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TENDER RESPONSE

(Please provide information against each requirement, additional rows can be inserted for all questions as necessary)

ESSENTIAL CRITERIA

In order to qualify as a bidder, you must be able to answer ‘Yes’ against all of the Essential Criteria and provide evidence as mentioned below. After passing the essential criteria, you will be scored against Capability and Commercial criteria.

A) [bookmark: _GoBack]Do you have a legitimate business/official address OR are you registered for trading or tax purposes with the authorities:  Yes or No (Please attach copy)
B) Do you agree to comply with our standard policies and procedures as stated in RFQ or Invitation to Tender (ITT) document: Yes or No (Please sign and stamp all pages)
C) Do you confirm that you are not any prohibited parties or on Government blacklists: Yes or No
Section 1 - Bidder’s general business details

1. General information
				
	Organisation Name: 

	Contact Name: 

	Phone: 
	Fax: 

	Email: 
	Parent company (if applicable):

	Principle Address:





	Registered Address:


	Payment Address:


	Registration number: 
	Tax number: 

	Legal status ( Sole Proprietor /Partnership/Company) :

	Year of registration: 
	Annual Turnover:



2. Please provide Hotel registration grade details (if applicable).


3. Please provide details of the primary products/services of your organisation:



4. Please list your employees who would be involved with Save the Children. One employee should be the key point of contact for Save the Children:
	Name
	Job title
	Role for Save the Children account
	Direct telephone number
	Email address

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Please detail what your insurance cover provides and what the maximum value is ( if any) :



6. How long are your prices valid for?





 CAPABILITY CRITERIA
Section 2: Bidder capacity
1. Please provide details of at least 2 client references which Save the Children may contact (preferably NGOs):
	Client Organisation 
	Contact
	Phone no.
	E-mail address
	Details of contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. Have you provided proof of financial stability such as financial turnover of the last two years or bank statement? (copy required)


3. How many conference halls do you have in your hotel and how many people it fits?


4. Please detail the facilities you have in each conference hall. And list all the stationery you can provide.
	




5. Can we get separate and strong WIFI (Internet) if the conference participant need a strong net connection?
	




6. Regarding your accommodation services, do you confirm the internal and external isolation for the noises can be occurred during parties or restaurants your hotel are including?
	





7. What is anticipated amount of time you will need to complete a request for the services requested? (e.g hotel booking, venue booking, food order etc)


8. What are your standard working hours and what after-hours services do you provide in the event of an emergency?


9. How many stars is your hotel rating?


10. Are you flexible with the number of participant during workshops or trainings taking place at your hotel?
	





11. Do you confirm that your food is fresh and hygienic?
	




12. Can you provide a certificate from the ministry of health that approves all your kitchen staff are healthy?
	





13. Details of Geographic coverage in Country / outside (if any)




14. Please provide a list of other owned similar properties in Iraq (if any)




15. Are you willing to accept 100% payment upon delivery/completion of work/services and to be paid until the maximum of 30 days from submission of invoice with all valid supporting documents?


16. Please describe the safety protocols you put in place for the safety and security of your customers? (Please attach any documents/policy that your organization is following)




COMMERCIAL CRITERIA 
Section 3: Commercial proposal (Pricing)
1. Please indicate here the prices including taxes you are offering to Save the Children, including the currency. Please refer to specification for details of what must be included. Bidder’s prices demonstrate an economically advantageous position for SCI programmes and emergency response


Section 4: Confirmation of Bidder’s compliance 
We, the Bidder, hereby confirm compliance with:
· The required specification for the products
· The Conditions of Tendering
· Save the Children’s Terms and Conditions of Purchase 
· Save the Children’s Child Safeguarding policy
· Save the Children’s Anti-Bribery and Corruption policy
· Save the Children Human Trafficking and Modern Slavery policy 
· The IAPG Code of Conduct
The following documents and items are included in our bid:
· Section 1: Bidder’s general business details
· Section 2: Bidder capacity
· Section 3: Pricing proposal
· Copy of registration form
· Financial turnover of last 2 years or bank statement 
· References 
We confirm that Save the Children may in its consideration of our offer, and subsequently, rely on the statements made herein.
	Acceptance by the Bidder: 
…………………………………………………………………….


Signature 

…………………………………………………………………….

Name

……………………………………………………………………..

Job Title

……………………………………………………………………..

Company

……………………………………………………………………...

Date
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