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[COMPANY HEADED PAPER]

Request for Quotation

[TITLE OF SERVICE REQUEST]



Background
[COMPANY OVERVIEW AND BACKGROUND]
  
Requirement
[SPECIFICATION OVERVIEW – This should be a clear, concise description of your requirements.  Ensure you give enough detail to allow potential suppliers to have a clear idea of what you want. Ambiguity in the specification may result in inappropriate or incomplete responses from potential suppliers.

What do you want goods/service to do?

What abilities/ skillset/ knowledge would you like the supplier to demonstrate to be able to deliver this project?]

Deliverable Timescale
[What are the time scales for the project – start & end dates?]

Indicative Budget
[Please indicate a budget for the work – this will need to be the total cost not just the grant element]

Evaluation Criteria
Quotations will be assessed and scored on the following criteria:

Quality/ Technical Merit (50%)
Supplier must demonstrate they have the technical and professional capability to deliver the requirement.

Delivery Timescale (20%)
Supplier must demonstrate they can deliver the requirement to timescales above.

Cost/Value for money (30%)
Does supplier offer value for money. This will not necessarily be the cheapest quote.

Scoring Methodology
	4 Excellent
	Proposal meets and in some places, exceeds the required standard

	3 Good
	Proposal meets required standard

	2 Acceptable
	Proposal meets the required standard in most respects, but is lacking or inconsistent in others

	1 Poor
	Proposal falls short of expected standard

	0 Unacceptable
	Completely or significantly fails to meet required standard or does not provide the relevant answer



Proposal Format
Proposals should clearly demonstrate how they meet the requirement set out above.



Deadline and Submission
Proposals are required by [DATE & TIME] either electronically or by post/in person to [CONTACT NAME, ADDRESS, EMAIL, FAX NUMBER]. 

Date Published
Growth Platform to complete

Conditions of Tender
· Please be aware that due to the relatively low indicative budget for this work (i.e. less than the current OJEU limits) there is no regulatory obligation for us to provide feedback if you are unsuccessful.  
· We reserve the right to discontinue this tender process at any time and not award a contract.
· You will not be entitled to claim from us any costs or expenses which you may incur in preparing and/or submitting your Tender at any stage of this exercise.  This applies whether or not your organisation is successful.


This work is part funded though the European Regional Development Fund
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