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1. Introduction

Crown Forestry Rental Trust (the Trust) requires claimant groups to select their specialist advisors through a contestable process.  This will help ensure that the work proposed represents value for money and that the best person has been selected for the work to be done.  Where the work is expected to cost over $80,000 per project or activity, the Trust requires the claimant group to seek tenders from suitable providers.

The Trust has prepared guidance and template documents to help you (as the Claimant Group) with the request for tender (RFT) process you are required to carry out as part of your application for funding for specialist advice services.  If you have any questions about the tender process, the Trust strongly recommends that you seek your own independent legal advice.  The Trust is unable to provide legal advice about tenders.
1.1 Steps in the tender process
Step 1

The Trust provides the Claimant Group with information about the specialist advice services that the Trust funds.
Step 2
The Claimant Group decides which specialist advice services it requires and which potential specialist advisors it wishes to invite to tender for the specialist advice services.

Step 3

The Claimant Group sends:

· a letter to potential tenderers inviting them to tender for the specialist advice services. See Appendix A.
· the Request for Tender (RFT) Terms and Conditions to the potential tenderers.  See Appendix B.  

· This template sets out the terms and conditions of the tender process and specifies the information that each tenderer must provide.  

· If the Claimant Group does not understand any part of the RFT terms and conditions or has any concerns about the content of the RFT terms and conditions, it should obtain its own legal advice.

Step 4

The Claimant Group acknowledges in writing receipt of all tenders. See Appendix C.
Step 5

The Claimant Group evaluates the tenders.  The Evaluation Criteria and an Evaluation Score Sheet are attached as Appendix D
Step 6

The Claimant Group makes its decision as to which tenderer is the “preferred tenderer”.

Step 7

The Claimant Group notifies the preferred tenderer in writing that it is the preferred tenderer and invites the tenderer to begin negotiations of a contract for the specialist advice services.   See Appendix E.  The Trust also has available for claimants a Standard Contract for Services template and Guide for you to use to contract with the preferred tenderer.  Please contact the Trust’s Relationship Manager if you wish to use its standard contract for specialist services.
Step 8

If a contract is signed between the Claimant Group and the preferred tenderer, the Claimant Group advises all other tenderers that their tenders were not successful. See Appendix F.
Step 9

If the Claimant Group does not enter, or does not wish to enter, into a contract with any tenderer, the Claimant Group may cancel the tender process.  The Claimant Group should notify all tenderers that the tender has been cancelled.  See Appendix G.
2. 
Running a tender process

These guidelines are intended to assist you to ensure that the tender process is:

· fair to all tenderers; and

· followed consistently.

This is important as each decision in the tender process may have legal significance, which means each decision you make can provide a basis for tenderers to legally challenge your process.

2.1 Communicating with tenderers

Informal communication between your officers, employees, Board members or advisors and tenderers could prejudice the integrity of the tender process.  You should ensure that all communications take place on a strictly confidential and controlled formal basis by ensuring that all communications are to and from a Representative of your organisation.  The RFT Terms and Conditions require you to insert the name of your Representative so that tenderers know who they are permitted to communicate with during the tender process.  You should advise your officers, employees, Board members and advisors that they should direct all enquiries from tenderers to your Representative to avoid prejudicing the integrity of the tender process.

If you change any rules during the tender process or provide any additional information for clarification, you should let all tenderers know about the changes or new information.  A change should not benefit one tenderer over another.  If a change is significant, you should consider stopping the tender process and beginning a new process under the changed tender rules.

2.2 Avoiding contractual obligations

At all times you must take particular care to avoid inadvertently creating contractual obligations during the tender process, either about the process you will follow, or the services you wish to purchase.  Following the guidance given in these documents will help you avoid creating inadvertent contractual obligations.

In contract law, an RFT or tender is an “invitation to treat” or an indication of a person’s willingness to negotiate a contract.  An RFT is not an “offer” to purchase goods or services which could be “accepted” by a tenderer.  This means that the submission of a tender is not intended to create a contract between you and the tenderer.  Rather, it is an invitation from you to specialist advisors to make an offer to you, which you can accept or reject as appropriate.  

The RFT Terms and Conditions include rules to ensure that there is no doubt that the tender process could be intended to create contractual obligations between you and the tenderers.  For example, the RFT Terms and Conditions provide that the Claimant Group will not necessarily accept the best priced tender.  Nevertheless, you must take care to ensure that any additional information you might give, whether written or oral, does not inadvertently create contractual obligations.  You may need to seek legal advice before providing any additional information to reduce this risk.

