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Glossary


The following are definitions of terms, abbreviations and acronyms used in this document.

	Term
	Definition

	CIO
	Chief Information Officer

	PM
	Project Manager

	PGM
	Programme Manager

	
	

	
	

	
	



Version Numbering


Document versions numbered “1a, 1b”, are draft status and therefore can be changed without formal change control. Once a document has been formally approved and issued it is version numbered “Issue 1” and subsequent releases will be consecutively numbered, following formal change control. The version number appears in the footer of every page.
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[bookmark: _Toc55053687][bookmark: _Toc223108088]General Information
[bookmark: _Toc223108089]Name of Proposal
The official name of the project is the “Clarety Consulting Website Renovation Project”
[bookmark: _Toc223108090]Query Handling
Send all initial queries concerning this proposal to:

	Name:
	Kevin Brady

	Address:
	

	Tel:
	

	Mobile:
	

	Fax:
	

	Email:
	info@claretyconsulting.com 



Send your queries via email to info@claretyconsulting.com. These must be received at least 14 working days before the closing date for the receipt of proposals. 


[bookmark: _Toc55053688][bookmark: _Toc223108091]Executive Summary
[bookmark: _Toc423431099][bookmark: _Toc425243872][bookmark: _Toc427935460][bookmark: _Toc223108092]Project Background
· Detail the history of the project. How have you come to this point.
· The target user groups are
· XYZ Ltd’s current business objectives
· Market Penetration
· Income /Profitability Growth
[bookmark: _Toc13288153][bookmark: _Toc223108093]XYZ’s Ltd’s Mission Statement
 (
“
It is our mission to become the number one provider of band aids in the world with a bigger share of the market than any other manufacturer”
)
[bookmark: _Toc73418314][bookmark: _Toc76533511][bookmark: _Toc76538486][bookmark: _Toc13288154][bookmark: _Toc223108094]XYZ’s Ltd’s Role
[bookmark: _Ref76207841]XYZ’s Ltd’s role in the RFP process is the sole Awarding Authority for entering into a Fixed Price Services Contract with the successful respondent. XYZ’s Ltd’s will be providing all funds the work carried out by the successful respondent out of his own personal funds.
Any decision to award a Service Contract with the respondent will be taken after discussion with Peter Broadbent our vendor contracts manager.
[bookmark: _Toc223108095]Market Research
Detail the market research that indicates how the XYZ Project will help achieve XYZ’s Ltd’s mission statement.
[bookmark: _Toc63245423][bookmark: _Toc63482848][bookmark: _Toc223108096]Project Constraints and Assumptions
· Time – Quality – Scope – Cost Constraint 
When initiating the project the order of importance of these constraints runs as follows:-
Priority = Quality  Scope  Cost  Time
We at XYZ’s Ltd’s realise that all of the above are trade-offs and it is very important that the site built to high standard of quality in terms of functional capability /documentation and commenting of code so that the new software provides a reliable service for the users going forward.
· Project Constraints
	No
	Constraint 
	Constraint Type
	Constraint Description

	1
	Use third party package solutions for feature delivery
	Technical
	In order to deliver XYZ’s Ltd’s feature requirements, third party package solutions will used where Expression Engine does not have the vanilla inbuilt functionality or through its extension through the addition of free /low cost plug-ins. All third party package solutions must be compatible with expression engine and XYZ’s Ltd’s must retain full control over how these solutions are implemented and managed on a day to day basis.



	
	
	
	

	
	
	
	



· Project Assumptions
	No
	Narrative
	Full Description

	1
	Intellectual Property Rights to the site
	 Will be handed over to XYZ’s Ltd’s. All code developed will be the property of Kevin Brady with the exception if third party software.


