
Request for Proposal (RFP) Response Form
In this next part, you can start writing and getting your answers ready, it’s also good practice filling out a real tender.

Who is bidding
Complete one of the following statements and delete the other: 
This is a Proposal by [insert the name of your organisation] (the Respondent) to deliver the contract.
OR 
This is a [joint/consortium] Proposal to deliver the contract by [insert the name of your organisation] and [insert the name of the other organisation/s] (together the Respondents).

About us
Provide a brief description (no longer than 1 page) about your business:
[insert description here]

Business Information
If your team is made up of more than one business working together (like a joint venture or group), the main business in charge of doing the work should fill out the section below. If you’re not sure what to do in a real tender, you can contact the person listed in the front part of the Request for Proposal (RFP) document.
	Item
	Detail

	Full legal name:
	

	Trading name (if different):
	

	Physical address:
	

	Type of entity (legal status):
	[sole trader / partnership / limited liability company / registered charity / other]

	NZBN number:
	

	Country of residence:
	

	GST registration number:
	



YOUR POINT OF CONTACT
This is the person someone will contact if they need any further information about your tender response.
	Item
	Detail

	Contact person:
	

	Position:
	

	Phone number:
	

	Mobile number:
	

	Email address:
	



Pre-conditions
Pre-conditions are like a quick check to see if this job is the right fit for your business. They are the must-haves you need before you can do the work. These are simple Yes or No questions, and you’ll need to show proof, like a certificate, to back up your answers.

If you can’t meet all the pre-conditions, your application won’t move on to the next stage.
	#
	Pre-conditions
	Meets





2



EVALUATION CRITERIA 

In a real tender:
· These questions will match up with what the agency said was important in the first part of the RFP document.

· Your answers will be scored, so make sure they’re clear and helpful.

· Some questions are worth more than others. The higher the percentage, the more important that question is, so spend more time explaining those ones.

· If you’re assuming anything (like “we’ll be allowed to work on-site all day and night”), make sure to say that clearly in your answer.




	Experience 	

	Write about the work your business has done before that’s similar to the government work you’d like to win. What have you done, and how did it go?

	[insert answer here]

	Write about 3 jobs your business has done (or is still doing) that are like the government work you’d like to win. For each job, include:

· The name of the client or company you worked for, where the job was, and when you did it. (Also give us their contact details in case we want to ask them how it went.)

· A short explanation of what your business did, including the main services and any extra help you provided.

· How you made sure the job was done well and on time.

· How good the work was, how fast you got it done, and if you had to do anything extra that wasn’t part of the original job.

· What you did to keep everyone safe and follow health and safety rules.

They might contact these clients to check how the job went, and make sure you have a name and phone number for clients mentioned in this part.

	[insert answers here]

	Capability and technical skills	

	Describe what plant or equipment your team will use to do the job.

	[insert answer here]

	Write who the main people are that will do the work, and what skills or experience they have. How many people will be working on the job (including any sub-contractors), and explain how this might change over time, like if you need more people during busy seasons, and how you’ll manage that.

	[insert answer here]

	Explain how you make sure your team (and sub-contractors) learn and maintain a high skill set to do their jobs.  

	[insert answer here]

	Tell us about the other businesses or sub-contractors you work with to help do the job. What do they help you with?

	[insert answer here]

	Capacity of the Respondent to deliver	

	If you’re working on other jobs at the same time, how will you make sure you still have enough people and tools to do this job properly?

	[insert answer here]

	How many people work in your business, and a little about the structure.  Explain why that means you can do a government job fully, on time, and to the standard and amount they need.

	[insert answer here]

	How will you check that the work is getting done properly and on time?

	[insert answer here]

	Proposed Solution

	Explain how what you’re offering matches or is even better than what they’re asking for.

	[insert answer here]

	How do you check that your work is high quality and meets or beats their expectations?

	[insert answer here]

	Do you have any new or clever ways of doing the job? What are the good things about these ideas, like saving time or making things better, and how do you know they actually work?

	[insert answer here]

	What could go wrong when you do the job, and what will you do to stop problems from happening? If something does go wrong, how will you fix it?

	[insert answer here]



What are contract tags?
A long time ago, people would mark paper pages of a contract with tags (like bookmarks) to show parts they wanted to change or talk about.
Now, there’s a section in the response form where you can write down parts of the contract you’d like to discuss or change. This is called a "contract tag" and it’s the first step in working through a contract with the agency.
How to write a contract tag:
Below is an example of how you can write a contract tag:  
	Clause Number
	Current Wording
	Suggested Change
	Reason for Change

	[e.g. Clause 5.2 on page 17]
	[What it says now]
	[What you want it to say]
	[Why you want to change it]




REFEREES
Write the names and contact details of three people who can tell them about your work. For each one, say what your business did for them and when, including the start and finish dates.
	First referee
	

	Name of referee:
	

	Name of organisation:
	

	Goods/services provided:
	

	Date of provision:
	

	Address:
	

	Phone:
	

	Email:
	

	Relationship
	[e.g. Contract Manager/ Contract Owner, Key Contact]



	Second referee
	

	Name of referee:
	

	Name of organisation:
	

	Goods/services provided:
	

	Date of provision:
	

	Address:
	

	Phone:
	

	Email:
	

	Relationship
	[e.g. Contract Manager/ Contract Owner, Key Contact]




	Third referee
	

	Name of referee:
	

	Name of organisation:
	

	Goods/services provided:
	

	Date of provision:
	

	Address:
	

	Phone:
	

	Email:
	

	Relationship
	[e.g. Contract Manager/ Contract Owner, Key Contact]



