CONTRACT NO: 
SECTION VII – ADMINISTRATION 



PREAMBLE

This model ITT has been developed on the following principles:
Objectives
· Improve Performance

· Eliminate unnecessary costs

· Add value and boost competitiveness

Framework

The document is a framework to provide consistency of approach in TENDERING.  In order to accommodate the requirements of specific Companies without compromise to the overall structure, facility has been made for COMPANY specific information to be input into specially designated parts throughout the document:

Supply Chain Code of Practice

· FPAL 


In order to eliminate supplier data duplication, the document facilitates the use of data contained in FPAL. The intention is for the TENDERER to ensure that data intended to be relied upon as part of the TENDER submission and evaluation is up to date and correct.  

However, Companies may request information, additional to that contained in FPAL, as and when required.

· Logic Contracts


The document is drafted on the basis that LOGIC Marine Construction Edition 2 will be used as the base document and as such, the document does not address those areas already covered by the contract terms. If the Company is not using LOGIC Marine Construction Edition 2 then care should be taken to ensure that all issues are clearly covered in the TENDER documents.

· Alternative TENDER Structure / Format


The document encourages the TENDERER to suggest ways to deliver value to the parties by way of Alternative TENDERS. In order to facilitate the evaluation of Alternatives in the context of the TENDER process, the Alternative TENDER should follow a similar format to that prescribed for the baseline TENDER. That said, TENDERERS should avoid duplication of those Parts already completed for the Baseline bid if the Alternative does not impact such information.

Feedback

In order to continually improve the TENDER process and add value, TENDERERS are encouraged to provide feedback on the ITT document itself by visiting the FPAL website and filling in the form located at www.fpal.com  

UKCS versus Regional Tendering

Whilst the ITT document has been drafted on the basis of UKCS work, with some modification, this document could be used on a regional/global basis.
Typical Applications

· Pipelaying

· Subsea installation

· Subsea Construction

· Inspection repair and maintenance using diving support and other support vessels

Access to the ITT document

This document, together with other model ITT documents, is available on the FPAL website at www.fpal.com
PART A 

TENDERING INSTRUCTIONS

A1 
Tendering Instructions
A2
Additional Tendering Instructions
A3
Tender Evaluation Criteria
A4
Form of Acknowledgement
PART A1

TENDERING INSTRUCTIONS

1.0
Introduction

1.1
On behalf of [
], our affiliated companies and our partners we invite you to TENDER for the requirements of the WORK as herein defined.

1.2
Please not that where we refer to “WORK” we also mean the supply of “Services” or “Goods” ad herein defined
1.3
You have been placed on our bid list for this requirement as a consequence of registering with First Point Assessment Limited (“FPAL”) and / or passing our prequalification process.
2.0
Immediate Actions

2.1
Within 3 working days of receipt of the Invitation to TENDER (ITT), TENDERER is requested to acknowledge receipt confirming its intention to submit a TENDER or otherwise by e-mail using the Form of Acknowledgement contained in Part A4 in accordance with the instructions contained therein 
2.2
By acknowledging receipt, TENDERER is also to keep the documentation contained herein and any subsequent documentation issued in respect of this ITT confidential 

2.3
COMPANY’S nominated contact is [
].  Do not send any communications to any other person.  Contact details are Tel. [
], email to [ ]@[ ].  When TENDERER acknowledges receipt, TENDERER shall advise the nominated point of contact for the TENDER and how to contact them.  COMPANY will only send further communications to TENDERERS  nominated contact. 
2.4
Both Parties will give notice in writing to the other Party of any changes in the nominated point of contact for this ITT.

2.5
All communications pursuant to this ITT shall be in writing between the nominated Parties.
3.0
TENDER Submission
3.1
TENDER is to be submitted no later than [ ] hours on [ ] (“Submission Date”).

3.2
TENDERER shall submit its TENDER as follows:

[ ] Hard copies which shall be provided and clearly marked as [ ]  priced original, [ ] priced copy and [ ] unpriced copy

and 
[ ] electronic copy on CD-R format (Note: all qualifications submitted with the TENDER shall also be submitted in MS Word format).  The hard copies should be provided as [ ]  priced original, [ ] priced copy and [ ] unpriced copy  

3.3
Please submit your TENDER to COMPANY at the following address:-

To:


[ ] 

For the attention of 
[ ].

3.4
The TENDER should be submitted in a secure fashion so that it reaches COMPANY unopened.  It should clearly display the TENDER number and be marked as “CONFIDENTIAL”.

Drafting Note: 3.2, 3.3 and 3.4 is designed to include specific instructions on the mode of issue and receipt of ITT documents.  If COMPANY is using web/portal based e-TENDERING specific system instructions should be included in A2. 

3.5
TENDERER bears the responsibility of ensuring that its TENDER is delivered on time. Failure to deliver on time may result in exclusion.

3.6
TENDER shall have a validity period of [ ] days from the Submission Date noted in Item 3.1 above.

3.7
TENDER must be signed by an officer of the company with the required Authority to bind the TENDERER.
3.8
TENDER shall be submitted in accordance with the following and shall be supplemented with all other information requested pursuant to this ITT:-

Cover Letter

B1 Technical Submission Requirements

B2 Commercial Submission Requirements


B3 Alternative Tender

More specific instructions are included within Part B of this ITT
3.9
If possible the TENDER should be submitted free from qualifications.  If however, TENDERER is unable to do so then qualifications to the ITT shall be placed in the parts provided for this purpose.  Only qualifications contained within the designated parts will be considered by COMPANY. Any such qualifications will not be binding on COMPANY however they may become the subject of negotiation between COMPANY and TENDERER.

3.10
TENDERER may supplement its compliant proposal by supplying an Alternative TENDER in a format that complies with the general format set out herein or as otherwise directed.
3.11
All costs and expenses incurred by TENDERER in preparing the TENDER, attending meetings in connection with the TENDER, etc. shall be borne in their entirety by TENDERER.

