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[bookmark: _Toc189731234]PART 1 – INSTRUCTIONS TO PROPOSERS AND PROPOSAL CONDITIONS
1. 1 [bookmark: _Toc189731235]    Definitions
For the purposes of this Request for Proposal (RFP) and any subsequent contract, the following definitions, unless otherwise noted, apply.

	Company (may in lieu or in addition use a shortened version or acronym of the Company name) 
	Means [name of Company, including company registration number]


	Contract
	Means any contract that results from this Request for Proposal

	Contractor
	Means the entity that forms a Contract with the Company for provision of the requirement.

	Proposal
	Means a written response submitted by a Proposer in response to this Request for Proposal (RFP), outlining how they intend to fulfil the requirements specified in the RFP. A Proposal is not considered a legally binding offer but rather a detailed submission subject to the Company's review, negotiation, and acceptance. 


	Proposer

	Means an entity that submits, or is invited to submit, a Proposal in response to this Request for Proposal

	Requirement
	Means the supply to be made by the Contractor to the Company in accordance with Part 2 of the RFP.

	Hard Copy 
	Means a printed version on paper of data held in a computer. 


1. 2 [bookmark: _Toc189731236]    Summary of the Requirement
Company invites you to submit a Proposal for the [summary of requirement].  Further details of the requirement are described in Part 2 of this RFP.
1. 3 [bookmark: _Toc189731237]    Structure of this document
This RFP comprises four parts, as described below:

	Part
	Title
	Description

	1
	Instructions to Proposers and Proposal Conditions
	Sets out rules and requirements for participation in the RFP.

	2
	The Requirement
	Sets out details of the requirement, including the scope of work.

	3
	Information to be provided by Proposers
	Sets out the minimum RFP response requirements to allow due consideration by the Company.

	4
	Proposed Contract
	Sets out the applicable terms and conditions that will apply to any contract arising from this RFP.

	5
	Appendices 
	Includes extra details and supporting documents.




1. 4 [bookmark: _Toc189731238]   Documents to be Included – See Appendices 
· RFP Document
· Terms and Conditions
· Technical Specifications
· Response Templates
· Supporting Documents
1. 5 [bookmark: _Ref213263677][bookmark: _Toc189731239]    RFP key dates
The following key dates apply to this RFP:
	Issue Date
	As stated on the RFP Cover Page

	Deadline for Questions
	[Insert]

	Response Deadline
	[Insert]

	Date for Submission of Proposal Acknowledgement
	[Insert]

	Evaluation Period
	[Insert]

	Date of Proposer Briefing/Site Visit
	[Insert]

	RFP Closing Date and Time
	As stated on the RFP Cover Page

	Estimated Commencement Date
	[Insert]

	Estimated Contract Award Date
	[Insert]



1. 6 [bookmark: _Toc189731240]    Company Contact
The following individual(s) is the nominated Company contact for this RFP.
	Name
	[Insert]

	Title/Position
	[Insert]

	Telephone
	[Insert]

	Email address
	[Insert]

	Postal address
	[Insert]