2.3 Confidentiality

You should take particular care in handling commercially sensitive information.  You may need to seek legal advice on how to manage your legal obligations to maintain commercial confidentiality.

You should require your officers, employees, Board members and advisors  to respect the confidentiality of information they receive in the course of their work, not use information for personal gain and always communicate information accurately, impartially and in a manner not designed to mislead.

2.4 Declarations of interest

You should require your officers, employees, Board members and advisors to declare any personal interest that may affect, or could be perceived to affect, their impartiality in any aspect of their work.

2.5 Ethical considerations

Your officers, employees, Board members and advisors should observe sound ethical standards, principles and behaviour throughout the tender process.  You should act, and be seen to be acting, in a fair, open and unbiased manner when carrying out the tender process.

2.6 Intellectual property 

You should consider who should own and have rights to the development of intellectual property in the course of a tender.  The starting point should always be that you own all the intellectual property likely to be developed or created.  

If you do not achieve this, then you may need to seek legal advice on how to secure your continuing right to use the intellectual property as you require it – including in the event that a contract is entered into with a different specialist advisor for the same services in the future.
2.7 Involving competent people

You should ensure that each officer, employee, Board member or advisor involved in the tender process has the necessary competencies for the type and level of tender.

You may decide to authorise someone else (an agent) to carry out the tender process on your behalf.  If so, you should ensure that the agent complies with the RFT Terms and Conditions and your instructions.  The conditions of an agent’s contract should require the agent to declare any conflict of interest in relation to the tender and allow you sufficient access to its records and information associated with the tender to enable you to monitor the tender process and the agent’s compliance with the RFT Terms and Conditions and your instructions.  You should ensure that a senior experienced employee with the necessary delegated authority works with any agent.
2.8 Record keeping

You should keep adequate records of decisions you make in the tender process and all information associated with the tender.  The records should be sufficient to show that you have:

· followed due process, given due consideration to each tender and observed the overall principles of equity and fairness;

· responded to queries from unsuccessful tenderers;

· recorded the outcome of meetings held during the tender process;

· collected evidence available for audit purposes; and

· planned any subsequent re-tendering.
2.9 Distribution of the RFT Terms and Conditions

You should email, courier or post the letter inviting tenderers to tender for the work together with the RFT Terms and Conditions.  The method you use must ensure that no tenderer gets an undue time advantage or disadvantage and each tenderer who receives the RFT Terms and Conditions must be able to confirm receipt of that document.
2.10 Opening and registering tenders

Tenders should not be opened until after the nominated closing time.  On opening, you should keep a record of the name of the tenderer, when it was delivered and the number of responses for each tender.
2.11 Late tenders

As a general principle, you should not accept receipt of late tenders.  This is because accepting receipt of a late tender may advantage one tenderer and disadvantage other tenderers.  It would also delay your tender process.  However, there may be circumstances in which you want to accept a late tender, e.g. the tender is submitted a day late and the tenderer has notified you prior to the closing date that their tender will be delivered a day later.    However, choosing to accept a late tender is a significant decision and you may wish to seek legal advice before you agree.

The procedure for dealing with late tenders may include labelling a tender as a “late tender”, and including the time and date it was received and advising the tenderer that its tender was received late.
2.12 Cancelling the tender process

You may wish to cancel the tender process if:

· all of the tenders you receive are non-compliant – whether contractually or technically;

· the tenders you receive cannot be adequately or fairly compared;

· there is evidence of collusion between tenderers; or

· there has been a significant change to the requirements since you started the tender process.

All tenderers should be advised in writing that tender process has been cancelled and the reasons why.  See Appendix G.
2.13 Evaluating tenders received

You should carefully consider each tender, on an equal basis, against evaluation criteria and assure yourself that the best tender demonstrates that the tenderer has the capacity and the capability to meet the requirements.  A record of the evaluation process should be kept, including the scores awarded to each tenderer, and the reason for the scores, both as good practice and evidence for an audit if the result is challenged.

You should decide who from your organisation will evaluate the tenders.  You may decide that only one person will make the decision, or you may decide to appoint an evaluation panel.  

Whoever evaluates the tenders should:

· determine whether each tender complies with the mandatory criteria, for which non-compliance could prevent further consideration; and

· assess all aspects, whether related to costs or otherwise, of each tender.

