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ANNEX 1
Response to Invitation to Tender
For the supply of Training Manuals to the British Council

Company name:


___________________________

Contact name: 


___________________________
Contact email address: 


Contact Telephone number:  
 
Instructions
All answers in this response template should be inserted in the space below the British Council requirement / question.
N.B. Any alteration to a question will invalidate your response to that question and a mark of zero will be applied.

Submit completed responses to lois.sarpong@gh.britishcouncil.org
Deadline: 14:00 on 23 June 2016
Scoring Methodology
The following methodology for evaluating responses will be applied and weighted for all selection criteria below:

10 points (Excellent) - A comprehensive and strong answer indicating the provider is fully capable and experienced to deliver the required outcomes. A detailed response that directly responds to all requirements with no ambiguity and relevant examples provided.
7 points (Good) - There are slight concerns that the organisation will not be able to achieve all the outcomes required and response lacked details of relevant experience. A less detailed response that broadly responds to the requirement with some ambiguity and few relevant examples provided.

5 points (Adequate) - There are concerns that the organisation will not be able to achieve the outcomes required and response significantly lacks details of relevant experience. A less detailed response that broadly responds to the requirement with some ambiguity and no/irrelevant examples provided.

3 points (Poor Response/Limited Evidence) - There are serious indications that the organisation will not be able to achieve the outcomes required and has not provided appropriate evidence of experience to successfully deliver the outcomes required. A response that is not entirely relevant to the requirement, with ambiguity and lacking specific detail.

0 points (Unacceptable) - The answer is non-compliant and/or no relevant information has been received to demonstrate the organisation can achieve the required outcomes. No response or a response that is entirely irrelevant.
	Section 1:  Knowledge and experience
Selection Criteria Weighting: 25%
How long has your organisation been in existence and who has been your clientele? At how many locations do you operate and where? How would you describe your company’s knowledge and experience with regard to the delivery of this service?


	


	Section 2:  Methodology  and approach
Selection Criteria Weighting: Creativity 25%
What types of products/services do you supply? Furthermore what approach will you adopt in production to ensure the British Council derives value for money?  Add samples of similar work done in the past


	


	Section 3:  Schedule and Staffing
Selection Criteria Weighting: 25%
What is approach to work towards meeting highest standards with this supply (incl space, staff, equipment, schedule etc). 


	


	Section 4:  Cost 
Selection Criteria Weighting: 25%
How much do you intend to charge for the delivery of the product considering key specifications highlighted in the ITT document? 
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