 

[image: Macintosh HD:Users:Playground:Dropbox:Procurement Office:Legal Documents and Templates:Caymans:CIG_BRANDING FINAL_COLOUR-smaller.JPG]	Comment by Tatum, Robert: Please delete all comments from this document prior to issuance. 

The comments can be left in for the EPC review so that they can check the inputs against the guidance.
	

Request for Pre-Qualifications
For
[Project Name]

Request No.: 	Comment by Tatum, Robert: Up to the project manager if below $100K

Provided by the EPC if value is $100K or above but below $250K.

Provided by the PPC if value is 250K or more.
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[bookmark: _GoBack]

[bookmark: _Toc83905053]PART 1 – INVITATION AND SUBMISSION INSTRUCTIONS 
[bookmark: _Toc39653340][bookmark: _Toc134442669][bookmark: _Toc83905054]1.1	Invitation to Respondents
This Request for Supplier Qualifications (“RFSQ”) is an invitation by the Cayman Islands Government (“CIG”) to prospective respondents to qualify in accordance with Evaluation of Responses (Part 2) for eligibility to provide the deliverables as further described in the RFSQ Particulars (Appendix A).
[Brief Project Description]	Comment by Tatum, Robert: Provide a brief paragraph that describes the procurement. Language can be taken from the business case.
[bookmark: _Toc83905055]1.2	RFSQ Contact
For the purposes of this procurement process, the contact will be:  	Comment by Tatum, Robert: Enter the name of person only if Bonfire is being used. Email can be included for offline projects but the section in bold below must then be deleted.
Questions and clarification on this procurement must be submitted via Bonfire. Respondents and their representatives are not permitted to contact any employees, officers, agents, elected or appointed officials or other representatives of CIG, other than the RFSQ Contact, concerning matters regarding this RFSQ. Failure to adhere to this rule may result in the disqualification of the respondent and the rejection of the respondent’s response.
[bookmark: _Toc15375044][bookmark: _Toc39653341][bookmark: _Toc134442671][bookmark: _Toc83905056]1.3	Prequalification Process
Responses will be evaluated in accordance with the evaluation process set out in Part 2 of the RFSQ. Based on the evaluation of responses, qualified respondents will be selected for inclusion on a list of suppliers that are eligible to participate in an invitational second-stage competitive process for the potential provision of the deliverables to CIG or may be placed on a Framework Agreement for use as and when the need for the deliverables arises. 
[bookmark: _Toc83905057]1.4	RFSQ Timetable
	Issue Date of RFSQ
	

	No Pre-Bid / Site Meeting 	Comment by Tatum, Robert: Delete if not needed. 
	

	Deadline for Questions
	

	Deadline for Issuing Addenda
	

	Submission Deadline
	

	Rectification Period
	


The RFSQ timetable is tentative only and may be changed by CIG at any time. 
[bookmark: _Toc390267970][bookmark: _Toc257469485][bookmark: _Toc263856352][bookmark: _Toc83905058]1.5	Submission of Responses
1.5.1	Responses to be Submitted at the Prescribed Location
Responses must be submitted at: https://cayman.bonfirehub.com/opportunities/XXXXX	Comment by Tatum, Robert: Enter your bonfire project number (see your browser when the project is open).
[bookmark: _Toc263605004][bookmark: _Toc263856353]1.5.2	Responses to be Submitted on Time
Responses must be submitted at the location set out above on or before the Submission Deadline. Responses submitted after the Submission Deadline will be rejected. 
[bookmark: _Toc263856354]1.5.3	Responses to be Submitted in Prescribed Manner
[bookmark: _Toc263856355]Where templates are provided as a part of this RFSQ, they must be completed in keeping with the instructions provided. Material modifications to templates may result in elimination.
1.5.4	Amendment of Responses
[bookmark: _Toc263856356]Bidders may amend their bids prior to the Submission Deadline by following the instructions found here: https://support.gobonfire.com/hc/en-us/articles/200531216-Can-I-revise-my-submission-. 
1.5.5	Withdrawal of Responses 
At any time throughout the RFSQ process, a respondent may withdraw a submitted response. To withdraw a response, a notice of withdrawal must be sent to the RFSQ Contact and must be signed by an authorized representative of the respondent. CIG is under no obligation to return withdrawn responses.
1.5.6	Important Response Information  
The Cayman Islands Government uses a Bonfire portal for accepting and evaluating submissions digitally. Please visit Bonfire’s help forum at https://bonfirehub.zendesk.com/hc for Bonfire system technical questions. You can also contact the Central Procurement Office (https://www.procure.gov.ky/contact).  
Please note the type and number of files allowed when submitting. The maximum upload file size is 1000 MB. Uploading large documents may take significant time, depending on the size of the file(s) and your Internet connection speed. It is recommended that all submissions are started at least 1 hour prior to the submission deadline. 
Please do not embed any documents within your uploaded files, as they will not be accessible or evaluated. You will receive an email confirmation receipt with a unique confirmation number once you finalize your submission.
[bookmark: _Toc39653347][bookmark: _Toc269632903][bookmark: _Toc315096960][End of Part 1]


[bookmark: _Toc83905059]PART 2 & 3 – RFSQ PROCESS PROCEDURES & RULES

The following link provides all of the information related to how this pre-qualification will be conducted: Procedure & Rules. 