You should take care to scrutinise any tender that is priced very low in relation to others.  You should avoid the risk of entering into a contract with a preferred tenderer only to discover that the tenderer cannot deliver the specialist advice services within the price agreed.  In this event, the Trust may not approve any extra funding that you may require to complete the specialist advice work that you need.  You should therefore take care to determine:

· whether the tenderer has included all costs associated with the provision of the services; and

· whether the tendered price is sustainable.

For a complex or significant tender, you should consider whether you need to seek additional expert advice when analysing costs.

The RFT Terms and Conditions require tenderers to provide information that will enable you to undertake an assessment of the tenderer’s organisation and ability to carry out the services.  The Trust has provided an Evaluation Score Sheet you may wish to use to evaluate the tender.  See Appendix D.   This is an example only, and you should prepare evaluation criteria that are relevant to the specialist advice services for which you have requested tenders.
2.14 Negotiations with preferred tenderer

The primary objective of negotiating with the preferred tenderer should be to:

· test the understandings and underlying assumptions that have influenced them in preparing its costings; and

· achieve cost reductions through operational refinements or enhancements, where possible.

Negotiations should not focus solely on reducing costs.

You should negotiate first with the preferred tenderer.  If the outcome is unsatisfactory, you should then negotiate with the next highest ranked tenderer, and so on down the list until a satisfactory outcome is achieved.

You should ensure that:

· you conduct all negotiations ethically;

· you do not potentially disadvantage other tenderers by negotiating an agreement that is materially different in scope from what was proposed in the tender documents;

· a negotiated agreement is sustainable and does not compromise quality; and

· where possible, key decisions are made at the negotiation.

The skills and expertise of your negotiating team should be commensurate to the value, risk and complexity of the tender.  Negotiations could raise issues that will remain relevant over the life of the contract.

By the end of negotiations, both you and the preferred tenderer should have the same expectations as to each other’s obligations and how the contract will subsequently operate.  

The final outcome of the negotiations should be recorded in a contract that is signed by both parties before the provision of the specialist advice services.

3. TEMPLATES

3.1 Appendix A: Letter inviting potential tenderers to tender for the work

[insert date]

[insert name of potential tenderer]

[insert address]

Tena koe

Request for Tenders

We are currently seeking tenders from suitably qualified persons to undertake specialist advice services in relation to [insert category of specialist advice services].

The RFT Terms and Conditions are attached.  This documents sets out the terms and conditions for submitting a tender as well as the information that you must include when submitting your tender.

All tenders should be signed and forwarded to [insert name of your Representative who is named in the RFT Terms and Conditions] at the address specified in the RFT Terms and Conditions.  Please ensure that all communications are made with our Representative only.

We look forward to receiving your tender.

Naku noa,
na

[insert name of the person authorised to sign letters on behalf of your organisation]
[insert the name of your organisation]

3.2 Appendix B:  Request for tender terms and conditions 
[insert name of Claimant Group]

REQUEST FOR TENDERS FOR THE PROVISION OF

[insert category of Specialist Advice]

Date issued: [insert date the request for tender is issued]
Closing time and date: [insert the closing time and date for receipt of request for tender]
Request for Tender
1. This Request for Tenders (RFT) is issued by [insert name of Claimant Group] and invites tenders for the provision of specialist advice services in relation to [insert category of specialist advice services].
2. The purpose of this RFT is to obtain sufficiently detailed information from potential providers about their respective organisations and the way they propose to provide specialist advice services to enable us to select a provider of those specialist advice services, if we choose to.
3. This RFT also outlines how we will carry out the RFT process and includes a description of the criteria we intend to use to evaluate the tenders.

4. This RFT consists of the following:

Section A - RFT Requirements and Process

Sets out instructions for responding to the RFT

Section B - RFT Conditions

Sets out the conditions for responding to the RFT

Section C - Evaluation of Tenders

Sets out how we will evaluate the tender

Section D - Communication of Decisions

Sets out how we will community our decision to tenderers.

Section E - Tender Response Form

Sets out how tenderers should set out their response to this RFT

Section F – Specialist Advice Service Specifications

Sets out the specifications for the specialist advice services we are seeking

Section G – Information about our Claimant Group

Sets out further information about us that may be of assistance to tenderers in the preparation of tenders.

