
CAN YOU YOUR COMPANY LOGO HERE


Request for Proposal (RFP)
For: XYZ PVT LTD. PVT LTD. seating plan expansion.
Date: 28/8/2013
1 Overview of the XYZ PVT LTD. ( GIVE YOUR COMPANY OVER VIEW HERE)
The XYZ PVT LTD. is the international organisation for cultural relations and educational opportunities. Its purpose is to build engagement and trust for the US through the exchange of knowledge and ideas between people worldwide.  

In 2012 to 2013, the XYZ PVT LTD. had a total turnover of £781 million.  Its income included a grant-aid of £171 million from the UK government, £490 million from fees and income from services such as English teaching, exams administration and the management of client-funded contracts, and funding from a wide range of public and private sector partners.

The XYZ PVT LTD. works in more than 110 countries around the world and employs over 7000 staff worldwide.  It has its headquarters in the US, with offices in London, Manchester, Belfast, Cardiff and Edinburgh.
Further information can be found…………………………..  WEBSITE ADDRESS
XYZ Management Services (XYZ PVT LTD.) is a wholly owned subsidiary of XYZ PVT LTD. and provides IT and Finance Services to the XYZ PVT LTD. locations globally.

Introduction and background

XYZ Management Services currently operating the IT and Finance services from the Noida Centre, At present we have total area of 21559 sq. ft. with the seating capacity of 219 workstations. As we have to accommodate more staff in this centre, hence, expansion of workstations required.

To accommodate more workstations in the best available space, XYZ PVT LTD. have contacted XYZ PVT LTD. for the designing; as a result we can expand with approx.47 more workstation of 1000x600 mm in the cafeteria. 

This requirement is an outcome of our planning and designing, which was internally conducted and to execute the Civil, Network, Electrical and Furniture work ,XYZ PVT LTD. required support from the external supplier/ vendor to perform this job.
2 Conditions and contractual requirements

The appointed supplier will only process personal data accessed in performance of the services in accordance with the XYZ PVT LTD. ’s instructions and will not use such data for any other purpose. The contracted supplier will undertake to process any personal data on the XYZ PVT LTD.’s behalf in accordance with the relevant provisions of the Data Protection Act 1998 and ensure appropriate and legislative consent is acquired where necessary.

The XYZ PVT LTD. is committed to equality and to positive action to promote this.  It believes that an Equal Opportunities Policy helps to ensure that there is no unjustified discrimination in the recruitment , retention, training and development of staff on the basis of gender including transgender, marital status, sexual identify, region and belief, political opinion, race, work pattern, age, disability or HIV/AIDS status, socio-economic background, spent convictions, trade union activity or  membership, on the basis of having or not having dependents, or any other relevant grounds.  The appointed supplier must agree to operate in accordance with these principles while undertaking work at or on behalf of the XYZ PVT LTD..  

The XYZ PVT LTD. is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000. Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  The XYZ PVT LTD. may also decide to include certain information in the publication scheme, which the XYZ PVT LTD. maintains under the Act. 
If suppliers considers that any of the information included in their completed documentation is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

The suppliers should be aware that, even where they have indicated that information is commercially sensitive, the XYZ PVT LTD. might be required to disclose it under the Act if a request is received.  
The suppliers should also note that the receipt of any material marked ‘confidential’ or equivalent by the XYZ PVT LTD. should not be taken to mean that the XYZ PVT LTD. accepts any duty of confidence by virtue of that marking.

All relevant policies that suppliers are expected to adhere to can be found on the XYZ PVT LTD. website –The list of policies includes (but it is not limited to):

- Child Protection Policy

- Code of Conduct

- Equal Opportunities Policy

- Health and Safety Policy

- Global Privacy Policy

- Environmental Policy  

- Pro-forma invoice and expenses claim

- Personal Information Charter

- Social Media Code and Guidelines (if applicable)

- Data Protection Policy relating to audio-visual consent (DP3 form – if applicable)
All costs incurred in the preparation of the proposal are the supplier’s responsibility.

The XYZ PVT LTD. reserves the right to request reference information.

The XYZ PVT LTD. is not obliged to award a contract for these services.

Payment and Invoicing 

The Council will pay correctly addressed and undisputed invoices within 30 days.

The essential information on an invoice for the Council is:

•
A description of the services supplied.

•
The Council reference number/Purchase Order number.

•
Addressed to Accounts Payable.

•
The costs including VAT (if applicable) and any other charges
3 Scope of Work/Specification/Outputs
Scope of work as per Annexure A cost matrix.
4 Timescales
Deadline for suppliers to take any clarifications on the requirement. (5th September 2013 by 5:00 pm IST)

Deadline for suppliers to respond to the RFP (20th September 2013 by 5:00 pm IST) 

Deadline for XYZ PVT LTD. to notify suppliers of the decision (24th September 2013 by 5:00 pm IST)
Note: The above timescales may be subject to change.

5 Supplier Response
Please submit your bid to …Email address of buyer……………………… no later than 20th September 2013 by 5:00 pm IST
· Please ensure that you send your submission in good time to prevent issues with technology - late submissions may not be considered.

· Do not submit any additional documentation with your RFP response except where specifically requested.

· Where supporting evidence is requested as 'or equivalent' - it is the Tenderers responsibility to prove the relevant equivalence.

· Completion and submission of your response does not guarantee award of any XYZ contract 

6 Clarification Questions
Any questions should be submitted via email to Email address of buyer……………………… no later than 5th September 2013 by 5:00 pm IST.
7 Evaluation Criteria
Supplier responses will be assessed using the following criteria and weightings. A score will be given for each part of the information submitted that is to be assessed. The qualitative aspects of your response will be evaluated entirely on your response submitted. 

	Criteria
	Weighting

	Commercials 
	60%

	Time lines to deliver the project 
	15%

	Understanding of Project requirement
	15%

	Client references
	10%


8 Standard Terms and Conditions of contract
Annexure B - Contract template (Attached)
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