All suppliers that submit a bid for this opportunity will be deemed to have read and understood these procedures and rules.
[bookmark: _Toc83905060]
APPENDIX A – RFSQ PARTICULARS
[bookmark: _Toc83905061]A. THE DELIVERABLES	Comment by Tatum, Robert: A deliverable is a tangible or intangible good or service produced as a result of a project by a vendor, to a customer. A deliverable could be a document/report, a software product, a server upgrade or any other part of an overall project.
[deliverable 1]
[deliverable 1 description]	Comment by Tatum, Robert: Deliverable descriptions are specifications that describe the standard, quality, function or other characteristics that the deliverable must met in order to be achieve the intended outcomes of the procurement. For goods, this description should be non-branded (unless a compatibility requirement exists). For services, this description should include 
[deliverable 2]
[deliverable 2 description]
[bookmark: _Toc83905062]B. IMPORTANT PROJECT DISCLOSURES
N/A
[bookmark: _Toc83905063]C. MANDATORY ELIGIBILITY REQUIREMENTS 	Comment by Tatum, Robert: Examples include:
 Submission Form (Appendix B)
Proof that the supplier has fulfilled its obligations to pay pensions and medical benefits in accordance with the laws of the Islands
The requirement that the supplier - 
(A) is not insolvent, in receivership, bankrupt or being wound up; 
(B) is not being administered by a court or a judicial officer; 
(C) has not suspended its business activities forcibly or otherwise, 
(D) is not the subject of legal proceedings for any of the foregoing

5. The requirement that neither the supplier nor its directors or officers have been convicted of any criminal offence related to - 
(A) professional misconduct; 
(B) the making of false statements or misrepresentations as to qualifications to enter into a procurement contract within a period of five years preceding the commencement of the pre-qualification process; or 
(C) have not been otherwise disqualified pursuant to administrative suspension or debarment proceedings.
The following sets out the information requested in order to prove that a vendor has adhered to the terms and conditions of the procurement process and can lawfully carry out the work. Information requested in this section will be assessed on a Pass/Fail basis.
	Requested Information
	Criteria for a Pass

	Submission Form (Appendix B)
	Each submission must include a Submission Form (Appendix B) completed and signed by an authorized representative of the bidder.

	
	


 
[bookmark: _Toc83905064]D. MANDATORY TECHNICAL REQUIREMENTS 	Comment by Tatum, Robert:  Examples include:
 the professional, technical qualifications
 environmental qualifications
 Minimum # of Relevant References/Years’ Experience
 The ethical and other standards applicable in the Islands

The following sets out the information requested in order to prove that a vendor has the MINIMUM level of technical skill, experience, certification, or qualification required to conduct the work to the standard required. Information requested in this section will be assessed on a Pass/Fail.
	Requested Information
	Criteria for a Pass

	Reference Form (Appendix E)
	Each bid must include a Reference Form (Appendix E) completed according to the instructions in the form. 

	
	


[bookmark: _Toc83905065]E. PRE-CONDITIONS OF QUALIFICATION
The following sets out the information that will need to be provided by successful suppliers only. This information is provided so that all potential suppliers are aware of the need to provide these requirements shortly after notification of qualification. The items listed in the table DO NOT need to be provided until a supplier receives such notification.
	Pre-Condition of Qualification	Comment by Tatum, Robert: This section can be used for any information that can be submitted by only the qualified vendors i.e. information that does not need to be submitted upfront in order to rank the top vendors. For example, any requirements for insurance should be included in this section only. If there are no Pre-conditions of Award, please enter N/A.
	Criteria for a Pass

	
	

	
	



[bookmark: _Toc83905066]F. RATED CRITERIA	Comment by Tatum, Robert: The rated criteria can include - 
professional and technical competence
 financial resources, equipment and other physical facilities 
 managerial capability, reliability, experience and personnel to perform the deliverables.

The following sets out the information requested in order to rank submissions by the criteria laid out in this section. The rated criteria, weightings and descriptions can be seen below. Information requested in this section will be assessed on a point-based system.
	Requested Information
	Description

	
	

	
	



	Rated Criteria
	Weighting (%)

	Rated Criteria 1
	60

	Rated Criteria 2
	40

	Total Points
	100


[rated criteria 1]
[rated criteria 1 description]	Comment by Tatum, Robert: Describe what is being assessed and how scoring will be done i.e. how will vendors score points.
[rated criteria 2]
[rated criteria 2 description]


APPENDIX B – SUBMISSION FORM
1.	Respondent Information
	Please fill out the following form, naming one person to be the contact for this RFSQ response and for any clarifications or communication that might be necessary.

