplier relationship for perceived personal gain.   
  
____  I AM aware of a relationship between the Supplier and a London & Partners employee which could result in potential personal gain for the London & Partners employee or which could enable the London and Partners employee to influence the Supplier relationship for perceived personal gain.   
  
  Employee Name:  __________________________________________________________________________  
  Nature of Relationship:  ______________________________________________________________
 
I confirm that if I discover or should it become apparent during the course of the procurement process (including performance of or amendment to any resulting contract) that such a conflict exists or has arisen, I will declare it immediately to London & Partners and if a conflict of interests is found, I or any staff directly affected will cease to take part in the delivery of the contract obligations and all related activities. 
 
By signing below, you represent and affirm that you have proper authority to act on behalf of the Supplier and that the foregoing statements are true and correct to the best of your knowledge.   
 
 
Signed (date): ...........................
 
Name: .................................. 
 
Supplier: .................................. 
PLEASE NOTE – Failure to sign this Form of Tender will result in the rejection of your Tender.
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