	
	
	

	
	
	










[bookmark: _Toc223108097]Scope of Work
System Feature List
· None Function Requirements
· Functional Requirements
[bookmark: _Toc76533510][bookmark: _Toc76538485][bookmark: _Toc223108098]Project Start
I expect the project to start in May 2010 and I intend to be contacting by successful and unsuccessful respondents by the end of middle of March 2010.
[bookmark: _Toc223108099]Contract Overview 
We currently intend to award the contract to a single supplier and want a fixed price deal. We like the contract to be based on payment by function point with the most complex aspects delivered first if technical delivery logic allows. We are prepared to consider an escrow payment system if people are worried about my credit worthiness. The key aspects of the software services contract which I am looking for comment on from respondents are:-
· Obligations of both parties
· Definition of respective responsibilities
· Safeguards of information & data
· Intellectual Property Rights – We would currently prefer to own the source code.
· Warranties
· Maintenance & Support Contract - Scale of Charges fixed for a given period & process for how they will be changed over time and the constraints on the process. i.e charges will not exceed the CPI in anyone year for 5 years. 
· Legal Jurisdiction – We would prefer the UK providing you have an office in the UK.
· Insurance Details & Limits on Liability
· Audits – When and how can we audit the work if we deem it to be necessary?
· Confidentiality
· Taxes
It is our preference to issue one single contract. However multiple contracts will be awarded if no single vendor offers a workable e to e solution.
 
[bookmark: _Toc223108100]Prime Vendor Responsibility
Describe the prime contractor’s responsibility, e.g. the contract that may result from the Request for Proposal will specify that the prime contractor is solely responsible for fulfilment of the contract. These contract requirements cannot be subcontracted by the contractor without XYZ Ltd’s prior written approval.
[bookmark: _Toc223108101]Closing Date for Proposal Responses
[bookmark: _Toc76533508][bookmark: _Toc76538483][bookmark: _Toc73418313]State the closing date for the return of proposals, e.g. return the proposals by [time] on the [day] of [month] 2004.
[bookmark: _Toc223108102]Proposal Evaluation
The proposal will be evaluated in accordance with the criteria set out in Section X, Evaluation and Award Criteria.
[bookmark: _Toc76533509][bookmark: _Toc76538484][bookmark: _Toc223108103]Tender Award
Detail when you expect to agree to the contract and engage the successful respondent.
[bookmark: _Toc223108104]Response to Queries
State how and when the XYZ Ltd’s will endeavour to reply to queries, e.g.:
Queries received up to (dd/mm/yy) will be replied to by [date].
Queries received after (dd/mm/yy) and up to (dd/mm/yy) will be replied to by (dd/mm/yy) 2020.
The XYZ Ltd’s will not respond to any communications, queries or enquiries, received after 17.00 hours on [(dd/mm/yy).
[bookmark: _Toc73418315][bookmark: _Toc76533512][bookmark: _Toc76538487][bookmark: _Toc223108105][bookmark: _Ref74621545]Additional Information
Describe where to locate additional Information regarding this proposal, e.g. on the official website or via the vendor management officer etc.
 
[bookmark: _Toc55053689][bookmark: _Toc223108106]Specification of Requirements

Describe the XYZ Ltd’s specification of requirements.
In this section, discuss what has given rise to the need for this project, i.e. your main technical or business obstacle, competitive threats, opportunities for improvements, or new government legislation. 
The following section lists typical areas that may be covered in the Specification of Requirements, for example:
[bookmark: _Toc223108107]Proposal Objectives
Describe your main objectives, e.g. receive proposals for the supply of a System which will enable: 
[bookmark: _Toc223108108]Target User Groups
Describe the target user groups that will be effected by the XYZ Project.
[bookmark: _Toc223108109]Prerequisites
List of items /people/processes which must be in place before the project can begin.  For example new premises or another project has to complete to allow this one to start.
[bookmark: _Toc223108110]High-level Feature List
Summary statement the systems key features.
[bookmark: _Toc223108111] “Must Have” System Requirements
Detailed list of Priority 1 requirements with reference to supporting documentation.
Functional /Non Functional
Don’t forget training!
Documentation: - such as user guides, installation guides, security procedures etc
Note: Quote for all documentation separately in the cost schedule.
[bookmark: _Toc223108112]“Would like” Requirements
Detailed list of Priority 2 requirements with reference to supporting documentation.
Out of Functional /Non Functional
[bookmark: _Toc223108113]Proof of concept  
Describe the requirements for any proposed proof of concept i.e. It will be compiled using Dreamweaver or PowerPoint.  
[bookmark: _Toc223108114]Maintenance and Support 
Provide maintenance and support services that include the following: 
· Updates and new releases of the relevant software
· Support service will cover any software failure or any technical faults that may occur with the website. 
· The Respondent must log calls for software maintenance on a 5-day week basis (Monday to Friday) excluding public holidays from 9:00 to 17:30 local time.
Quote for the annual cost of software support separately in the Schedule of Costs. 
[bookmark: _Toc223108115] Out of Scope Requirements
What requirements are outside the scope of this RFP.
[bookmark: _Toc223108116]Impact on Business Processes
Business Process description before and after implementation of the project.