3.12
Where applicable, TENDERER is required to confirm in the Form of TENDER that its company information in FPAL is accurate and up to date as at Submission Date and that it accepts that COMPANY may, where appropriate rely on such information as an integral part the TENDER. 
3.13
TENDERER is required to confirm in the Form of TENDER that it is a signatory to the Industry Mutual Hold Harmless indemnity regime [www.imhh.com].   
3.14
TENDERER is required to conform to COMPANY’s ethics policy in Part B1 Form of TENDER.
4.0
TENDER Information and Administration
4.1
TENDERER is required to review this ITT thoroughly and submit all the documentation in accordance with the instructions provided herein. 

4.2
Should TENDERER notice any omissions discrepancies with the ITT then TENDERER shall advise COMPANY immediately when it becomes aware.  For the avoidance of doubt, any discrepancies or omissions shall not relieve TENDERER from its obligations elsewhere in the ITT.
4.3 COMPANY shall notify TENDERERS of changes to the ITT whether pre or post submission via TENDER Circulars issued to all TENDERERS, which shall be uniquely and sequentially numbered.

4.4 It should be noted that TENDER Circulars and TENDERER responses thereto shall become an integral part of the ITT and TENDERERS response thereto and by submitting its TENDER, TENDERER shall be deemed as having accepted this.  TENDERER should make it clear to COMPANY that TENDERER has taken account of all TENDER Circulars by reference to them in the Form of TENDER.

4.5 Should TENDERER have a query on any aspect of the ITT then TENDERER shall submit a TENDER Query in writing, which shall be uniquely and sequentially numbered.  
4.6 COMPANY shall respond to TENDERER queries by issueing a TENDER Circular to all TENDERERS containing the original query together with COMPANY’S response..
4.7 If TENDERER queries or TENDER Circulars issued significantly impact the original ITT, then parties may agree a reasonable extension to the Submission Date to allow consideration of same.
5.0
TENDER Evaluation
5.1
COMPANY will evaluate the TENDER carefully and award decision shall be made in accordance with the criteria contained in Part A3 of the ITT.
5.2
COMPANY reserves the right not to accept the lowest TENDER, and to reject any or all TENDERS at its sole discretion.

5.3
COMPANY reserves the right to disqualify TENDERER if it does not have an up-to-date and accurate Capability Assessment in its FPAL record and has not committed to providing such by the planned award date. 

5.4
Following submission of the TENDER, should COMPANY require clarification on any aspect of TENDERER submission then, COMPANY shall issue such clarification in writing to the TENDERER as applicable and TENDERER shall respond in writing. Agreed clarifications shall be incorporated as part of any CONTRACT award. 
6.0
Award Process and Post-Award Activities
6.1
COMPANY will notify the successful TENDERER about the award decision as soon as possible and unsuccessful TENDERERS as soon as circumstances allow.

6.2
If successful, TENDERER shall cooperate with COMPANY in expediting the final CONTRACT in a timely manner.
6.3
Without prejudice to COMPANY’s obligations in matters of confidentiality, commercial sensitivity and ethical conduct, unsuccessful TENDERERS shall be provided with the opportunity of a debrief which will give an appropriate measure of feedback on its performance during the TENDERING process.
6.4
The anticipated award date for the CONTRACT is [ ].
PART A2

ADDITIONAL TENDERING INSTRUCTIONS
COMPANY wishes to supplement the instructions of the previous parts by the inclusion of the following additional instructions.

Drafting Note: This Part A2 is designed for all other specific TENDERING instructions not dealt with in Part A1. For example, E-Bidding Tools and Processes, JV Partner Specific requirements.

PART A3  

TENDER EVALUATION CRITERIA 

1.0
Background

Drafting Note: Explain rationale for TENDER and key COMPANY issues in the decision making process 

1.1
Timescale


The following timescale is proposed for award of the TENDER:-


Tender Submission



[ ]


Tender Evaluation / Clarification Complete

[ ]


Final Contract Negotiations


[ ]


Award Recommendation Approved

[ ]


Award Notification / Issue Letters of Regret

[ ]


New Contract Implementation


[ ]
1.2 TENDER Evaluation Criteria
TENDERS will be evaluated In accordance with the pre-determined criteria that are listed below in no particular order of importance.  
Drafting Note: The following is indicative evaluation criteria and should be determined on a case by case basis.  COMPANY may opt to list the criteria with or without weighting the importance of the requirements:- 
· Adherence to TENDERING Instructions



[ ]%
· Alternative Offers






[ ]%
· Availability of Equipment and Personnel



[ ]%
· Capacity to undertake the WORK




[ ]%
· Commercial Competitiveness




[ ]%
· COMPANY’s incurred costs in consideration of the nature and extent of TENDERERS offer





[ ]%
· Construction/Marine Spread




[ ]%
· Execution plan and methodology of performing the WORK

[ ]% 
· Experience and ability to execute the services



[ ]%
· Financial Status






[ ]%
· FPAL Type 1 Feedbacks available – frequency, quality and number
[ ]%
· Management of subcontractors and suppliers



[ ]%
· Organisation






[ ]%
· QA systems and compliance with required standards


[ ]%
· Qualifications to this ITT





[ ]%
· Safety Management System




[ ]%
· Schedule – ability to complete WORK within the desired timeframe
[ ]%
· Technical and Operational performance of TENDERER, TENDERERS TENDERERS systems, TENDERERS equipment, Goods, Materials offered. 








[ ]%
· Terms and Conditions of CONTRACT



[ ]%
· Transition Management





[ ]%
· Technical Integrity






[ ]%
· Cost








[ ]%
· Procurement






[ ]%
· Planning & Delivery





[ ]%
· Change Management





[ ]%
· CONTRACT Management





[ ]%
· HSE








[ ]%
PART A4
FORM OF ACKNOWLEDGEMENT
[

]

[

]

[

]

[

]

Attention: ..............................................

Date:......................................................

Dear Sir/Madam,

TENDER ENQUIRY NO. ......................................................................................

TITLE OF THE WORK: ....................................................................................... 

1. We acknowledge receipt of your Invitation to TENDER package issued under cover of your Reference [


] dated [

] in respect of the above.

2.* (a)
We have received all the documents listed on the Invitation to TENDER letter without damage and in useable condition. (Alternatively please specify any documents that are missing, damaged or unusable).

(b) We have read the Invitation to TENDER and we confirm our TENDER shall be prepared and submitted strictly in accordance with the specified requirements.