	Full Legal Name of Respondent:
	

	Any Other Relevant Name under which Respondent Carries on Business:
	

	Street Address:
	

	City, Province/State:
	

	Postal Code:
	

	Phone Number:
	

	Company Website (if any):
	

	Respondent Contact
Name and Title:	
	

	Respondent Contact Phone:
	

	Respondent Contact Email:
	


2.	Acknowledgment of Non-binding Procurement Process
The respondent acknowledges that this RFSQ process will be governed by the terms and conditions of the RFSQ and that, among other things, such terms and conditions confirm that this procurement process does not constitute a formal, legally binding bidding process (and for greater certainty, does not give rise to a process contract) and that no legal relationship or obligation regarding the procurement of any good or service will be created between CIG and the respondent unless and until CIG and the respondent execute a written agreement for the Deliverables pursuant to a subsequent invitational second-stage procurement process.
3.	Ability to Provide Deliverables
The respondent has carefully examined the RFSQ documents and has a clear and comprehensive knowledge of the Deliverables required. The respondent represents and warrants its ability to provide the Deliverables in accordance with the requirements of the RFSQ.
4.	Addenda
The respondent has read and accepted all addenda issued by CIG. Respondents will be deemed to have received all posted addenda. 
5.	No Prohibited Conduct
The respondent declares that it has not engaged in any conduct prohibited by this RFSQ.
6.	Conflict of Interest
For the purposes of this section, the term “Conflict of Interest” includes, but is not limited to, any situation or circumstance where:
(a) in relation to the RFSQ process, the respondent has an unfair advantage or engages in conduct, directly or indirectly, that may give it an unfair advantage, including but not limited to (i) having, or having access to, confidential information of CIG in the preparation of its response that is not available to other respondents; (ii) communicating with any person with a view to influencing preferred treatment in the RFSQ process (including but not limited to the lobbying of decision makers involved in the RFSQ process); or (iii) engaging in conduct that compromises, or could be seen to compromise, the integrity of the open and competitive RFSQ process or render that process non-competitive or unfair; or
(b) in relation to the performance of its contractual obligations under a contract for the Deliverables, the respondent’s other commitments, relationships or financial interests (i) could, or could be seen to, exercise an improper influence over the objective, unbiased and impartial exercise of its independent judgement, or (ii) could, or could be seen to, compromise, impair or be incompatible with the effective performance of its contractual obligations.
For the purposes of section (a)(i) above, respondents should disclose the names and all pertinent details of all individuals (employees, advisers, or individuals acting in any other capacity) who (a) participated in the preparation of the response; AND (b) were employees of CIG within twelve (12) months prior to the Submission Deadline.
	Name(s) of Individual Involved in Bid Preparation
	Previous Position/Capacity within CIG

	
	

	
	


If the box below is left blank, the respondent will be deemed to declare that (a) there was no Conflict of Interest in preparing its response; and (b) there is no foreseeable Conflict of Interest in performing the contractual obligations contemplated in the RFSQ. 
Otherwise, if the statement below applies, check the box. 
· The respondent declares that there is an actual or potential Conflict of Interest relating to the preparation of its response, and/or the respondent foresees an actual or potential Conflict of Interest in performing the contractual obligations contemplated in the RFSQ. 
If the respondent declares an actual or potential Conflict of Interest by marking the box above, the respondent must set out below details of the actual or potential Conflict of Interest: 

	

	

	


7.	Disclosure of Information 
The respondent hereby acknowledges that any information provided in this response, even if it is identified as being supplied in confidence, is subject to the provisions of the Freedom of Information Law (2015 Revision), and may be disclosed where required by law or by order of a court. The respondent hereby consents to the disclosure, on a confidential basis, of this response by CIG to the advisers retained by CIG to advise or assist with the RFSQ process, including with respect to the evaluation of this response. 

	

	Signature of Bidder Representative




	

	Name of Bidder Representative


	


	Title of Bidder Representative



	

	Date

	

	I have the authority to bind the bidder.



APPENDIX C – REFERENCE FORM

Each bidder is required to provide three (3) references from three (3) different companies who procured similar goods and services from the bidder in the last 5 years. If a contact from the CIG is used, the contact person must agree to be listed prior to submission for the reference to be counted as valid.	Comment by Tatum, Robert: This section can be modified to meet the requirements of your specific projects. Common modifications include:
 Increase or decrease in number of references. 
Addition of project/contract value for each reference
The CIG reserves the right to contact any or all references. 
Reference #1
	Company Name:
	

	Company Address:
	

	Contact Name:
	

	Contact Telephone Number:
	

	Contact E-mail
	

	Date Work Undertaken:
	

	Nature of Assignment:



	



Reference #2
	Company Name:
	

	Company Address:
	

	Contact Name:
	

	Contact Telephone Number:
	

	Contact E-mail
	

	Date Work Undertaken:
	

	Nature of Assignment:



	


Reference #3
	Company Name:
	

	Company Address:
	

	Contact Name:
	

	Contact Telephone Number:
	

	Contact E-mail
	

	Date Work Undertaken:
	

	Nature of Assignment:
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