[bookmark: _Toc223108117]Project Management

[bookmark: _Toc223108118]XYZ Ltd’s Current Organisational Structure
Detail the organisational 
[bookmark: _Toc223108119]XYZ Project Governance Structure
Our preferred governance structure. 





[bookmark: _Toc223108120]Project Management Methods
PRINCE2 or APMP. 
· Risk /Issue Management
· Quality Management
· Change Control
· Reporting
[bookmark: _Toc223108121]Development Methodologies
Describe perhaps your preferred approach e.g. Agile, Stage Release, SSADM etc
[bookmark: _Toc223108122]Project Constraints

	No
	Constraint 
	Constraint Type
	Constraint Description

	1
	Use third party package solutions for feature delivery
	Technical
	In order to deliver XYZ’s Ltd’s feature requirements, third party package solutions will used where Expression Engine does not have the vanilla inbuilt functionality or through its extension through the addition of free /low cost plug-ins. All third party package solutions must be compatible with expression engine and XYZ’s Ltd’s must retain full control over how these solutions are implemented and managed on a day to day basis.



	
	
	
	

	
	
	
	










[bookmark: _Toc223108123]Project Assumptions

	No
	Narrative
	Full Description

	1
	Intellectual Property Rights to the site
	 Will be handed over to XYZ’s Ltd’s. All code developed will be the property of Kevin Brady with the exception if third party software.


	
	
	

	
	
	


[bookmark: _Toc223108124]Timescales
Describe Project Start and Finish Dates with Milestone and associated dates if necessary. 
Respondents should indicate their ability to meet this delivery date. Where the respondent is unable to comply with this date, please propose an alternative timescale.
XYZ ltd is more interested in vendors with realistic concepts and ideas than ones just focused on what we want to hear.
[bookmark: _Toc223108125]Collaboration
If the project needs local /international collaboration with other third parties then describe these potential areas of collaboration and your track record in forming such groups. 
[bookmark: _Toc223108126]Resource Needs
Detail your specific minimum resource requirements that a Respondent’s team will need and the standards of experience /skill you are expecting them to have e.g.:
· Technical qualifications.
· Language skills, e.g. fluent in French, Spanish, German etc.
Ask for CV’s to be provided with response proposal.
[bookmark: _Toc223108127]
Effort Required by XYZ Ltd during project
Request the respondent to outline the estimated effort required to deliver the project requirements. 

	
	(Man days)
	Description of effort required

	Initiation & Design
	
	

	Control Phase
	
	

	System Test Phase
	
	

	Release Phase
	
	

	TOTAL
	
	