(c) TENDERER confirms its commitment to comply with the [COMPANY’s business principles/statement of ethics] and further confirms that it has established policies to prevent any of our officers, employees, or agents from making, receiving, providing or offering substantial gifts, entertainment, payment, loans, or other considerations which may influence individuals.
Drafting Note: Where the COMPANY does not have a specific ethics policy then a statement similar to the following is recommended in replacement of (c) above.

[TENDERER confirms its commitment to comply with the highest standards of business ethics and, in particular, confirms that we have established policies to prevent any of our officers, employees, or agents from making, receiving, providing or offering substantial gifts, entertainment, payment, loans, or other considerations which may influence individuals.]
(d) We request that you send all future communications in respect of this Invitation to TENDER to:

Name: .........................................................................

Company: ...................................................................

Address: ......................................................................

Fax No. .......................................................................

Email address: ............................................................

or
2.*
We do not wish to TENDER and therefore return the whole Invitation to TENDER package with this letter. 

Yours faithfully,

For and on behalf of:

Name of Company: .......................................................................................

Signature: ......................................................................................................

Name: ............................................................................................................

Title: ..............................................................................................................

* TENDERER to delete as applicable
PART B 

INFORMATION SCHEDULES

B1
Technical Submission Requirements

B2
Commercial Submission Requirements

B3
Alternative TENDER

PART B1

TECHNICAL SUBMISSION REQUIREMENTS

1.1
Form of TENDER
1.2
Execution Statement

1.3
Personnel and Training

1.4
Procurement and Subcontractors

1.5
Planning and Cost Control

1.6
Document Management

1.7
Facilities and Infrastructure 

1.8
Health, Safety and Environment 
1.9
Quality 

1.10
Schedule

1.11
Transition / Start-Up Plan

1.12
Workload Capacity

1.13
Technical Qualifications to TENDER

1.14
Additional Technical Information Requested by COMPANY
1.1
FORM OF TENDER
TENDERER Letterhead

Date

Dear Sirs,

TENDER Reference: 

CONTRACT: 

1)
TENDERER has read the Invitation to TENDER including all TENDER Circulars numbers (1 – [  ]) relating to the above WORK and confirms that TENDERER has fully satisfied itself as to the extent and nature of the WORK to be provided.

2)
TENDERER hereby offers to perform the WORK in accordance with the Form of Contract and in conformity with the other documents which comprise the Invitation to TENDER subject to the qualifications and exceptions submitted herein.

3)
TENDERER undertakes in the event of COMPANY acceptance of TENDERERS offer to expeditiously work with COMPANY to execute a formal CONTRACT within [INSERT DAYS] which embodies all the terms and conditions contained within this offer. Unless and until a formal CONTRACT is prepared and executed, this TENDER together with COMPANY’s written or faxed acceptance thereof and any conditions contained therein, shall constitute a binding CONTRACT between Parties.
4)
TENDER shall remain valid for a period of [INSERT DAYS] days from the Submission Date and may be accepted by COMPANY at any time before expiration of that period.

5) TENDERER undertakes that if its TENDER is accepted, TENDERER shall commence the WORK in accordance with the schedule contained in this TENDER or as otherwise agreed with the COMPANY.  TENDERER understands that TENDERER shall not proceed with any WORK unless and until TENDERER has received such written notification. 

6) TENDERER hereby confirms that it is a signatory to the Industry Mutual Hold Harmless scheme.  
7) TENDERER hereby confirms that TENDERER is registered in FPAL and the data supplied to FPAL, (including the data supplied for the production of our capability statement), is up to date.  Further, TENDERER acknowledges and accepts that all such information shall form part of this TENDER and that COMPANY may rely on all such information in its evaluation of this TENDER.

8) TENDERER confirms its commitment to comply with the [Company’s business principles/statement of ethics] and further confirms that it has established policies to prevent any of our officers, employees, or agents from making, receiving, providing or offering substantial gifts, entertainment, payment, loans, or other considerations which may influence individuals.

Drafting Note: Where COMPANY does not have a specific ethics policy then a statement similar to the following is recommended in replacement of (8) above.

[TENDERER confirms its commitment to comply with the highest standards of business ethics and, in particular, confirms that we have established policies to prevent any of our officers, employees, or agents from making, receiving, providing or offering substantial gifts, entertainment, payment, loans, or other considerations which may influence individuals.]
9) In the event of our TENDER being unsuccessful, we shall, if requested, return all documentation to COMPANY immediately.

10) TENDERER hereby confirms that the person signing this TENDER is a duly authorised signatory and has the full and formal legal authority to sign this TENDER on behalf of our Company.
11) TENDERER hereby confirms that this TENDER is submitted on its own behalf as a trading organisation acting and authorised to act in that respect, and not as an agent on behalf of a principal.

Signed:

Name of Authorised Signatory:

Position in COMPANY:
1.2
Execution Plan
TENDERER shall provide a detailed execution plan for the WORK described in Part C, Section IV Scope of WORK, detailing how it intends to execute the WORK evidencing that TENDERER fully understands and has accounted for all aspects of the scope of WORK.  The execution plan shall form part of the CONTRACT.

The execution plan shall include but shall not be limited to the following information. 

· Detailed method statements

· Detailed preliminary WORK schedule (Levels 1 and 2) for carrying out the WORK.

· Proposed project organisation chart 

· Details of TENDERERS onshore facilities.

· Detailed equipment list and specifications of vessels and major equipment.