Proposed contract term

5. The contract period proposed is from [insert term of contract, ie from 1 April 2008 to 31 August 2008].

RFT timetable
6. The indicative timetable for this RFT is:

	Date 
	Activity

	[insert dates]
	RFT issued

	
	Tender closing date

	
	Evaluation of tenders

	
	Discussion with preferred tenderer (if any)

	
	Contract awarded (if any)

	
	Services commence (if contract awarded)


7. Please note that this timetable is indicative only and may be subject to change at our discretion.  We will notify tenderers of any changes to the indicative timetable as and when we become aware of them.

Section A:
RFT Requirements and Process

Submission of Tenders

8. Tenders must be enclosed in a sealed envelope marked “Tender for Specialist Advice Services” and addressed to:


[insert PO Box and physical address details]

9. We must receive the tender by 5pm on [insert day and date].

10. The tender should be submitted in the following format:

· [Insert number, e.g. Two] hard copies

· Only 1 copy of any additional material (e.g. brochures and attachments) not specifically requested by this RFT may be supplied.  Please list any additional material you include in a covering letter.

11. Tenders may be forwarded by mail or courier.  Tenders must not be forwarded by email or facsimile, and such tenders will not be accepted.  

12. Joint tenders may be submitted, provided one of the joint tenderers is identified as the contact point for all communications relating to this RFT.

Late tenders

13. As a general rule, any tender received after the closing time, for whatever reason, will not be considered.  However, we reserve the right to receive and consider a late tender.

Acknowledgement of receipt of tender

14. Following the closing date for submitting tenders, all tenderers who submit a tender will receive an acknowledgement in writing from us that their tender has been received.

Further communications

15. All communications regarding this RFT must be directed in writing and sent by post or email to our Representative:

[insert name of Claimant Group contact person]

[insert address]

[insert contact details]

16. Any tenderer who indirectly or directly contacts any of our officers, employees, Board members or advisors other than the Representative named in paragraph 15 concerning any aspect of this RFT process may in our discretion be disqualified and their tender rejected.  In such event, the tenderer will be notified in writing by us.

Additional information or clarification

17. Requests for additional information or clarification must be in writing and sent by post or email to our Representative named in paragraph 15.
18. Any clarification or additional information relating to this RFT or amendment to this RFT will be issued by us as an “amendment notice” or “clarification” and sent to each tenderer.  All amendment notices and clarifications issued will become part of this RFT.

Section B: 
RFT Conditions

General conditions

19. We reserve the right to:

· consider any tender (whether or not it conforms or has been submitted in accordance with the requirements set out in this RFT, is a late tender or is an alternative tender)

· reject all or any tenders

· not accept and not award the lowest priced tender or highest scoring tender

· meet and/or negotiate with any tenderer to the exclusion of others without being under any obligation to involve any other tenderers or inform any other tenderers of the negotiations and without incurring any obligations to any tenderer

· award contracts for all or part or any combination of parts of the services and to one or more tenderers

· waive any irregularities or informalities in the RFT process;

· amend this RFT, or any associated documents

· request any tenderer to resubmit a tender on a revised or alternative basis

· suspend or cancel (in whole or in part) the RFT process

· re-advertise for or otherwise seek tenders.

Tenderer investigations

20. The tenderer is solely responsible for examining the documents described in this RFT and any other information provided to the tenderer by us including any amendment notice or clarification issued prior to the closing date.  All tenders are made solely in reliance on the tenderer’s own judgment.

21. We will not be responsible for any error, omission or misdescription in this RFT, or any associated documents, information, amendment notices or clarifications.

Information complete and accurate

22. By submitting a tender, tenderers warrant that all information provided to us in, or in relation to, a tender is complete and accurate in all material respects.  Tenderers also warrant to us that the provision of that information, and the use of it for the evaluation of tenders and for any resulting negotiation, will not breach any third party intellectual property rights.

No warranties or representations

23. We make no representations and give no warranties in relation to this RFT.

Confidentiality

24. The information supplied by us in connection with this RFT or any contract that may arise out of this RFT is confidential.  Tenderers must not release or disclose any of the information to any other person, (other than to its employees or advisors), without our prior written consent.  

25. We may, if we consider it appropriate to do so, require tenderers to sign a confidentiality deed before releasing any confidential or commercially sensitive information to any tenderer.  Tenderers agree to sign a confidentiality deed, if required to do so.

