Instructions for Respondents
1. Check that you have all the relevant documents, including:
· The Request for Proposals (RFP) which outlines the procurement.
· The Response Form (this one) to fill out your response.
· The RFP-Terms. Read these carefully.
2. Before filling out this form, read the RFP carefully, particularly Section 2 (Our Requirements) and Section 3 (Our Evaluation Approach). This helps you quickly decide if you are the right fit for the requirements.
3. Please follow the layout of this Response Form:
· Don’t change the section headings and sequence as this needs to be consistent across all Respondents.
· Insert any extra images or graphs either as part of your answer or in a separate attachment (but make it clear in the Response Form that you have done so).
· You can insert links to videos up to 50 MB in size.
· Do not insert links to long documents if possible. They may not be viewed.
4. Everything highlighted in PURPLE in this document is information for the Respondent (you). Delete these PURPLE parts before sending the Response Form. You can customise everything shaded in BLUE. When you have completed these areas please un-shade them.
The purple boxes are Supplier Tips. Delete these after reading.
Write your response in the blue sections. Un-shade the blue once you have filled these out.
5. Remember to make a note of the Deadline for Questions. The Q & A section is really helpful for all Respondents so feel free to ask us anything if it is unclear.
	
	         RESPONDENT TIP: How to improve your RFP response
i

Head over to https://www.procurement.govt.nz/suppliers-2/ for some great resources to help you through the procurement process, including:
· Building up a collection of documents that you can use for all RFPs.
· Tips about responding to RFPs – what to include in your response and how to present it.
· An expanded check-list to work through.
	



Please submit Response Form A and Response Form B as Separate Documents


Checklist for Respondents
	Have you:

	1. Filled out all sections of the Response Form.
	|_|

	2. Removed all the purple ‘Supplier Tip’ boxes from this Form.
	|_|

	3. Deleted the PURPLE instructions from this Form.
	|_|

	4. Un-shaded the BLUE highlighting where you fill out your answer.
	|_|

	5. File size: Your email attachment should be no greater than 50MB (unless otherwise specified in Section 1.4 of the RFP).
	|_|

	6. Arranged for the declaration to be signed. If this is a joint or consortium Proposal make sure all the consortium members sign separate declarations.
	|_|

	7. Prepared your Proposal									             
a. You must submit your response through GETS.
	|_|

	8. Submitted your pricing response as a separate document to your written non price  response.
	|_|

	9. Arranged for the Proposal to be submitted electronically before the Deadline for Proposals.
	|_|


















[Insert your (Respondent’s) name and logo]





Request for Proposal (RFP) 
Response Form B: Price 
In response to the Request for Proposals

By: 	[insert Respondent Name]

For: 	Research on potential electrolytic hydrogen co-benefits

Date of this Proposal:		 [insert date]













	
	         RESPONDENT TIP
i

· Refer to the RFP Section 4 for information on how to present your proposed price. Where a separate pricing template has been provided as part of the RFP, you must use it for your pricing information.
· In your pricing information consider all risks, contingencies and other circumstances relating to the delivery of our Requirements and include adequate provision for them.
· Document any assumptions that you have made in costing the Requirements.
· If asked, a ‘whole-of-life’ cost is the total cost to the Buyer over the whole life of the Contract. See Guide to Total Cost of Ownership and TCO calculator on our website.
· If we have asked for a two - envelope response you must put all financial and pricing information in a separate sealed envelope or separate email attachment document.
	


Part B – Price 













1. Price as a weighted criterion
	Value for money (based on whole-of-life cost total proposed contract value)	
	15%

	Provide a breakdown of the total cost by:
· milestone
· key deliverables 
· associated tasks that fall under each deliverable, and;
· total value over the whole-of-life Contract

	[insert answer here]

	Detail any other cost or benefits, including any costs that the Respondent expects to the Buyer to incur directly with third parties in order to facilitate performance of the Contract.

	[insert answer here]


1.1 Pricing Schedule
Please submit your financial information and pricing using the following table. 
Please provide as detailed a breakdown of the pricing as possible, and describe any assumptions where relevant (e.g. the number of people being applied to a job and why, or if, that changes over time). Where possible, please provide information regarding subcontractor input as well as your input. Please note, you can use as many rows as required.

Fixed price with payment milestones
Please set out your proposed fixed price and payment milestones.
	Milestone 
	Associated tasks 
	Estimated Payment Date
	Instalment Amount (excl. GST)

	Literature review and longlist
	[List task details]
	Month Year
	$[x]

	Use case analysis
	[List task details]
	Month Year
	$[x]

	Quantifying New Zealand’s potential
	[List task details]
	Month Year
	$[x]

	Draft report including modelling, analysis, findings and recommendations
	[List task details]
	Month Year
	$[x]

	Final report
	[List task details]
	Month Year
	$[x]

	
	
	TOTAL 
	$[x]


To add more rows to the table, click or tap an existing row, then hit the ‘+’ button appearing on the far right.







Expenses
Please identify any expenses that the Buyer will be expected to reimburse, in addition to the fees and charges outlined above.
	Expense Item
	Maximum limit (excl. GST
	Expected quantity
	Sub-total (excl. GST)

	[e.g. Flights] 
	[$ X] per [unit]
	[number of units]
	$ [x]

	[e.g. Accommodation]
	[$ X] per [unit]
	[number of units] 
	$ [x]

	
	
	TOTAL
	$ [x]



1.2 Assumptions
	Assumptions

	Please state any assumptions you have made in relation to the cost and pricing information.

	[insert answer here]




	
	         RESPONDENT TIP
i

· An assumption is something that is accepted as true or as certain to happen without proof e.g. that the Buyer (or a third party) will provide certain information or assistance so that the Respondent can accurately cost and price its Proposal.
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