· Detailed SUBCONTRACT and Procurement Plan

· Outline Interface and Management of Change procedures

· Organisation chart of the TENDERERS overall Company/Group management organisation and Project specific organisation chart highlighting reporting lines and detail of how senior management will interface with the project team

· Curriculum vitae of KEY PERSONNEL proposed to support the CONTRACT. TENDERER is required to confirm their intention to make KEY PERSONNEL proposed, as part of the TENDER submission, available to perform the WORK in the event of CONTRACT award

1.3
PERSONNEL AND TRAINING


(a) Competence Assurance


(b) Training


(c) CV’s of Key Personnel 

1.4
PROCUREMENT AND SUBCONTRACTORS

(a) Procurement System Overview


(b) Subcontractor Management System


TENDERERS are requested to provide an overview of the above systems and how they will specifically be applied to this scope of work

1.5
PLANNING AND COST CONTROL

(a) Systems and Tools Used

TENDERERS are requested to provide an overview of the above systems and how they will specifically be applied to this Scope of Work

1.6
DOCUMENT MANAGEMENT

(a) Systems and Tools Used

TENDERERS are requested to provide an overview of the above systems and how they will specifically be applied to this Scope of Work

1.7
FACILITIES INFRASTRUCTURE

Provide details of facilities and infrastructure used to carry out the WORK

1.8
HEALTH, SAFETY AND ENVIRONMENT 
(a)
THE FPAL CAPABILITY ASSESSMENT 

The FPAL Capability Assessment is an in-depth assessment conducted by FPAL from your response to a Capability Assessment Questionnaire.  Once completed, it should remove the need for repetitive and generic pre-qualification activity within the industry.  

TENDERER is required to have an up to date and accurate Capability Assessment in their FPAL record and shall confirm, pursuant to Section A1, 3.12 that all information in FPAL, including the Capability Assessment is up to date and accurate.

(b)
VERIFY 

VERIFY is an industry scheme that reduces the need for repetitive and expensive audits, therefore minimising duplication of information. To that extent, where TENDERER has been subject to a VERIFY audit, the COMPANY should not, unless otherwise stated herein, request a further audit of TENDERER’S HSE systems and processes.  However, COMPANY reserves the right to perform additional audits where appropriate. 

COMPANY shall request the results of the VERIFY assessment and audit from FPAL and will use such results and information to support the evaluation of the HSE capability of the TENDERER. 

TENDERER shall confirm that TENDERER has been subject to a VERIFY assessment and audit and that TENDERER accepts that the information contained in the VERIFY Report shall be used to evaluate TENDERER’S HSE capability.

Where TENDERER has not been subject to a VERIFY assessment and audit, COMPANY may request an independent auditor (e.g. FPAL) to perform an assessment and audit on the TENDERER prior to the Submission Date and TENDERER shall undertake to participate in such assessments and audits pursuant to the VERIFY process.
Otherwise, TENDERER shall answer the questionnaire appended hereto and submit a copy of their safety and environmental management manual together with a description of how they intend to manage safety and environmental aspects of the WORK.  

Drafting Note: insert Verify HSE questionnaire or Company Specific Questionnaire on a case by case basis

The safety and environmental management manual shall demonstrate how TENDERER’S management’s commitment to safety is met in terms of:

a) The controls applied during the planning and execution of the WORK

b) Company to specify requirements on a case by case basis 
(c)
PROJECT/WORKSCOPE SPECIFIC ADDITIONAL INFORMATION

Drafting Note: To the extent to which HSE information is covered by FPAL and/or Verify, COMPANY may not request duplicate information however, Item 3 may be used to request additional Project specific HSE information. 


TENDERER to provide a typical HSE plan for the provision of similar work. 


In the event of CONTRACT award, TENDERER will be required to provide an HSE Plan to support the performance of the WORK for review by COMPANY, within [  ] days of CONTRACT award.  The HSE Plan agreed between the Parties will form part of the CONTRACT in Section VI.


TENDERER shall provide the following additional Project Specific HS&E Information: 

Drafting Note: COMPANY should not request duplicate information however, Item 3.3 may be used to request additional Project specific HSE information 

1.9
QUALITY
(a)
THE FPAL CAPABILITY ASSESSMENT 

The FPAL Capability Assessment is an in-depth assessment conducted by FPAL from your response to a Capability Assessment Questionnaire.  Once completed, it should remove the need for repetitive and generic pre-qualification activity within the industry.  

TENDERER is required to have an up to date and accurate Capability Assessment in their FPAL record and shall confirm, pursuant to Section A1, 3.12 that all information in FPAL, including the Capability Assessment is up to date and accurate.
(b) 
VERIFY

Where TENDERER has not been subject to an FPAL Capability assessment and audit, COMPANY may request an independent auditor (e.g. FPAL) to perform an assessment and audit on the TENDERER prior to the Submission Date and TENDERER shall undertake to participate in such assessments and audits.
Otherwise, TENDERER shall answer the questionnaire appended hereto and submit a copy of their Quality Management System
Drafting Note: Insert COMPANY specific questionnaire on a case by case basis
(c)
ADDITIONAL INFORMATION

Drafting Note: To the extent to which quality Information is covered by FPAL, COMPANY shall not request duplicate information, however, Item 3 may be used to request additional Project specific quality information 


TENDERER to provide a typical Quality plan for the provision of similar work. 


In the event of CONTRACT award, TENDERER will be required to provide a Quality Plan to support the performance of the WORK for review by COMPANY, within [  ] days of CONTRACT award.  The Quality Plan agreed between the Parties will form part of the CONTRACT in Section VII.


TENDERER shall provide the following additional Project Specific Quality  Information.
1.10
SCHEDULE


Not Used

1.11
TRANSITION / START UP PLAN

Please explain how TENDERER would propose to execute the transition/start up to facilitate execution of the Scope of Work

1.12
WORKLOAD CAPACITY

TENDERER to submit details of constraints to the availability of any and all of the proposed resources in particular details of committed work immediately prior to and proceeding the WORK so that COMPANY is in a position to more accurately evaluate TENDERERS availability to perform the WORK.  COMPANY will require more details on this subject during the clarification process.

1.13
TECHNICAL QUALIFICATIONS TO TENDER
If possible, the TENDER should be submitted free from exceptions and qualifications. If however, TENDERER is unable to submit a TENDER free from exceptions or qualifications, TENDERER should include, any exceptions and qualifications to the technical content of the ITT together with details and a comprehensive reason. 

COMPANY reserves the right to assign a monetary value against such exceptions and qualifications as part of the TENDER evaluation process or to reject the TENDER.