[bookmark: _Toc55053693][bookmark: _Toc223108128]Schedule of Costs

Detail the proposed schedule of costs, e.g. payment schedule, arrangements. Ask respondents to detail the fixed-price aspects of the project, listing hourly rates, costs of equipment.
[bookmark: _Toc223108129]Payment Schedule 
Describe the proposed payment schedule, e.g. payments will be made by function point delivered. 
[bookmark: _Toc223108130]Payment Arrangement 
Describe the payment arrangements, e.g. the XYZ Ltd will award the contract on the basis of a fixed price and not T&M. Therefore, proposals should state a total fixed cost for providing all of the required services (including daily rates). 
Proposals MUST confirm that quoted cost is valid for (X) days after the closing date for receipt of tenders. 
[bookmark: _Toc223108131]Details Cost Breakdown 
In the cost section, the respondent should state the following:
· Fixed cost for delivering the project.
· Daily rates and the number of days required for each individual involved in the project. 
· Allowances for expenses, travel, subsistence etc. must be quantified and included in the fixed price. 
· Itemized breakdown of the cost of any options being proposed beyond the minimum specifications, e.g. alternative software, hardware, or materials.
· Costs must be in $
· Costs shall be exclusive of all taxes. Quote taxes separately where appropriate.  
· Unquantified costs will not be accepted.
· Respondents shall indicate any discounts that relate to this proposal, e.g.:
· Early payment discounts.
· Any other discounts.
The Respondent is responsible for any errors on the calculation of the costs provided in response to this Request for Proposal.
[bookmark: _Toc223108132]Further Conditions 
Additional items purchased by the XYZ Ltd from the supplier during the contract will be considered as part of the contract. 
Any errors or omissions from the proposal in terms of price, quantity offered or other relevant information shall be the responsibility of the (Respondent). XYZ Ltd will not in any circumstances accept requests to amend any item on the proposal once the closing date has elapsed.
To assist in the proposal evaluation process, the XYZ Ltd may ask Respondents for clarifications of their proposals, e.g. specific questions in relation to the proposed solution.

[bookmark: _Toc55053694][bookmark: _Toc223108133]Required Format of Proposal

The general terms and conditions of the tender are set out at Appendix [X]. The response to this RFT must follow the guidelines below.
[bookmark: _Toc223108134]Format of Proposal
Respondents must outline how their proposed solution addresses each requirement in the Request for Proposal. 
In responding to each requirement, Respondents must avoid the following in the responses:
The format of the proposal must match the proposal’s requirements in the same sequence—and cross-referenced—as the RFP numbering scheme. 
Non-compliant proposals may be disqualified.
[bookmark: _Toc223108135]Layout of Proposal
Proposals must be structured in accordance with the following headings.
· Management Summary
· Proposed Solution
· Project Management
· Costs
· Respondent Information
· Key Personnel
[bookmark: _Toc223108136]
Management Summary
The management summary must contain the following:
· General respondent information.
· High-level approach to the proposed solution including an outline plan.
· Summary of services to be supplied and products, if applicable.
· Fixed price cost.
[bookmark: _Toc223108137]Proposed Solution 
Respond on a point-by-point basis to each and every requirement in the Request for Proposal in the same sequence.
In the Proposed Solution include the following: 
· Methodology 
· Project plan
· Key deliverables
· Time-scale for completion
· Software tools and languages.
Respondents must also quote the specific reference number of each requirement. 
[bookmark: _Toc223108138]Respondent’s Contact Details 
The following information, in this format, is required by each proposal submitted: 
Name, address, telephone, and fax number of respondent. 
· Contact person dealing with the proposal.
· Description of role, or element of contract, to be fulfilled by any consortium/ third-party. 
· Identification of party who will carry overall responsibility for the contract.
· Confirmation of acceptance by the Respondent and any third parties of the terms and conditions of tender.
· Confirmation of acceptance by the tenderer and any third parties regarding overall responsibility for successful delivery.
[bookmark: _Toc223108139]Respondent’s Profile