1. 7 [bookmark: _Toc189731241]    Queries and questions during the RFP period
Proposers are to direct any queries and questions regarding the RFP content or process to the Company contact. No other Company personnel are to be contacted in relation to this RFP unless directed to do so by the Company contact. The Company reserves the right to disqualify and reject Proposals that do not comply with this requirement. All questions should be submitted in writing by post, facsimile or to the nominated email address.
The company will convey responses to submitted questions and queries to all Proposers so that each is equally informed.
1. 8 [bookmark: _Toc189731242]    Proposal briefing and site visit
The Company may hold an RFP briefing session to help Proposers better understand the Requirements. Depending on the nature and scope of the RFP and its associated spend, this session may include a site visit if deemed relevant. Attendance is limited to a maximum of two representatives per Proposer. Further details about the briefing session and any potential site visit will be shared with Proposers as appropriate.
1. 9 [bookmark: _Toc189731243]    Amendments to RFP documents 
The Company may amend the RFP documents by issuing notices, by way of formal [variation/addenda], to all Proposers. Any amendments, including changes to the RFP closing date and time, will be communicated to all parties who have submitted a proposal via [insert communication method, e.g., email or a dedicated portal]. This ensures that the process remains transparent and fair for all participants.
1. 10 [bookmark: _Toc189731244]Proposal lodgement methods and requirements 
Proposers must submit [number] copies of their Proposal to the Company in any of the following methods:
· By post to: [insert postal address].
· By email to: [insert email address]. The subject heading of the email shall be [RFP [insert reference number] – Proposal - [Proposer Name]]. Electronic copies are to be submitted in PDF and native (e.g. MS Word) format, and proposers may submit multiple emails (suitably annotated – e.g. Email 1 of 3) if attached files are deemed too large to suit a single email transmission. 
· By hand to: [insert details of drop off location – e.g. tender box]
· Other
Proposals must be prepared in English and in the format requested in Part 3 of this RFP. As a minimum, a Proposal is to also contain a cover letter [and executive summary].
For Hard Copy Proposals:
· Proposals must be submitted in a sealed envelope or package, clearly labelled with the RFP reference number.
· Documents should be loose bound to allow for easy separation of pages by the Company.
1. 11 [bookmark: _Toc189731245]Late Proposals
Proposers are responsible for ensuring their Proposals are submitted before the RFP closing date and time, in accordance with the acceptable lodgement requirements detailed in Clause 1.5. The Company will not make any allowances for delays in transmitting the Proposal from the Proposer to the Company.
 
In cases where a Proposal is submitted by post, the date of posting, as verified by an official postal mark or other proof of posting, will be considered the official date of submission rather than the date of receipt by the Company. To ensure compliance:
· If requested by the company, proposers must provide verifiable proof of posting, such as a postal receipt or tracking confirmation.
· Proposers must notify the Company immediately if any delays may affect the receipt of their Proposal.
 
If the company receives a Proposal after the stipulated RFP closing date and time and does not provide sufficient proof of timely posting or notification of delays, it may be excluded from further consideration.
 
The Company reserves the right to accept or reject any late Proposals based on the evidence provided at its sole discretion.
1. 12 [bookmark: _Toc189731246]Acceptance of Proposals
The proposal may address all or part of the Requirement and may be accepted by the Company wholly or in part. However, the Company will not accept any Proposal unless and until it has signed a Contract or issued a formal 'Notice of Award' in writing to the successful Proposer.
The Company is under no obligation to:
· Accept the lowest-priced Proposal or any Proposal submitted.
· Provide reasons for the rejection of any Proposal.
The Company reserves the right to:
· Reject any Proposal that is incomplete, conditional, or does not comply with the RFP documents.
· Discontinue the RFP process at any stage without liability or obligation to any Proposer.
· Negotiate with one or more Proposers before making a final decision.
Feedback on Proposals:
The Company may, at its sole discretion, provide feedback to unsuccessful Proposers upon written request. Such feedback will be limited to general comments on the strengths and weaknesses of the Proposal and will not disclose information about other Proposals
1. 13 [bookmark: _Toc189731247]Alternative Proposals
Proposers may submit alternative Proposals if they believe these alternatives could provide additional benefits to the Company while still meeting the core Requirement. Any alternative proposal must:
1. Be clearly identified as an "Alternative Proposal" within the submission.
2. Be presented separately from the primary proposal to avoid confusion.
3. Include all necessary details and supporting documentation to demonstrate how it complies with the Requirement and why it offers added value.
The Company reserves the right to accept or reject any alternative proposal, in whole or in part, at its sole discretion.
1. 14 [bookmark: _Toc189731248]Validity of Proposals
Proposals submitted in response to this RFP are to remain valid for a period of [insert number of days] from the RFP closing date.
1. 15 [bookmark: _Toc189731249]Evaluation of Proposals
The minimum selection criteria to be used in the evaluation of Proposals include, but are not limited to, the following:

