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[bookmark: OLE_LINK8]Request for Property 
Project Management Services
(for school use when sourcing from Property Project and Programme Management panel only)
Instructions are “green”, remove when done
If “red”, type there, and font will be correct format
	Procurement Title
	[Name of School] – property [project management and/or administration] services

	School Contact Person
	[Full name of contact person] [Title/position]
[Contact telephone number] [Contact email address]

	The Requirement
	School property project management [or project administration, or both] services including: 
Description of services
Deliverables
Timeframes (include length of contract)
General requirements (e.g. access arrangements)]
For delivery of capital projects identified for school-led delivery. 
The Supplier will be engaged through the Contract (attached). No tags will be accepted.
The Supplier must comply with the Health and Safety at Work Act 2015 and any subsequent amendments and NZSPA’s Health and Safety requirements for Property projects: contractor health and safety including immediately notifying the school of any asbestos discovery, accident, incident or near miss.
Tenderer’s personnel who are to visit the school must consent to being police vetted if required (a review by the School Board of Trustees of a person’s criminal conviction information held by the New Zealand Police Licensing and Vetting Service Centre). An adverse police vetting may result in the vetted person being refused access to the School.
Note: the supplier should supply either a fixed lump sum price or hourly rate pricing for this service in the below response form. The School should express their preference (as applicable) in this requirement section. See NZSPA webpage for more information.

	School Visit 
	The respondent (potential project manager) will be required to visit the school and meet with the school contact person as part of evaluation of their application. See NZSPA webpage for more information. 

	RFQ terms and conditions
	[bookmark: _Hlk129074285]This Request For Quote (RFQ) is subject to the terms and conditions at RFx process and conditions of tendering. The Quote will be evaluated for conformance against the response form and value for money.

	RFQ Issue date
	[date]

	Deadline for Quote
	Please submit your quote by [time/date] to [email address]

	Shortlisted supplier
	[insert supplier trading name here] 



Quote Response Form [supplier to complete]
	Tenderer name 
	[Tenderer’s trading name]

	Full Legal Name (if different than Tenderer name)
	[Insert]

	NZBN
	[Insert]

	Contact person
	[Name]

	Title/position
	[Title/position]

	Telephone no.
	[Telephone number]

	Email address
	[email address]

	Authorised Contract Signatory (if different than contact person)
	[Name]
[Title/position]
[email address]

	Service offering
	List key personnel, skills, qualifications, and experience, and any other relevant information (previous knowledge of the school environment, availability, location, personnel contingencies etc). 

	Referees
	Supplier to provide at least two referees from previous clients on relevant projects (other school projects, projects for other public spaces etc.). 

	Fixed Lump Sum Price (if applicable)
	$[xx] (NZ$ exclusive of GST) for the full delivery of the Requirement which includes all costs (incl travel), fees, expenses, charges and adequate provision to manage all risks, contingencies and other relevant circumstances. 

	Fee for service (if applicable)
	[Insert hourly rates that apply for each of the key personnel] (NZ$ exclusive of GST) for the delivery of the Requirement which includes all costs, fees, expenses, charges and adequate provision to manage all risks, contingencies and other relevant circumstances.
[insert any applicable travel costs for each of the personnel here]

	Price Breakdown
	[Detailed breakdown of price components and rates that comprise the quoted price (include travel)]

	Assumptions and qualifications
	[State all assumptions and qualifications made in preparing your Quote, including for pricing information and/or where the Buyer or a third party may incur cost related to the delivery of the Requirement]

	Conflict of Interest 
	[EITHER]
I am not aware of any:
circumstance that may represent an actual, potential or perceived Conflict of Interest between my organisation’s and/or sub-consultants’/sub-contractors’ interests (including Key Personnel) and the duties/responsibilities in delivering the Contract Works; and
NZSPA personnel, including contractors, having any interest in, or association with me and/or my sub-consultants’/sub-contractors’ that may give rise to any perceived, potential or actual Conflicts of Interest.
[OR]
[provide details of anything that may give rise to any perceived, potential or actual Conflicts of Interest. For more information on Conflict of Interest see: Conflicts of interest - New Zealand School Property Agency

	Tenderer’s Declaration
	I declare that in submitting the Quote:
the information provided in this quote is true, accurate complete and does not contain Intellectual Property that will breach a third party’s rights
the hourly rates that I have provided are in line with rates submitted to the Property Project and Programme Management panel (if daily rates were submitted divide by eight for hourly rate equivalent). 
I am authorised to make this declaration and submit this quote on behalf of the Tenderer.
Signature: enter signature here		
Full name: enter full name here		
Title/position: enter title/position here		
Date: enter date here	

	Deadline for submission
	[date]


The number of quotes requested is at the school’s discretion but at least three is strongly advised. Utilise the panel spread sheet on our webpage to make a shortlist. 
[Rank suppliers in order of preference for service offering and fees (score 1 for best response, 2 for next best etc.), total both scores in column three for overall score. The lowest overall score equals first ranking.] 
Evaluation Summary [for school use]
	Supplier Name
	Service offering ranking
	Fees ranking
	Total score 
	Site visit completed Y/N
	Referees Satisfactory Y/N

	[insert supplier name]
	
	
	
	
	

	[insert supplier name]
	
	
	
	
	

	[insert supplier name]
	
	
	
	
	

	[insert supplier name]
	
	
	
	
	

	[insert supplier name]
	
	
	
	
	

	[insert or delete rows as applicable]
	
	
	
	
	


	Selected supplier
	[insert supplier name]
Rationale: [if first ranked supplier not selected, site visit or referees were not satisfactory, give rationale here]


[image: ][Please send completed document to your Property Advisor via your regional property mailbox for your school file]
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Procurement Title  [Name of School]  –   property  [project management and/or administration]   services  

School Contact  Person  [Full name of contact person] [Title/position]   [Contact telephone number] [Contact email address]  

The Requirement  School property project management  [or project administration, or both]  services including:       Description of services      Deliverables      Timeframes (include length of contract)      General requirements (e.g. access arrangements)]      For delivery of capital projects identified for school - led delivery.    The Supplier will be engaged through the Contract (attached). No tags will be  accepted.   The Supplier must comply with the Health and Safety at Work Act 2015 and any  subsequent amendments and NZSPA’s Health and Safety requirements for  Property projects: contractor health and safety   including immediately notifying  the school of any asbestos discovery, accident, incident or near miss.   Tenderer’s personnel who are to visit the school must consent to being police  vetted if required (a review by the School Board of Trustees of a person’s  criminal conviction information held by the New Zealand Police Licensing and  Vetting Service Centre). A n adverse police vetting may result in the vetted  person being refused access to the School.  