The following information is required from each respondent when submitting their proposal: 
· How long have they been in Business
· Number of employees.
· Brief description of the company's principal areas of activity.
· Any additional information in support of this proposal.
· Turnover and Profits over past 3 years.  
[bookmark: _Toc223108140]Customer Base
Respondents shall provide details of previous customers we can reference and the percentage revenue they accounted for in a particular year.
[bookmark: _Toc457886479][bookmark: _Toc1145821][bookmark: _Ref2487888][bookmark: _Ref43721982][bookmark: _Toc457886476][bookmark: _Toc1145818][bookmark: _Toc223108141]Financial Details
Respondents shall provide a financial profile for the last three financial years including independently audited certified accounts.  
[bookmark: _Toc223108142]Technical Capability
Respondents shall provide sufficient evidence of competence and experience of providing similar services in accordance with the Specification of Requirements.
[bookmark: _Toc1145823][bookmark: _Toc454871269][bookmark: _Toc223108143]Industry Standards
Do you subscribe to any industry forums /standards bodies.
[bookmark: _Toc223108144]Similar Services
Respondents will provide details of all organisations we can reference where you have provide similar requirements in the last three years, including:
· Name of organization.
· Services provided.
· Value of contract.
· Contact Name /Telephone Number /Email
[bookmark: _Evaluation_&_Award_Criteria][bookmark: _Toc82846350][bookmark: StartofHistoryTable][bookmark: _Toc223108145]Evaluation Criteria

