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TENDER RESPONSE DOCUMENT
For the provision of Design & Advertising Services to the SEUPB
February 2012 – February 2013
CLOSING DATE:
Wednesday 15 February 2012
CLOSING TIME:
3pm 
DATE ISSUED:

Monday 30 January 2012
   Signed on behalf of the responding tenderer:



   Date:





   

	Please read the following information before completing this document

The response to this Invitation to Tender must be made in the same format and using the same number conventions that have been used in this Tender Response Document. 

Please ensure that all required information is included in your response. Failure to complete any section of the document may lead to the response being disqualified.  
Neutral comments such as ‘noted’ will not be accepted as a compliant statement. Any failure and/or incompleteness in this respect may result in rejection of your tender.

For your assistance notes are included under some response points – these should be deleted and replaced with the required information. You are not limited to the space provided for your answer to each point. You may increase the size of the answer box accordingly.
Please note that a copy of the completed response is required in electronic format in addition to the hard copy of this document which must be submitted by the closing date. You may email your electronic copy to louise.buckley@seupb.eu .


Section A

	1       BASIC DETAILS OF YOUR ORGANISATION 

	a)   Legal entity of the organisation that intends to fulfil this project. (This is the full registered name of the organisation). 
	

	b)   Contact name for enquiries about the information in this document: 
	

	c)   Contact’s position/job title: 
	

	d)   Address:
	

	e)    Telephone number: 
	

	f)    E-mail address of contact person 
	

	g)   Fax number: 
	

	h)   Website address (if any): 
	

	i)     VAT registration number (if applicable)
	

	j)     Company registration number (if this applies): 
	

	k)    Is your organisation: 
(Please tick one) 
	i) a public limited company? 
	

	
	ii) a limited company? 
	

	
	iii) a partnership 
	

	
	iv) a sole trader 

if a sole trader – please also include your National Insurance number
	

	
	v) other (please specify) 
	


	2
	INSURANCE 

	2.1
	Do you have the following insurance?

Evidence will need to be produced before the award of the contract.

	
	a.
Public Liability (Minimum cover £5m)
	YES/NO      £

	
	b.    Employers Liability
	YES/NO      £

	
	c.
Professional Indemnity
	YES/NO      £ 

	
	Is Contractual Liability included?
	YES/NO

	
	Is liability for acts of sub-contractors included
	YES/NO

	l)    List company membership of professional / industry organisations  (expand this space as required for your response)

	3. FREEDOM OF INFORMATION   
The Special EU Programmes Body, in common with the other North South Implementation Bodies, is not subject to the Freedom of Information Acts 1997 and 2003 in Ireland and to the Freedom of Information Act 2000. Instead, a Code of Practice on access to information held by the Bodies was drawn up by the Irish and Northern Ireland Ministers with responsibility for Freedom of Information, and approved by the North South Ministerial Council.

	Please confirm your understanding of what is required from you regarding access to information under the Code of Practice applicable to Implementing Bodies 

	4. CONFLICTS OF INTEREST


	Please declare the relationship between anyone involved in this tender and an SEUPB employee or a possible third party supplier.


Section B
	METHODOLOGY
	We shall use the information you provide in this section to assess the approach to an assignment as demonstrated by this tender.

	Please include details of the methodology used to create the following three products

	1. An A4 Annual report            (approx 80 pages)
	

	2. Corporate Newsletter/Information booklet (approx  26 pages)


	

	3. Design and placement (provision of relevant artwork) of a public notice/funding call within the Irish Independent, Glasgow Herald and Belfast Telegraph.   
	

	
	Costs

(excluding VAT)

We shall use the information you provide in this column in our evaluation of the value for money your tender will provide.

	COSTS/VALUE FOR MONEY
	(All costs provided will be converted into sterling using a rate of €1=£0.87 for the purposes of scoring).
	

	a. Hourly rate for Account Manager
	
	

	b. Hourly rate for Creative Director 
	
	

	c. Hourly rate for Senior Designer 
	
	

	d. Hourly rate of Designer 
	
	

	e. Estimated cost for production of product 1 (Annual Report).
	
	

	f. Estimated cost for production of product 2 (newsletter/information Booklet).
	
	

	g. Estimated cost for product 3 (please provide the design costs associated with the advert). 
	
	

	h. % mark-up for all third party costs (a maximum mark-up of 6% will be accepted under the contract).
	
	

	CREATIVITY 
	We shall use the information you provide in this section to assess the creativity criteria of this tender.  

	Please provide two samples for products 1 and 2. Please also provide two samples of a relevant public notice advert for product 3.  
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