[insert evaluation criteria] – Refer to Guidance notes for examples 

[bookmark: EvalCriteria]These criteria are not in any particular order or necessarily carry equal weight.
The company may request additional information from Proposers to assist in further evaluation of Proposals.
1. 16 [bookmark: _Toc189731250]Withdrawals
Proposals may be withdrawn by providing written notice to the Company at any time before the RFP closing date and time. The withdrawal notice must:
1. Be submitted on company letterhead and signed by an authorised representative of the Proposer.
2. Clearly state the intention to withdraw the Proposal and reference the specific RFP number or title.
Once the RFP closing date and time have passed, proposals cannot be withdrawn, except under exceptional circumstances and with the Company’s written consent.
If a withdrawal notice is submitted, the Company will confirm receipt in writing. Proposers should retain this confirmation for their records.

1. 17 [bookmark: _Toc189731251]Proposers to inform themselves
The company has taken all reasonable care to ensure the RFP is accurate. However, the Company gives no representation or warranty as to the information's accuracy or sufficiency and that all Proposers will receive the same information. Proposers must fully inform themselves of all conditions, risks and other circumstances relating to the proposed contract before submitting a Proposal. Proposed prices shall be deemed to cover the cost of complying with all the conditions of the RFP and of all things necessary for the due and proper performance and completion of the Requirement.
1. 18 [bookmark: _Toc189731252]Costs of preparing Proposals
All costs relating to the preparation and submission of a Proposal are the sole responsibility of the Proposer.  Company shall not pay any Proposer, wholly or in part, for its Proposal.
1. 19 [bookmark: _Toc189731253]Confidentiality
Except as required for the preparation of a Proposal, Proposers must not, without the Company’s prior written consent, disclose any of the contents of the RFP documents to any third party. Proposers must ensure that their employees, consultants and agents also are bound and comply with this condition of confidentiality. Refer to Appendix 6, which details all confidentiality obligations that participating Proposers should uphold as part of this RFP. 
1. 20 [bookmark: _Toc189731254]Inconsistencies and omissions
Proposers must promptly advise the Company in writing of any inconsistencies and omissions they discover in the RFP.  
1. 21 [bookmark: _Toc189731255]Proposal acknowledgement 
By participating in this RFP, Proposers are indicating their acceptance of the conditions set out in this Part. Proposers are to acknowledge this acceptance and furnish details of their representative(s) that will be the point of contact for all matters relating to the RFP, in writing, to the Company prior to the proposal acknowledgement due date set out in Clause 1.5.
Any Proposer choosing not to submit a Proposal is required to acknowledge this intent in writing to the Company and return all RFP documentation to the Company prior to the proposal acknowledgement due date.
1. 22 [bookmark: _Toc189731256]Return of RFP documents 
Proposers must return all issued hard copies of the RFP documents to the Company within seven (7) days of being notified that their Proposal was unsuccessful. Unsuccessful Proposers must also permanently delete any electronic copies of RFP documents, whether issued by the Company or created by the Proposer.
For organisations handling sensitive information or innovative intellectual property (IP), additional measures may be required. These could include certification of deletion or destruction, confirmation of compliance with data protection laws, or evidence of adherence to secure disposal methods. Such measures should be tailored to the organisation’s specific needs and outlined clearly in the RFP.
Regardless of the outcome of the RFP, all Proposers are strictly bound by the confidentiality obligations outlined in the RFP. This includes ensuring that RFP documents and associated proprietary information are not retained, shared, or used without authorisation. Breaches of these obligations are prohibited and may result in legal action, such as disqualification from future opportunities, liability for damages, or other remedies deemed appropriate by the Company.
Proposers are reminded that confidentiality and return obligations are critical to participating in the RFP process and are designed to protect the integrity of the process and safeguard sensitive information.
















[bookmark: _Toc189731257]PART 2 – THE REQUIREMENT
[The complete requirement is to be included in this Part.  See “Request for Proposal Guidance Notes” for an overview of the key elements that should be addressed.]




