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2 [bookmark: _Toc223079694]Submission Checklist for participants
[bookmark: _Toc427929352][bookmark: _Toc223079695]Information to be submitted by participants
Electronic files being submitted shall be titled: “[Non Price - RFP Number - Participant’s Name]”.
Complete the Non Price Response Template in the fields within this template. Do not exceed the page limit (single side A4) stated for each non-price attribute. Auckland Transport may, at its sole discretion, elect not to read and evaluate the parts of the proposal submission which exceed the maximum page limit set for each non-price attribute.
The following information is to be submitted by each participant 
Non-Price Information

	Documents
	Included


	Completed Non Price Response Template (this document) adhering to the prescribed number of pages
	☐
	Insurance Certificates/ or letter of intent to execute Contract Insurance
	☐
	CV (2 single page for each person for Key Personnel as detailed in Skills section of this template)
	☐
	Precondition requirement as per Section 3.1 Precondition
	☐
	Participant’s Corporate Structure and related information
	☐

Price Information 
(Submit in a separate electronic file refer to RFP Section 1.5, Submitting your proposal)
	Documents
	Included


	Response Form 
	☐
	Completed Price Response Template
	☐

3 [bookmark: _Toc419205792][bookmark: _Toc427929353][bookmark: _Toc223079696]About the participant
[bookmark: _Toc419205793][bookmark: _Toc223079697]Company Information
	Trading name*
	[insert the name that you do business under]

	Full legal name (if different)
	[if applicable]

	Physical address
	

	Postal address
	

	Registered office
	

	Business website
	

	Type of entity (legal status)
	

	Registration number
	

	Country of residence
	

	GST registration number
	


[bookmark: _Toc223079698]Participant’s Point of Contact
	Contact Person for this RFP
	[name of the person responsible for communicating with Auckland Transport]

	Position
	

	Phone number/ Mobile number
	
	

	Email address
	


[bookmark: _Toc223079699]Name and Contact Details of Directors / Members / Partners / Proprietors
	Full Names
	Mobile phone number

	
	

	
	

	
	

	
	




__________________________________________________________________________________

* If the participant is a consortium or joint venture (JV), the participant shall submit suitable documentation demonstrating the basis of the consortium or JV agreement and indicating the lead company and any respective liabilities of the members of the consortium or JV.  The liability of members of an unincorporated JV must be joint and several.  
[bookmark: _Toc223079700]Bankers details
	Name of Bank
	

	Contact Person
	

	Mobile number/ Email address
	
	


[bookmark: _Toc223079701]Participant’s nominated Contract Representative
	Name
	

	Position
	

	Phone number/ Mobile number
	
	

	Email address
	


[bookmark: _Toc223079702]Participant's nominated Health and Safety Representative
	Name
	

	Position
	

	Phone number/ Mobile number
	
	

	Email address
	



4 
5 [bookmark: _Toc223079703]Non-Price Attributes
In this section you are asked to demonstrate your organisation’s ability against Evaluation Attributes set out in the Section 3.2 of the RFP. If there is anything that you do not understand ask our Point of Contact to clarify before the Deadline for Questions.
If any information you provide is commercially sensitive to your business you must let us know. Please mark the information ‘Commercially Sensitive’ or ‘Confidential Information’. It is not acceptable to render this whole document confidential unless this is truly the case. Auckland Transport has a duty to protect Confidential Information, subject to the exceptions in the RFP-Terms (Section 4).
If some of an answer is in another document e.g. a marketing brochure, copy and paste the relevant extract into this proposal. Do not submit the whole brochure. Please do not include any advertising brochures or similar material in your proposal.
[bookmark: _Toc223079704]Preconditions
You must be able to answer ‘yes’ to each of these precondition requirements. Make sure you are able to verify that this is the case, if asked.
‘Yes’ means that you are currently prequalified for that particular requirement. It does not mean that you are planning to, or intend to at some time in the future.
If you cannot answer ‘yes’ to all precondition requirements, your proposal will be eliminated from further evaluation.