Advertising

26. Tenderers must not advertise or publish in any newspaper, magazine, journal or other advertising medium any information relating to this RFT process or any contract that may arise out of it without our prior written approval.  Any tenderer who does so may be disqualified from inclusion in the RFT process and their tender rejected.  In such event, the tenderer will be notified in writing by us.

Conflicts of interest

27. Tenderers must not place themselves in a situation that could create a conflict of interest.  If there are any situations or relationships that could be so construed they should be declared immediately as they become known to the tenderer.  In that case, tenderers must explain how the conflict will be managed or removed.  We will assess the impact and may decide to disqualify a tenderer from inclusion in the RFT process and reject the tender.  In such event, the tenderer will be notified in writing by us.

No canvassing or acceptance of gifts

28. Any tenderer who indirectly or directly canvasses any of our officers, employees, Board members or advisors concerning any aspect of this RFT process may, in our discretion, be disqualified and their tender rejected.  In such event the tenderer will be notified in writing by us.

29. Gifts, inducements, promotional products, services or provisions of any other benefit offered by tenderers to any of our officers, employees, Board members or advisors will not be accepted at any time before, during or after this RFT process.  Any tenderer who offers such benefits may be disqualified from inclusion in the RFT process and their tender rejected.  In such event, the tenderer will be notified in writing by us.

No legal relationship

30. In submitting a tender, the tenderer acknowledges that it accepts the basis upon which tenders will be considered, and the tenderer further acknowledges that no legal relations will be created between the tenderer and us by the tenderer submitting a tender.  No legal or other obligations shall arise between the tenderer and us in relation to this RFT process unless and until the tenderer enters into a contract with us.

Liability limitation

31. We and our officers, employees, Board members or advisors will not be liable in contract or tort or in other way for any direct or indirect damage, loss or cost incurred by any tenderer or other person in respect of this RFT process.

Costs

32. Tenderers must pay their own costs of preparing and submitting tenders, including but not limited to any communications or negotiations with us and any meetings or interviews with us.

Price 

33. Tender prices should be quoted inclusive of goods and services tax (GST).  

Governing law

34. This RFT is governed by New Zealand law.  The New Zealand courts have the exclusive jurisdiction as to all matters relating to this RFT.

Section C: 
Evaluation

Evaluation criteria

35. Each tender received will be evaluated as to its merits with respect to the following evaluation criteria:

· How the tenderer proposes to provide the specialist advice services

· The tenderer’s organisational structure, capacity and leadership

· The tenderer’s experience

· The tenderer’s capacity to provide the services

· Cost.

36. The above list of criteria is indicative only.  In addition to the above criteria, we may have regard to any other matters we consider relevant.

Evaluation process

37. We will evaluate each tender according to the above criteria.

Clarification

38. Tenderers may be asked to clarify their tenders or provide additional information during the tender evaluation process.

Ownership of tender documents

39. The tenders submitted in response to this RFT will be retained by us.

Checks

40. We are not obliged to contact referees provided by tenderers and may seek further information on any issue from other sources.  We may also take into account knowledge of the tenderer that we already have.

Section D:    Communication of Decision

Communication with preferred tenderer(s)

41. We will notify the preferred tenderer (if any) in writing of their selection as a preferred tenderer and may proceed to negotiate a contract.

42. Should we advise a tenderer that it is a preferred tenderer(s), such advice does not:

· constitute an acceptance by us of the tenderer’s tender, or create a contract or

· constitute an award of the contract to the tenderer or tenderers.

43. We may discontinue any negotiations of the contract with the preferred tenderer at any time.

Communication with unsuccessful tenderers

44. We will notify all unsuccessful tenderers in writing that their tenders have not been successful after we have entered into a contract with a tenderer.
Tender validity period

45. All tenders must remain open for consideration by us until we have entered into a contract with a tenderer.

Section E:    Tender Response Form

Instructions

46. Tenderers must provide an answer to each Part of this Section and complete the Tender Cover Form attached as Appendix 1.

Specialist advice services

47. Please include:

(i) A description of how you would provide the specialist advice services required by the RFT – this section should describe the service components you expect to provide and how you will deliver them.

(ii) A summary of the benefits which, in your opinion, would be achieved from our acceptance of your tender.

(iii) An overview of your capability to carry out the specialist advice services and of subcontractors (if any) that you propose to engage in connection with the services.

(iv) Confirmation that you have the capacity to undertake the work within the period it is required.  