[bookmark: _Toc189731258]PART 3 – INFORMATION TO BE PROVIDED BY PROPOSERS
This Part details all the information proposers are required to provide to the Company. The submitted information will be used to evaluate Proposals.  
3. 1 [bookmark: _Toc189731259]Pricing information
This clause sets out the information necessary for Proposers to furnish rates and prices as consideration for delivering the Requirement against any resultant Contract.  
Prices include all costs
Proposers must ensure submitted rates and prices include all costs, insurances, taxes, fees, expenses, obligations, and risks to fulfil the RFP requirements. A detailed cost breakdown is required, covering specific categories such as transport, insurance, taxes, labour, and other relevant expenses [Insert Criteria]. Lump sum figures without a breakdown will not be accepted. Any dependencies, such as commodity prices, exchange rates, or risk factors, must be explicitly stated in the Proposal. Proposals that lack a detailed breakdown or fail to identify dependencies may be rejected or penalised during evaluation. All costs not listed in the Proposal will not be accepted under any resulting contract
Applicable Goods and Services Taxes
Proposal rates and prices shall be exclusive of [state details of tax applicable, e.g. Australian GST or United Kingdom Value Added Tax]. 
Currency of proposed rates and prices
Unless otherwise indicated, all rates and prices submitted by Proposers must be in [state currency applicable]. If the proposal includes costs in another currency, the proposer must specify the applicable exchange rate used for conversion and provide the source or reference date for that rate. Any fluctuations in exchange rates after the proposal submission will be the proposer’s responsibility unless otherwise agreed upon in the contract.
Rates and Prices
[Include here all price collection tables and other required price information that is to be completed by the Proposers.]
3. 2 [bookmark: _Toc189731260]Non-price commercial information
See “Request for Proposal Guidance Notes” for an overview of the key elements that should be addressed.
3. 3 [bookmark: _Toc189731261]Technical information
See “Request for Proposal Guidance Notes” for an overview of the key elements that should be addressed.
[bookmark: _Toc189731262]3.4       Declaration
I, [Your Name], representing [Your Company Name], declare that all information provided in this proposal is true, accurate, and complete to the best of my knowledge. We acknowledge the terms and conditions outlined in this RFP and agree to comply with all requirements if selected.
	Signed
	

	Name
	

	Position 
	

	Company Name 
	

	Date 
	










[bookmark: _Toc189731263]PART 4 – PROPOSED CONTRACT
In submitting your Proposal, you must let us know if you wish to question or negotiate any of the terms or conditions in the Proposed Contract or wish to negotiate new terms or conditions. A copy of the terms and conditions is included in this document; refer to Appendix 2. 
If you do not state your position, you will be deemed to have fully accepted the terms and conditions in the Proposed Contract.
Attached is the draft proposed Contract for [name of project/requirement]. Proposers acknowledge that this is a draft contract and, as such, may be changed prior to a final Contract signed with the Company.   













[bookmark: _Toc189731264]PART 5 – APPENDICES 
(Include or delete sections as appropriate based on the requirements of your document.) 
[bookmark: _Toc189731265]Appendix 1 - RFP Document
· Overview of the Project
· Scope of Work (SOW)
[bookmark: _Toc189731266]Appendix 2 - Terms and Conditions
If no existing Terms and Conditions have been agreed upon, please refer to the guidance notes for a boilerplate set that can be used as a starting point. Ensure that modifications or additions are clearly documented and shared for mutual agreement. Once agreed, include a copy in this RFP as an Appendix. 
[bookmark: _Toc189731267]Appendix 3 - Technical Specifications
· Details About Your Organisation
· Relevant Context for the Project
· Existing Infrastructure or Systems

[bookmark: _Toc189731268]Appendix 4 - Proposal Submission Template

1. Proposer Information
	Field
	Response

	Company Name
	

	Company Registration Number
	

	Country of Registration
	

	Address
	

	Contact Person Name
	

	Contact Email Address
	

	Contact Phone Number (incl. country code)
	

	Data Protection Compliance (GDPR/Other)
	



2. Executive Summary
Provide a brief overview of your proposal, highlighting key features, compliance with local and international standards, and your organisation’s ability to deliver the requirements.


3. Approach and Methodology
Explain your strategy for delivering the requirement. Include any specific considerations for regional variations, legal compliance, or cultural factors.