	Preconditions
	Meets

	AT Standard Lease

	Agree with the terms of AT’s Standard Agreement to Lease & Deed of Lease are acceptable
	[Yes/ No]

	The tenant has the ability to execute the Lease documentation promptly, within two weeks of issue (or another longer timeframe as specified by AT)
	[Yes/ No]

	Consenting & Heritage Requirements

	The tenant acknowledges that the fitout design and plans must meet all necessary consenting requirements (if required). Agree to work with Heritage New Zealand Pouhere Taonga to ensure the requirements for fitout design and plans meet all necessary heritage requirements.
	[Yes/ No]

	Agree that all associated costs, consents and regulatory requirements for the proposed service offering are the responsibility of the tenant and will be obtained in a timely manner
	[Yes/ No]

	Financial Viability:

	Tenant to provide evidence to support financial position (eg. Statement of financial position, company accounts, bank guarantee)
	[Yes/ No]

	Health and Safety:

	Tenant gives Health & Safety Declaration 
	[Yes/ No]

	AT Supplier Code of Conduct

	An authorised person from the organisation agrees to the principles of the 2023 Auckland Transport Supplier Code of Conduct and a signed Supplier Code of Conduct acknowledgement form will be returned to sustainableprocurement@at.govt.nz

	[Yes/ No]


[bookmark: _Toc223079705]Proposed Use, Product or Service Offering (25%)
Participants must outline how their service supports commuters, enhances public experience, and complements local businesses and the environment. Proposals should define the target audience, demonstrate local relevant and address social / environmental impacts. 
	Proposed Use, Product or Service Offering

	a. Outline how the proposed service offering supports commuters, the public experience of Waitematā Station and is complementary to surrounding businesses and environment. 

	Insert:

	b. Define your customer/audience and why your offering will appeal to them. 

	Insert:

	c. Outline the social and environmental impact as well as the local relevance of your proposal, including how you will engage locally to benefit the wider community. 

	Insert:














[bookmark: _Toc223079706]Service Delivery Model (15%)
Participants must outline their proposed service delivery model, including hours of operation, staffing, material sourcing, use of technology, and sustainability considerations.
	Service Delivery Model

	a. Outline details of your service delivery model. Include details on proposed hours of operation and staffing levels, sourcing of goods/materials, staff training, inventory management, etc.   

	Insert:

	b. Highlight any technological innovations in your delivery model, as well as how any sustainability initiatives you will implement relate to AT’s sustainability priorities (quality employment, supplier diversity, carbon emission reduction, waste minimisation, water conservation).   

	Insert:


[bookmark: _Toc223079707]Track Record (20%)
Note*: If an Auckland Transport Project/Contract is being nominated, please do not provide the name or contact details of an Auckland Transport (AT) staff member as the Referee. The Referee’s Details fields should be left blank to align with AT’s Conflict of Interest Policy.  
	Track Record

	Outline your track record of operating in a commuter/transport-oriented setting. Include any references and/or case studies. 

	Insert:



[bookmark: _Toc223079708]Business & Marketing Plan (15%)
Participants must describe their business concept and long-term vision, including their plan to adapt and grow over time, along with a marketing plan for the first 12 months of operation.  
	Business & Marketing Plan

	Detail your business and marketing plans to show your ability to support the business and enhance the commercial opportunity.  

	Insert:






[bookmark: _Toc38772212][bookmark: _Toc223079709]Retail Tenancy Design & Fitout (25%)

	Retail Tenancy Design & Fitout

	Provide images 
	[image: ]

	Outline your proposed conceptual design and plans for the retail unit including internal fitout, base footprint and dimensions, taking into account the heritage requirements of the site. 
	