Drafting Note: This table should be presented in Portrait Format. 
	No.
	Ref.
	Qualification
	Reason
	Status

	1
	Clause
	Example
	Clarity
	Closed (__/__/__)

	1
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	2
	Clause
	Example
	Clarity
	Closed (__/__/__)

	
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	


1.14
ADDITIONAL TECHNICAL INFORMATION REQUESTED BY COMPANY
Drafting Note: Should COMPANY require any specific technical information (in addition to the foregoing) then COMPANY should state such requirements in this section
PART B2

COMMERCIAL SUBMISSION REQUIREMENTS

2.1 Remuneration

2.2 Contractual Qualifications to Tender

2.3 Commercial Qualifications to Tender

2.4 Securities 

2.1
REMUNERATION SCHEDULE 

See Part C.  Section III Remuneration which must be completed in its entirety 
2.2
CONTRACTUAL QUALIFICATIONS TO TENDER 

If possible, the TENDER should be submitted free from exceptions and qualifications. If however, TENDERER is unable to submit a TENDER free from exceptions or qualifications, TENDERER should include, any exceptions and qualifications to the technical content of the ITT together with details and a comprehensive reason. 
COMPANY reserves the right to assign a monetary value against such exceptions and qualifications as part of the TENDER evaluation process or to reject the TENDER.

Drafting Note: This table should be presented in Portrait Format. 
	No.
	Ref.
	Qualification
	Reason
	Status

	1
	Clause
	Example
	Clarity
	Closed (__/__/__)

	1
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	2
	Clause
	Example
	Clarity
	Closed (__/__/__)

	
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	


2.3 COMMERCIAL QUALIFICATIONS TO TENDER 

If possible, the TENDER should be submitted free from exceptions and qualifications. If however, TENDERER is unable to submit a TENDER free from exceptions or qualifications, TENDERER should include, any exceptions and qualifications to the technical content of the ITT together with details and a comprehensive reason. 
COMPANY reserves the right to assign a monetary value against such exceptions and qualifications as part of the TENDER evaluation process or to reject the TENDER.

Drafting Note: This table should be presented in Portrait Format. 
	No.
	Ref.
	Qualification
	Reason
	Status

	1
	Clause
	Example
	Clarity
	Closed (__/__/__)

	1
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	2
	Clause
	Example
	Clarity
	Closed (__/__/__)

	
	Clarification Sequence

Company, Response Date __/__/__ – 

Tenderer, Response Date __/__/__ - 



	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	
	
	
	
	

	
	


2.4 SECURITIES 

COMPANY may require a satisfactorily executed Parent Company Guarantee and / or Bank Guarantee as security against any contract award in the format detailed herewith:-

Drafting Note: COMPANY should insert the format of the required Guarantees. 
PART B3

ALTERNATIVE TENDER

COMPANY encourages TENDERERS to submit alternative proposals that may improve the performance, add value and/or lower the cost of the WORK.  Such alternatives should be included below as an addition to the TENDER information requested elsewhere in the ITT and should be submitted in a format that complies with the general format set out in this ITT, however TENDERER is not required to duplicate the information submitted in response to the TENDER. However, TENDERER should cross-reference those parts which are unaffected by the Alternative TENDER.

Cover Letter

Commercial

1
Form of TENDER

2
Remuneration Schedule

3
Additional Commercial Information Requested by COMPANY

4
Commercial Qualifications

5
Contractual Qualifications

Technical

6
Technical Proposal

7
Health, Safety & Environment

8
Quality Management


9
Technical Qualifications

The alternative proposal(s) should identify the affected item(s), information or areas of the TENDER, specify the commercial or technical advantages of the alternative, and indicate how the requested TENDER proposal could be adjusted should COMPANY accept such alternative.

COMPANY may, at its sole discretion and option, reject any or all of the TENDERERS alternative proposals.
 PART C 

PROPOSED CONTRACT

I
Form of Agreement and Appendix I to Section I

II (A)
General Conditions of Contract

II (B)
Special Conditions of Contract

III
Remuneration

IV
Scope of WORK

V
Administration Instructions

VI
Health, Safety & Environment

VII
Quality Management

VIII
Training

IX
Documents and Drawings

X
Materials, Services and Facilities to be provided by COMPANY

XI
CONTRACTORS Plans

XII
Contract Performance Measures

SECTION I

FORM OF AGREEMENT

COMPANY should provide their own preferred Form of Contract for inclusion in this section.
SECTION II (A)

GENERAL CONDITIONS OF CONTRACT

COMPANY should provide their preferred Terms and Conditions of CONTRACT for inclusion in this section. Encouragement is given to using standard industry forms CONTRACT Articles, Terms and Conditions [LOGIC Terms and Conditions] [and COMPANY amendments and exceptions to same]

SECTION II (B)

SPECIAL CONDITIONS OF CONTRACT

COMPANY should provide their special conditions to their preferred Terms and Conditions of CONTRACT for inclusion in this section.  Encouragement is given to using standard industry forms CONTRACT Articles, Terms and Conditions [LOGIC Terms and Conditions] [and COMPANY amendments and exceptions to same]
SECTION III

REMUNERATION

COMPANY should provide a blank remuneration schedule to be completed by TENDERER.

Drafting Note: The following list provides an aide memoir of areas / items, which should, where applicable, be considered / addressed within the ITT.  This should be within the scope of WORK or the pricing preambles and / or pricing section of the remuneration schedule itself.  It should be noted that the list is not exhaustive and is for guidance only.

It should also be noted that in the preparation of the list, the use of LOGIC 'Standard Contract - Marine Construction Edition 2' has been assumed.  Consequently, key areas for consideration such as access to site, customs clearance responsibilities, delay, notification, variation etc, which are considered to be covered by the terms and conditions, have not been included in the list.

Pricing Preambles

· Net cost definition

· Treatment of  taxes, VAT etc (eg. regional variations etc)

· General overheads (eg. payroll/training etc.)

· Nature of pricing (eg. fixed, variable etc.)

General

· Payment structure (eg. completion – monthly progress/milestones/variations etc.)

· Currency, multi-currency, exchange rates

· Requirement / cost for provision of guarantees and bonds / retention bond

· Fuel vessel/platform based (eg. inclusive, exclusive, fluctuation in rates etc.) 

· Percentage mark up for materials and 3rd party services

· Application of LDs (eg. values against key dates)

· Pricing Considerations/Exclusions

Apportionment of Responsibilities between Parties

· Mechanical breakdown

· Weather downtime / tides / visibility

· Mobilisation / demobilisation

· Delineation of rates (eg. working, transit, in-port, standby etc.)