Describe the evaluation criteria. 
[bookmark: _Toc223108146]Qualification Process
Proposals which do not satisfy ALL qualification criteria will be excluded from this bid including:
· Late submissions
· Incomplete submission
Respondents should note that only those tenders who meet all of the qualifying criteria will be eligible for inclusion in the award process.
The contract will be awarded based on the following criteria:
· Quality of the proposal and methodology.
· Demonstrated understanding of the requirements.
· Range of previous relevant experience.
· Quality of resource available for this project.
· Ability to meet the project timescale.
· Cost
[bookmark: _Toc223108147]Evaluation Criteria
Proposals will be evaluated on the following criteria:
· Proven track record 
· Financial viability
· Technical ability
· Understanding of requirements
· Appropriateness of the proposed solution
· Approach to standards issues, e.g. interoperability
· Quality of customer support, after sales service, and technical assistance.
· Ability to meet project timeframes.
· Cost, including daily rates, payment schedule.
[bookmark: _Toc457377211][bookmark: _Toc457378270][bookmark: _Toc457381435][bookmark: _Toc457637188][bookmark: _Toc223108148]Confidentiality of evaluation     
Information relating to the examination, clarification, evaluation, and comparison of proposals will not be disclosed to Respondents or other external individuals. 
[bookmark: _Toc457377210][bookmark: _Toc457378269][bookmark: _Toc223108149]Correction of Errors
Those Respondents determined to be substantially responsive will be checked for any material errors in computation such as:
· Discrepancy between fixed cost price in figure and words. In this case the amount in words will govern.
· The amount stated will be adjusted by the Evaluation Team in accordance with the above procedure for the correction of errors and, with the Respondent’s agreement, shall be considered as binding.
Respondents who do not accept the correction or errors will have their proposal rejected.
[bookmark: _Toc457377212][bookmark: _Toc457378271][bookmark: _Toc457381436][bookmark: _Toc457637189][bookmark: _Toc223108150]Clarification of proposals     
To assist in the examination process, the XYZ Ltd may request points of clarification as regards their proposals, e.g. details of the proposed solution.
[bookmark: _Toc223108151]Product Liability Insurance
Liability insurance is required in respect of all products, equipment and services being provided. Respondents must provide the name of underwriter and the indemnity value.
[bookmark: _Toc223108152]Variation in Quantities
Quantities referred to in the proposal are an estimate only of the anticipated requirements. 
Where applicable, the XYZ Ltd may order quantities greater or lower than any estimate and may require them to be delivered to places named in the order.
[bookmark: _Toc223108153]Tax certificates
Successful Respondents will be required to submit a Tax Certificate and Legal Forms from the appropriate authority in the Country in which the company carries out its business.
[bookmark: _Toc223108154]Status of Parties
On acceptance of the service contract, the Successful Respondent shall be bound to supply the articles, goods or services covered in accordance with such orders as may be issued by the XYZ Ltd during the contract period.
Where a Respondent cannot meet its contractual requirements during the project, it shall notify each relevant location in advance so that alternative arrangements can be made.
[bookmark: _Toc223108155]Contract Performance
The Contractor shall be bound to deliver, at its own expense and risk, the articles, goods and materials as required for this project; delivery shall not be complete until these are received and signed on behalf of the XYZ Ltd.
[bookmark: _Toc223108156]Contract Termination
The XYZ Ltd shall terminate the contract in the event of the Respondent (i.e. Contractor) failing to comply with any of the contract’s terms and conditions and shall be entitled to recover from the Contractor any loss resulting from such termination.
[bookmark: _Toc423431128][bookmark: _Toc425243901][bookmark: _Toc427935489][bookmark: _Toc223108157]Request for Additional Information from Respondents
The XYZ Ltd reserves the right to request additional information from the Respondents after the closing date. 
[bookmark: _Toc223108158]Cost of preparation of proposal
The XYZ Ltd will not be held responsible for any expenses or losses incurred by the Respondent in the preparation of the proposal. The Respondent shall bear all costs associated with the preparation and submission of their proposals.
[bookmark: _Toc457377195][bookmark: _Toc457378254][bookmark: _Toc457381420][bookmark: _Toc457637173][bookmark: _Toc223108159]Acknowledgment of Receipt     
Respondents must confirm in writing that they have received the proposal documents.
[bookmark: _Toc223108160]Amendments to the Request for Proposal
Any amendment(s) to this Request for Proposal will be emailed to all respondents. The prospective vendor must acknowledge receipt of all amendments issued.
[bookmark: _Toc223108161]Amended Proposals
The Respondent may submit an amended proposal before the due date. Such amended proposals must be complete replacements for a previously submitted proposal and must be clearly identified as such. 
The XYZ Ltd will not merge, collate, or assemble any proposal materials.
[bookmark: _Toc223108162]Respondents Rights to Withdraw Proposal
The Respondent can withdraw its proposals at any time prior to the deadline for receipt of the proposal. The respondent must submit a Written Withdrawal Request signed by its authorized representative(s) addressed to the XYZ Ltd’s Vendor Manager. 
[bookmark: _Toc223108163]Termination
The XYZ Ltd reserves the right to cancel this Request for Proposal at any time, and to reject any or all proposals submitted, where such action may be in its best interest. 
[bookmark: _Toc223108164]Contract Changes
Any terms and conditions which may be the subject of negotiation will be discussed between the XYZ Ltd and the Respondent. This process will NOT be deemed an opportunity to amend the Respondent’s proposal or adjust the fixed price cost.
[bookmark: _Toc223108165]Subcontractors
The role of subcontractors must be clarified in the proposal. Identify the major subcontractors by name. The prime contractor will be wholly responsible for all tax withholdings that may be required on behalf of any of the subcontracts.
[bookmark: _Toc223108166]Conflict of Interest
The Respondent must agree that it has no interest and shall not acquire any interest, direct or indirect, which would conflict in any manner with the performance of services required. 
[bookmark: _Toc223108167]Governing Law
The laws of the [State/Country] will govern this procurement.
[bookmark: _Toc223108168]Compliance with the Applicable Law
The respondent(s) agrees, upon successful contract award, that services will be performed within applicable federal and state laws and applicable regulations of the [state and/or country]
[bookmark: _Toc457377196][bookmark: _Toc457378255][bookmark: _Toc457381421][bookmark: _Toc457637174][bookmark: _Toc223108169]Presentation of proposal  
The completed proposal shall be enclosed in a sealed envelope, sample provided, with return address clearly marked on envelope, and shall be delivered not later than time on the closing date stated in the covering letter.
Late proposals will be destroyed.
[bookmark: _Toc223108170]Additional Costs
The XYZ Ltd may ask the Respondent to make a presentation of their proposals. All costs and expenses associated with such presentations shall be borne by the Respondent.
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Leader Software Vendor
VPC Ltd
Robert Blair
Programme Manager


ABC Ltd Vendor
Jackie Watts


TWA Ltd Vendor
Tracy Small


�

Key Player – Face to Face One to One Communication�

�

�

Maintain Interest


Active Consultation�
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Project Name: XYZ

 

Clarety 

Project

 

Strictly Private & Confidential

 

Prepared by: Kevin Brady

 

Position: Project Manager

 

Version 

Draft 1
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February 22, 2009

 