(v) An explanation of how you think your tender aligns with the other settlement-related activities we are carrying out.

48. Your tender should set out clearly any assumptions you have made in respect of the requirements of this RFT.

Organisational structure, capacity and leadership

49. Please describe your status as a legal entity (natural person/partnership/company):

· If the tenderer is submitting as a natural person, please provide personal references 

· If the tenderer is submitting as a partnership, please state the names of each partner and references for each of the partners

· If the tenderer is submitting as a company, please state the names of each Director and any key personnel, and references for each of these persons and the full names of all major shareholders of the company, including any beneficial shareholders who are not the registered shareholders.

· Other – please state.

50. Please describe the governance and management structure of your organisation.

51. If you are proposing to provide the specialist advice services jointly with another organisation, please describe the structure of the relationship with the other organisation and provide copies of any agreements or memorandum of understanding that you have with the other organisation.

Provider experience

52. Please provide details of your organisation’s history or experience in:

· Providing the specialist advice services specified in this RFT

· Any other Treaty of Waitangi settlement processes.

53. Please include details about the length of time that you have provided this type of specialist advice service and the specific services provided.

Capacity to provide the services

54. Please provide details on the staffing levels, and skills and qualifications that you currently have in your organisation.

55. Please include details on the skills or expertise you consider will be required to deliver your specialist advice services that will need to be provided from another provider (ie a subcontractor), and whether you have an existing relationship with another provider that ensures your access to those skills? 

Cost

56. Please provide an estimate of the costs you will charge for the provision of the specialist advice services.  Please ensure all costs are inclusive of GST.

57. Please include a comprehensive list of any assumptions made in your pricing model.

Appendix 1

Tender Cover Form

	Name of organisation


	

	Name of Contact Person


	

	Postal Address


	

	Telephone Number

	

	Facsimile Number

	

	Email Address

	


I/We have examined the RFT documents for the provision of specialist advice.

I/We have read and understood the requirements and conditions set out in this RFT.

I/We attach our tender for the delivery of the specialist advice in accordance with this RFT.

We attach all the information required by this RFT.

Signed by:
………………………………………….
Dated:  …………………

On behalf of:
…………………………………………..



(the submitting organisation)

Section F:
Specialist Advice Service Specifications

[insert specialist advice specifications]

Section G:
Information about our Claimant Group

[insert any other information about your organisation that you think may assist tenderers prepare their tender]

Explanatory notes for claimants on the RFT terms and Conditions
Introduction

You (as the claimant group) will need to insert relevant information into the RFT documents that you have been provided.  This documents tells you where those insertions need to be made and describes key terms and conditions.

Cover page:  Insert the name of your Claimant Group, the category of specialist advice services you are tendering for, the date the RFT Terms and Conditions are made available to tenderers, and the time and date the tender closes.

Paragraph 1:  Insert the name of your Claimant Group and the category of specialist advice services you are tendering for.

Paragraph 5:  Insert the proposed term of the contract that you may enter into for the specialist advice services.

Paragraph 6:  Insert the dates for each step of the tender process.  You should ensure that the timetable gives tenderers sufficient time to prepare their tenders and that the timetable meets your needs.  The timetable is described as indicative only, allowing you to change dates if necessary so long as you notify all providers of the changes.  

Paragraph 8:  It is important that tenders are not opened until after the closing date to ensure all tenders are assessed fairly.  This also reduces the risk of anyone in your organisation communicating with tenderers before the closing date.  Any sort of communication can pose a risk to your organisation that all tenderers have not had an opportunity to have the same information.  Insert the postal and physical address of your organisation.

Paragraph 10:  Insert the number of copies of the tender you would like each tenderer to provide.

Paragraph 15:  Insert the name and email address of your Representative.

Paragraph 31:  You should ensure that you and your officers, employees, Board members and advisors who are involved in the tender process comply with the RFT Terms and Conditions to ensure that your liability is not at risk.

Section F:  Specialist Advice Service Specifications:  

You will need to insert the specifications you require for the specialist advice services to the provided.  The specifications should contain a clear, concise, logical and accurate description of the specialist advice services you would like  to purchase.  This will help potential tenderers and those who will be involved in evaluating the tenders.  The content of the specifications should include mandatory and non-mandatory requirements, including requirements relating to the  timetable and delivery date for the specialist advice services. 

CFRT has information about each category of specialist advice that you may require.  You may wish to contact your Relationship Manager at CFRT who will be able to provide you with information to assist you with preparing the specifications.