Pricing Implications for Scope of WORK  

· Delivery of free issue materials (e.g. Incoterm, delivery date and location etc.)

· Document review cycle and number of reviews for Company and others

· Provision of third party inspection/verifcation services (e.g. Marine Warranty Surveyor, IVB, appointment, payment of etc.)

· Vessel assurance provisions

· Equipment testing / calibration / zone requirements

· Vessel communications (e.g. ku band, sat, comms. etc.)

· Crew change helicopters

· Supply vessels

· Infield / offshore transportation

· Guard vessels

· Interfaces with Company and Company’s other contractors etc.

· Accommodation and facilities for Company representatives onboard vessels and at contractor / sub-contractor offices

· Suitable power, craneage and operational support at Company facilities (e.g. communications, compressed air, scaffolding, fresh water, winches, craneage)

SECTION IV

SCOPE OF WORK

COMPANY should provide their scope of WORK details for inclusion in this Section.

Drafting Note: The following list provides an aide memoir of areas / items, which should, where applicable, be considered / addressed within the ITT:

· Delivery of free issue materials (e.g. Incoterm, delivery date and location etc.):

· Document review cycle and number of reviews for Company and others

· Provision of third party inspection/verifcation services (e.g. Marine Warranty Surveyor, IVB, appointment, payment of etc.)

· Vessel assurance provisions

· Equipment testing / calibration / zone requirements

· Vessel communications (eg. ku band, sat, comms. etc.)

· Crew change helicopters

· Supply vessels

· Infield / offshore transportation

· Guard vessels

· Interfaces with Company and Company’s other contractors etc.

· Accommodation and facilities for Company representatives onboard vessels and at contractor / sub-contractor offices

· Suitable power, craneage and operational support at Company facilities (e.g. communications, compressed air, scaffolding, fresh water, winches, craneage)

SECTION V

ADMINISTRATION INSTRUCTIONS
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1.0 Introduction

1.1 This Section of the CONTRACT describes the procedures that shall be used by the COMPANY and the CONTRACTOR in administering the CONTRACT. 

1.2 The CONTRACTOR shall ensure that where detailed procedures are not comprehensively set out in this Section, such procedures shall be developed and agreed with the COMPANY in time to carry out the WORK in accordance with the CONTRACT.

1.3 The CONTRACTOR is also referred to the Scope of Work for specific procedures and information additional to the general details contained herein.

1.4 The CONTRACTOR with co-operation from the COMPANY will refine, develop and detail procedures reflecting the practical working relationship and interfaces based upon the intent of this Section as necessary during the performance of the WORK.

2.0
Communications  

2.1
Correspondence and communications in relation to detailed technical aspects of the WORK shall be addressed and directed between the CONTRACTOR REPRESENTATIVE (or his nominated deputies) and the COMPANY REPRESENTATIVE nominated deputies.

2.2
Correspondence in respect of all other matters shall be addressed and directed between the CONTRACTOR REPRESENTATIVE and the COMPANY REPRESENTATIVE.

2.3
Correspondence shall be in English and by electronic mail, letter or fax in that order of preference.

2.4
All relevant communications between the CONTRACTOR and third parties shall be copied to the COMPANY REPRESENTATIVE, if requested.

2.5
All correspondence shall state name and the COMPANY reference indicator of the intended recipient.

2.6
Oral communication of instructions or information in connection with the CONTRACT shall be confirmed in writing using minutes of meetings or formal correspondence, as appropriate.

2.7
The CONTRACTOR shall make available any specifications, drawings, design data, vendor data or technical information required for use by the COMPANY, other contractors working for the COMPANY, government or similar agencies or third party promptly at the times such information is required. 

2.8
Meetings shall be held as agreed between the parties or as required by the COMPANY for the purposes of keeping all parties fully informed of all aspects of the WORK, discussing technical or financial subjects, for reviewing progress, and the status and scheduling of the WORK.

2.9
The CONTRACTOR shall be responsible for preparing minutes of meetings (unless otherwise agreed by the COMPANY, and shall prepare drafts for the COMPANY’s approval within an agreed time of the meeting prior to the signing of the minutes by both parties acknowledging that the minutes are a true record of the meeting.

3.0
Interfacing


Should the CONTRACTOR be required to interface and undertake coordination activities with other Contractors as relevant to the WORK, the CONTRACTOR shall agree with COMPANY’s REPRESENTATIVE, the frequency and format of any meetings and coordination tasks necessary between CONTRACTOR,  COMPANY and other parties.

4.0
Control of Materials and Services


All materials, services and equipment procured for the WORK shall be rigorously controlled and reported by CONTRACTOR to COMPANY.

5.0
Reporting


Reporting requirements, specific formats and frequencies will require to be stipulated and agreed with COMPANY’s REPRESENTATIVE.

6.0 
Variations

6.1
VARIATIONS to the WORK and adjustments to the CONTRACT PRICE in accordance with the Clause headed VARIATIONS contained within the Conditions of Contract will be administered in accordance with this Clause. This Clause addresses the basic requirements for processing VARIATIONS that record and document alterations to the WORK or the components of the CONTRACT PRICE.

6.2
Potential VARIATIONS can be identified by either the COMPANY or the CONTRACTOR and are to be processed expeditiously and efficiently.  Estimates or supporting documentation will be prepared and submitted to the COMPANY by the CONTRACTOR.

6.3
If agreement on a potential VARIATION is reached between the parties then the change will be documented on a VARIATION form (format to be as shown in Appendix I to this document).

6.4
VARIATIONS shall be dated and numbered consecutively by the COMPANY as issued.

7.0
Amendments


Alterations to the Form of Agreement, the Conditions of Contract or any circumstance not covered in the Clause headed VARIATIONS in the Conditions of Contract shall be recorded by formal Amendment to the CONTRACT.   For the avoidance of doubt an amendment to CONTRACT should not be used to indicate a change to the CONTRACT duration, a VARIATION to CONTRACT should be used.  A sample copy of the Amendment to CONTRACT form is shown in Appendix II to this document.