4. Technical and Operational Details
	Requirement Component
	Proposed Solution
	Compliance Notes

	[Insert specific requirement]
	
	

	[Insert specific requirement]
	
	

	[Insert specific requirement]
	
	




5. Pricing Information
	Cost Component
	Price (Excl. Tax)
	Tax
	Total (Incl. Tax)
	Currency (Specify)

	[Insert cost component]
	
	
	
	

	[Insert cost component]
	
	
	
	

	Total
	
	
	
	


Include a statement on compliance with trade regulations, such as export controls or tariffs.


6. Relevant Experience and References
	Project/Client Name
	Description of Work
	Value ($/£/€)
	Contact Person & Details
	Country of Project Execution

	
	
	
	
	

	
	
	
	
	




7. Compliance with RFP Requirements
Confirm your compliance with all stated requirements, including regulatory standards:
	Requirement
	Comply? (Yes/No)
	Comments or Deviations
	Regional Compliance Considerations

	[Insert requirement]
	
	
	

	[Insert requirement]
	
	
	




8. Vendor Due Diligence Acknowledgement
By completing this section, the proposer acknowledges that the Company may undertake the following due diligence activities:
· Reference checks.
· Background checks (e.g., legal, financial, or compliance records).
· Interviews.
· Presentations.
· Site visits.

Acknowledged? (Yes/No) 	Signature of Authorised Representative: 	 	Date: 


9. Data Privacy and Security
	Question
	Response

	Does your organisation comply with GDPR, CCPA, or other privacy laws?
	

	How do you handle cross-border data transfers?
	

	Please provide your data breach notification process.
	




10. Additional Information
Share any additional compliance certifications, accreditations, or unique capabilities your organisation brings to this project.

[bookmark: _Toc189731269]Appendix 5 - Supporting Documents
Data or Reports
Include any relevant data, reports, or research that provides context or supports the project’s planning and execution. These documents should help proposers understand the background and inform them of their approach.
Drawings, Plans, or Designs
Attach any technical drawings, plans, or designs related to the construction or technical aspects of the project. These visuals should clearly represent the project’s requirements and expectations.
[bookmark: _Toc189731270]Appendix 6 - Confidentiality Obligations
The following confidentiality obligations bind all Proposers participating in this RFP:
1. Non-Disclosure of Information
Proposers must treat all information provided by the Company as confidential. This includes the RFP documents, any communications, and any other information shared during the process. Proposers must not disclose this information to any third party without prior written consent from the Company.
2. Limited Use of Information
Information provided as part of the RFP process must only be used to prepare and submit a proposal. Any other use is strictly prohibited.
3. Protection of Sensitive Data
Proposers must take all reasonable steps to protect the confidentiality of the Company’s information, including secure storage of physical and digital copies and limiting access to only those employees or subcontractors who need it for proposal preparation.
4. Return or Destruction of Information
Proposers must return all physical copies of RFP documents within seven (7) days of being notified that their Proposal was unsuccessful. All electronic copies, whether provided by the Company or created by the Proposer, must be permanently deleted.
5. Prohibition on Sharing or Retaining Information
Proposers must not share, retain, or use any part of the RFP documents or associated proprietary information for any purpose other than the RFP. Any unauthorised retention, sharing, or use is strictly prohibited.
6. Intellectual Property
All intellectual property (IP) rights in the RFP documents, including but not limited to any data, designs, specifications, or materials provided, remain the sole property of the Company. Proposers are granted a limited, non-transferable license to use the RFP documents solely to prepare and submit a proposal. Any modifications, adaptations, or derivatives made by Proposers remain the property of the Company.
7. Survival of Obligations
These confidentiality obligations remain in effect even after the RFP process has concluded, whether or not a Proposal was successful.
8. Legal Consequences for Breach
Breaches of confidentiality may result in legal action, including but not limited to disqualification from future opportunities, liability for damages, and other remedies deemed appropriate by the Company.
By participating in this RFP, Proposers acknowledge and agree to comply with these confidentiality obligations.
Declaration
	Signed
	

	Position
	

	Date
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