Section G:  Information about our Claimant Group:  

You should insert any information about your organisation that you consider may be relevant to tenderers when they are preparing their tenders.

3.3 Appendix C: Letter acknowledging receipt of tenders

[insert date]

[insert name of potential tenderer]

[insert address]

Tena koe

Acknowledge of receipt of Tender

We acknowledge receipt of your tender for specialist advice services in relation to [insert category of specialist advice services].

Thank you for submitting your tender.

Naku noa, na

[insert name of the person authorised to sign letters on behalf of your organisation]
[insert the name of your organisation]

3.4 Appendix D: Evaluation Criteria and Evaluation Score Sheet

This is an example only, and you should prepare evaluation criteria that are relevant to the specialist advice services for which you have requested tenders.

Evaluation Criteria

The Claimant Group should evaluate each tender against the following criteria:

Specialist advice services

The tenderer’s description of the following:

· how it will provide the specialist advice services required by the RFT, including the service components expected and how they will be delivered

· the benefits which would be achieved from acceptance of the tender

· the tenderer’s and any subcontractor’s capability to carry out the work

· how the tender aligns with the other settlement-related activities you are carrying out.

Organisational structure, capacity and leadership

The governance and management structure of the tenderer’s organisation.

Provider experience

The tenderer’s description of the following:

· it’s history or experience in:

· providing the specialist advice services specified in this RFT

· any other Treaty of Waitangi settlement processes.

· the length of time that it has provided this type of service and the services provided.

Capacity to provide the services

The tenderer’s description of the following:

· its staffing levels, and skills and qualifications within in its organisation

· the skills or expertise it considers will be required to deliver the services that will need to be provided from another provider.  Whether the tenderer has an existing relationship with another provider that ensures its access to those skills.

Cost

The tenderer’s estimate of the costs it will charge for the provision of the specialist advice services.  The estimate must be inclusive of GST.

Evaluation Score Sheet

Included under the 5 key attributes are numbers which represent the weightings (levels of importance) assigned to each.  The total of the weightings add up to 10 – with the higher numbers indicating a higher level of importance to the project.  Each applicant should be marked on a range from 1 – 5 for each of the key areas (see scoring range below).  This should be multiplied by the weighting and these results added to give an overall score.  
Specialist Advice Service:  _______________________________________

Tenderer Name:  _______________________________________________

Name of evaluator(s):  __________________________________________

______________________________________________________________

Date of Evaluation:

_____________________________________________

	
	Criteria
	Score (1-5)
	Weighting
	Total (Score x Wtg)
	Comments

	1.
	Provision of specialist advice services
	
	5
	
	

	2.
	Organisational structure, capacity and leadership
	
	1
	
	

	3.
	Experience
	
	1
	
	

	4.
	Capacity to provide the specialist advice services
	
	2
	
	

	5.
	Cost 


	
	1
	
	

	
	
	
	TOTAL
	
	


3.5 Appendix E: Letter to preferred tenderer

[insert date]

[insert name of potential tenderer]

[insert address]

Tena koe

Request for Tenders

Thank you for submitting a tender for specialist advice services in relation to [insert category of specialist advice services].

We wish to advise that you are our preferred tenderer.  We would therefore like to arrange a time to meet with you to proceed to negotiating a contract.

We look forward to hearing from you.

Naku noa, na

[insert name of the person authorised to sign letters on behalf of your organisation]
[insert the name of your organisation]

3.6 Appendix F: Letter advising other tenderers that their tenders were not successful

[insert date]

[insert name of potential tenderer]

[insert address]

Tena koe

Request for Tenders

We refer to your tender for specialist advice services in relation to [insert category of specialist advice services].

We wish to advise that your tender has not been successful on this occasion.

Thank you for submitting your tender.

Naku noa, na

[insert name of the person authorised to sign letters on behalf of your organisation]
[insert the name of your organisation]

3.7 Appendix G: Letter advising all tenderers that the tender has been cancelled

[insert date]

[insert name of potential tenderer]

[insert address]

Tena koe

Cancellation of Tender

We refer to your tender for specialist advice services in relation to [insert category of specialist advice services].

We wish to advise that we have cancelled the tender process at this time.

Thank you for submitting your tender.

Naku noa, na

[insert name of the person authorised to sign letters on behalf of your organisation]
[insert the name of your organisation]
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