8.0
Timesheets

8.1
CONTRACTOR timesheets for reimbursable work shall state names, categories and numbers of personnel carrying out WORK.  CONTRACTOR’S  REPRESENTATIVE shall record, on a daily basis such personnel and/or equipment stating whether working, on standby or unavailable for WORK for whatsoever reason for a whole day or a partial day.  CONTRACTOR’S REPRESENTATIVE shall submit said timesheets to the COMPANY  REPRESENTATIVE for signature. 

8.2
Signature by the COMPANY REPRESENTATIVE of the timesheets shall mean only that COMPANY acknowledges that the hours recorded have been expended as stated and shall not be authorisation for payment or constitute any obligation between COMPANY and the CONTRACTOR except as specifically stated in the CONTRACT.

9.0
Call Off Procedure 

9.1
COMPANY shall require CONTRACTOR to provide WORK under separate CALL-OFFS. The award of this CONTRACT shall in no way be deemed to entitle CONTRACTOR to provide all or any part of the WORK except insofar as the CONTRACTOR is awarded a CALL-OFF.

9.2
The COMPANY REPRESENTATIVE or his nominated deputy shall initially contact the CONTRACTOR REPRESENTATIVE to establish the availability of CONTRACTOR PERSONNEL and equipment to perform the WORK to suit the COMPANY’s requirements.

9.3
The COMPANY REPRESENTATIVE shall formalise the award of the CALL-OFF for the required element of WORK by issue of a [Contract Service Order (CSO)] in the form of a facsimile or by e-mail. Such a [CSO] shall detail the following:

(a)
CONTRACT number

(b)
CALL-OFF number

(c)
Detailed description of WORK and extent of facilities to be provided by CONTRACTOR

(d)
Location of the required WORK

(e)
Commencement date of the required WORK

(f)
Anticipated duration of the required WORK

(g)
Pricing basis of the required WORK

(h)
Name and reference indicator of the COMPANY REPRESENTATIVE or nominated deputy

9.4
On receipt of the CALL-OFF, CONTRACTOR shall proceed with the WORK. 

9.5
In the event that CONTRACTOR disputes any part of the CALL-OFF, CONTRACTOR shall immediately contact the COMPANY REPRESENATATIVE or his nominated deputy and the two parties shall resolve the dispute which shall be recorded in writing.

9.6
COMPANY shall have the right to terminate or vary the WORK detailed on the CALL-OFF at its absolute discretion.

9.7
The terms and conditions of CONTRACT shall apply to any properly authorised CALL-OFF raised for WORK to commence before the CONTRACT end date or extensions thereto, and shall continue to apply until completion of the CALL-OFF where this is later than the CONTRACT end date or any extensions thereto.]   

10.0
Subcontracts 

10.1
[The CONTRACTOR shall in respect of SUBCONTRACTS whose estimated value is expected to be in excess of [£200,000], submit all SUBCONTRACT documentation to COMPANY at least 10 working days before inviting tenders and before awarding a SUBCONTRACT. In the event that COMPANY submit comments to the CONTRACTOR regarding the proposed SUBCONTRACT, the CONTRACTOR shall give COMPANY timely notification of the action to be taken by the CONTRACTOR.]  

10.2
For any SUBCONTRACT that the CONTRACTOR lets at the request of COMPANY such SUBCONTRACT shall be subject to competitive tendering with at least three tenderers. Where there are less than three proposed tenderers, the CONTRACTOR shall obtain prior authorisation from COMPANY for inviting the proposed tenderers.

11.0
Transportation of Plant, Materials and Equipment

11.1
Offshore Installations

(a) In accordance with the requirement of the WORK the CONTRACTOR shall, from time to time, require plant and/or equipment and/or materials to be transported to (and returned from) an offshore installation. Such transportation shall be provided by COMPANY, the actual method (e.g. helicopter, platform support vessel etc) shall be at COMPANY's sole discretion. Generally, such items will only be transported by air in exceptional circumstances.  All transportation shall comply with the appropriate COMPANY policies and procedures [reference]

12.0  
Transportationtc  \l 2 "4.1
HELICOPTER TRANSPORTATION" of Personnel
12.1
CONTRACTOR shall ensure that CONTRACTOR PERSONNEL comply with COMPANY procedures for personnel travelling offshore. 
13.0
Completion

13.1
When the CONTRACTOR considers that it has fulfilled the requirements of the CONTRACT as appropriate and has completed the WORK, the CONTRACTOR shall complete and submit to the COMPANY a Certificate of Completion.  The required format is set out in Appendix III to this document.

13.2
The COMPANY shall sign the Certificate of Completion when the COMPANY considers that the CONTRACTOR has fulfilled the requirements of the CONTRACT.

14.0
Close out


When the COMPANY considers that all invoices have been paid in accordance with the CONTRACT, the COMPANY shall complete and submit to the CONTRACTOR a Close out Certificate.  

15.0
Invoice Management Instructions


All invoices submitted by the CONTRACTOR must be on a strict monthly basis and in a structured manner, which can be easily monitored against forecast expenditure.  In instances where the CONTRACTOR is supplying materials and/or services to one or more of the WORKSITES separate invoices should be submitted for each Location.


The CONTRACTOR shall submit 1 (one) original sales invoice to the following address and contact person for payment:


[  ]


All invoices must contain the following information:-


Location / Asset 


COMPANY contract reference


Accounts codes / Cost Centre


Failure to incorporate this information on the invoice may lead to the invoice being returned to the CONTRACTOR.

16.0 Business Conduct

COMPANY’s Policy on Business Conduct to be in effect.
APPENDIX I

VARIATION FORM

[Operator to provide sample]

APPENDIX II

AMENDMENT FORM
[Operator to provide sample]

APPENDIX III

CERTIFICATE OF COMPLETION

[Operator to provide sample]

SECTION VI

HEALTH, SAFETY AND ENVIRONMENT

(a)
THE FPAL CAPABILITY ASSESSMENT 

The FPAL Capability Assessment is an in-depth assessment conducted by FPAL from your response to a Capability Assessment Questionnaire.  Once completed, it should remove the need for repetitive and generic pre-qualification activity within the industry.  

TENDERER is required to have an up to date and accurate Capability Assessment in their FPAL record and shall confirm, pursuant to Section A1, 3.12 that all information in FPAL, including the Capability Assessment is up to date and accurate.