	Insert:
	



[bookmark: _Toc223079710]Financial Viability (Pass/ Fail)
	Financial Capacity Declaration

	The participant shall provide evidence to support their financial position (eg. Statement of financial position, company accounts, bank guarantee) 
	Yes/No


	I consent to Auckland Transport undertaking a check of my business’s/my credit rating if it is considered to be necessary.
	Yes/No


[bookmark: _Toc223079711]Health and Safety (Pass/Fail)
	Health and Safety Declaration

	· Our business has a positive safety track record. Any material events (if any) in the last three years have been adequately addressed.
· Personnel who will be employed or contracted by us (including temporary staff, external contractors and tradespeople during fitout construction, etc) have met/will meet all safety qualifications and training role requirements. 
· We have adequate capacity and capability (experience and qualifications) to undertake contract safety critical, operational, compliance and reporting activities. We have obtained/complied with all required regulatory approvals, and the relevant industry standards and certifications. 

	Yes/No
Provide supporting explanations/details. 
Provide evidence of training safety records, certifications, etc. 





[bookmark: _Toc223079712] Acknowledgement of Notices to Participants
Please indicate which NTP(s) you have received associated with this proposal. Failure to do so may render your proposal submission non-conforming. 
Number of Notice to participant received during the proposal period:


From Number	___ 	to Number ___


[bookmark: _Toc223079713]Insurance information
Participants shall provide the following details of its insurance policies as listed in the table below:
	Type of Cover
	Sum
Insured
	Excess
	Expiry
Date
	Name of Insurer
	Policy
No.

	Professional Indemnity
	
	
	
	
	

	Public Liability
	
	
	
	
	

	Motor Vehicle
(delete if not required)
	
	
	
	
	




6 [bookmark: _Toc223079714]Our Statement of Departures
(Refer to Section 4.8 Alternative, tagged and other non-conforming proposals of the RFP document). 
|_|	There are no departures from the requirements of the RFP documents.
or
|_|	There are departures from the requirements of the RFP documents. 
|_|	There are changes proposed to the Conditions of Contract. 
|_|	Our proposal is based on certain assumptions.  
Please list below all departures from the standard requirements of the RFP and list all assumptions on which your proposal is based. Please also list any changes you request to the Conditions of Contract.  
Departures from the requirements of the RFP documents are described in the attached table. 
	Description of the departure
	RFP document reference
	RFP document reference

	
	
	

	
	
	


The assumptions on which our proposal is based are described in the attached table.
	Assumptions
	Proposal reference


	
	

	
	

	
	


The proposed changes to the Conditions of Contract are described in the attached table. 
	Contract Reference
	Change proposed


	
	

	
	



	Name of Participant’s Representative:
	

	Signed by authorised signatory of the participant:
	

	Name/Title of authorised signatory:
	

	Date:
	



7 [bookmark: Suppliers_declaration][bookmark: _Toc223079715]Our Ethics and Conflict of Interest Declaration
(Refer Sections 4.12, 4.13 and 4.14 of RFP document). 
	Topic
	Declaration

	Ethics:
	In submitting this proposal the I warrant on behalf of the participant that it: 
a. Has not entered into any improper, illegal, collusive or anti-competitive arrangements with any competitor.
b. Has not directly or indirectly approached any representative of the Auckland Transport (other than the Point of Contact) to lobby or solicit information in relation to the RFP.
c. Has not attempted to influence, or provide any form of personal inducement, reward or benefit to any representative of Auckland Transport.

	Conflict of Interest declaration:
	The participant warrants that it has no actual, potential or perceived Conflict of Interest in submitting this proposal, or entering into the contract to deliver the Requirements. Where a Conflict of Interest arises during the RFP process the participant will report it immediately to the RFP Point of Contact.

	Details of conflict of interest - If you think you may have a conflict of interest briefly describe the conflict and how you propose to manage it, or write not applicable.

	


DECLARATION
By signing this declaration the signatory below represents, warrants and agrees that he/she has been authorised by the participant to make this declaration on its behalf.
In the case of unincorporated JV or consortium, where one person has or will sign the proposal and any subsequent contract on behalf of an unincorporated JV/ consortium, the participant shall submit written evidence of the authority from each JV party to sign on its behalf.
	Signature:
	

	Full name:
	

	Title / position:
	

	Date:
	

	Name of organisation:
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