(b)
VERIFY 

VERIFY is an industry scheme that reduces the need for repetitive and expensive audits, therefore minimising duplication of information. To that extent, where TENDERER has been subject to a VERIFY audit, the COMPANY should not, unless otherwise stated herein, request a further audit of TENDERER’S HSE systems and processes.  However, COMPANY reserves the right to perform additional audits where appropriate. 

COMPANY shall request the results of the VERIFY assessment and audit from FPAL and will use such results and information to support the evaluation of the HSE capability of the TENDERER. 

TENDERER shall confirm that TENDERER has been subject to a VERIFY assessment and audit and that TENDERER accepts that the information contained in the VERIFY Report shall be used to evaluate TENDERER’S HSE capability.

Where TENDERER has not been subject to a VERIFY assessment and audit, COMPANY may request an independent auditor (e.g. FPAL) to perform an assessment and audit on the TENDERER prior to the Submission Date and TENDERER shall undertake to participate in such assessments and audits pursuant to the VERIFY process.
Otherwise, TENDERER shall answer the questionnaire appended hereto and submit a copy of their safety and environmental management manual together with a description of how they intend to manage safety and environmental aspects of the WORK.  

Drafting Note: insert Verify HSE questionnaire or Company Specific Questionnaire on a case by case basis

The safety and environmental management manual shall demonstrate how TENDERER’S management’s commitment to safety is met in terms of:

c) The controls applied during the planning and execution of the WORK

d) Company to specify requirements on a case by case basis 
(c)
PROJECT/WORKSCOPE SPECIFIC ADDITIONAL INFORMATION

Drafting Note: To the extent to which HSE information is covered by FPAL and/or Verify, COMPANY may not request duplicate information however, Item 3 may be used to request additional Project specific HSE information. 


TENDERER to provide a typical HSE plan for the provision of similar work. 


In the event of CONTRACT award, TENDERER will be required to provide an HSE Plan to support the performance of the WORK for review by COMPANY, within [  ] days of CONTRACT award.  The HSE Plan agreed between the Parties will form part of the CONTRACT in Section VI.


TENDERER shall provide the following additional Project Specific HS&E Information: 

Drafting Note: COMPANY should not request duplicate information however, Item 3.3 may be used to request additional Project specific HSE information 

SECTION VII

QUALITY MANAGEMENT

(a)
THE FPAL CAPABILITY ASSESSMENT 

The FPAL Capability Assessment is an in-depth assessment conducted by FPAL from your response to a Capability Assessment Questionnaire.  Once completed, it should remove the need for repetitive and generic pre-qualification activity within the industry.  

TENDERER is required to have an up to date and accurate Capability Assessment in their FPAL record and shall confirm, pursuant to Section A1, 3.12 that all information in FPAL, including the Capability Assessment is up to date and accurate.
(b) 
VERIFY

Where TENDERER has not been subject to an FPAL Capability assessment and audit, COMPANY may request an independent auditor (e.g. FPAL) to perform an assessment and audit on the TENDERER prior to the Submission Date and TENDERER shall undertake to participate in such assessments and audits.
Otherwise, TENDERER shall answer the questionnaire appended hereto and submit a copy of their Quality Management System
Drafting Note: Insert COMPANY specific questionnaire on a case by case basis
(c)
ADDITIONAL INFORMATION

Drafting Note: To the extent to which quality Information is covered by FPAL, COMPANY shall not request duplicate information, however, Item 3 may be used to request additional Project specific quality information 


TENDERER to provide a typical Quality plan for the provision of similar work. 


In the event of CONTRACT award, TENDERER will be required to provide a Quality Plan to support the performance of the WORK for review by COMPANY, within [  ] days of CONTRACT award.  The Quality Plan agreed between the Parties will form part of the CONTRACT in Section VII.


TENDERER shall provide the following additional Project Specific Quality  Information.
SECTION VIII

TRAINING

Not used in this Model ITT

SECTION IX 

DOCUMENTS AND DRAWINGS

COMPANY should provide their list of documents and drawings for inclusion in this Section
SECTION X

MATERIALS, SERVICES AND FACILITIES TO BE PROVIDED BY COMPANY

COMPANY should provide their list of materials, services and facilities for inclusion in the Section.

SECTION XI

CONTRACTORS PLANS

COMPANY should provide SCHEDULE OF KEY DATES / PROGRAMMES for inclusion in this Section.

SECTION XII
CONTRACT PERFORMANCE MEASURES
1.0
Assessing Your Performance Using FPAL Feedback Reports 

We intend to review continuously your performance on this contract throughout its duration (and any extensions) using the First Point Assessment (FPAL) Type I feedback report for general performance measurement at suitable intervals. 

You will review your performance on this contract with us every [ ] months. 

The FPAL type I report may be downloaded from:

http://www.fpal.com/pages/forms/files/pf_form_report1.pdf 

The accompanying guidance document may be downloaded from: 

http://www.fpal.com/pages/forms/files/pf_guidance_report1.pdf 

2.0 Assessing Our Performance Using FPAL Feedback Reports

We intend to review continuously our performance on this contract throughout its duration (and any extensions) using the First Point Assessment (FPAL) Type III feedback report for general performance measurement at suitable intervals. 

We will review our performance on this contract with you every [ ] months. 

The FPAL type III report may be downloaded from:

http://www.fpal.com/pages/forms/files/pf_form_report3.pdf 

The accompanying guidance document may be downloaded from: 

http://www.fpal.com/pages/forms/files/pf_guidance_report3.pdf 

3.0
Key Performance Indicators (KPI’s)  
In addition to the generic FPAL performance feedback it is intended that TENDERERS performance shall be measured and evaluated against mutually agreed KPI’s specifically related to the service being provided.

Where applicable, COMPANY should provide and/or request list of proposed KPI’s here.


Drafting Note:  The following list provides an aide memoir of areas/items, which 
should, where applicable, be considered/addressed in mutually agreeing KPI’s.


Typically these KPI’s shall cover, as a minimum, the following:-

· HSE (Leading/Lagging Indicators)

· Operations Excellence (Availability/Efficiency, Cost Containment, Integrity, Innovation etc..)

· People (Management Visits, Competency, Turnover etc..)

These will be linked back to the relevant FPAL report. 






