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Provision of Courier Services for the Mercy University Hospital Campus

SRFT Qualitative Tender Response Document
	
	
Ref: MUH003


	Tenderer Name

	Click here to enter text.



Please refrain from adding corporate branding to the Response Document
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Introduction
The scoring table for this competition is included in the SRFT Document. In the case of any contradiction, the information in the SRFT Document takes precedence.
The tenderer hereby acknowledges, agrees and confirms that the tender for the Provision of Courier Services for MUH is hereby adopted and governs the provision of the Services.
All Responses in this Qualitative Tender Response Document are subject to the rules, conditions and stipulations as set out in the SRFT.
Tenderers must complete this Qualitative Tender Response Document in its entirety.  All of the instructions and guidance notes must be observed in every Section of this TRD.
The TRD must be submitted in the same sequence as presented (not rearranged).
Supplementary information:
· Service brochures or links to websites in lieu of the required response will not be accepted.
· Any information not set out in the response sections herein will not be evaluated, including any appendices and attachments added or affixed to this TRD.
· Any of the fields provided can be expanded, as necessary, although Tenderers are requested to provide comprehensive yet concise responses.

The Contracting Authority reserves the right to verify the information provided

	Tenderers to Complete
Please tick the box below to acknowledge you agree and understand

	Please tick this box to certify that you understand the instructions of this RFT Response Document.
	☐




	Tenderer’s Details

	Legal Name of Tenderer
	Click here and insert details

	Contact Name for this SRFT
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Company Registration Number
	Click here and insert details

	Tax Reference Number
	Click here and insert details

	Tax Clearance Access Number
	Click here and insert details



	CONFLICTS OF INTEREST AND REGISTERSABLE INTERESTS



	Tenderers must declare any actual or potential conflicts of interest, and registerable interests. 

	Click here and insert any actual or potential conflicts of interest and registerable interests or mark as not applicable






	




	FREEDOM OF INFORMATION 

	Tenderers are advised the MUH is subject to the Freedom of Information (FOI) Act, 2014.  If a Tenderer considers that any of the information supplied in their Tender response is either commercially sensitive or confidential in nature, this should be highlighted and the reasons for its sensitivity specified.  In such cases the relevant material will, in response to a request under the FOI Act, be examined in the light of the exceptions provided for in the Act. Clause 2.16 of the SRFT refers.

	Click here and insert response





Section 2 – Award Criteria
The responses provided in this Section 2 of the TRD will be used to determine the allocation of marks under the Award Criteria, as set out in Part 3 of the SRFT.  Tenderers are advised to adhere to the instructions and guidance notes provided and ensure that the information provided is sufficient to determine the quality, appropriateness and level of responsiveness of tenders during evaluation.

Service Proposal Award Criteria

Booking Process and Customer Support 
Tenderers must demonstrate the proposed booking process and how it aligns with and meets MUH requirements.  Please provide a flowchart outlining the organisation structure, including the proposed Account Manager and supporting staff.  

Tenderers are required to submit their Company Profile including:
· Relevant experience in healthcare or similar environments
· References from comparable clients

Page Limit: 
Proposed Booking Process – Max 2 pages

	[Enter text here]






Organisation Structure – 1 page
[Enter text here]








Storage, Distribution and Security 
Tenderers must demonstrate an understanding of the importance of appropriate confidentiality and security for items throughout the whole delivery process and outline how they plan to achieve same.
Tenderers are required to submit their fleet details including the capability to incorporate a chilled unit to one vehicle, which will be allocated exclusively to MUH.

Proposed Delivery Process – Max 1 pages
[Enter Response here]





Fleet details – Max 2 pages
	[Enter text here]






Continuity of Service 
Tenderers must demonstrate the ability to provide a flexible and responsive service, including support for urgent and ad hoc requests, together with robust contingency arrangements (covering vehicle breakdowns, staff shortages and external disruptions) and clear communication process to ensure continuity of service with minimal disruption.

Proposal – max 4 pages
	[Enter Response here]






Invoicing and Management Information Reporting 
[bookmark: _Hlk234586470]Tenderers must detail their invoicing arrangements and confirm that electronic invoices will be issued monthly. One monthly invoice should itemise all scheduled services delivered during the billing period including service volumes and applicable charges.  A separate monthly invoice must be provided for all additional ad hoc and urgent requests, with these services clearly identified, itemised and costed separately from scheduled services. 

Proposal – Max 2 pages
	[Enter Response here]






Visual – Max 2 pages
	[Enter Response here]






Tenderers must outline their approach to performance management, including provision of a sample (visual) quarterly report detailing service volumes, delivery performance, compliance and failed deliveries, and confirm participation in quarterly review meetings covering performance, incidents, KPI’s / SLA’s, compliance, and continuous improvement.

Proposal (including visuals) – Max 5 pages
	[Enter Response here]






Complaints Handling 
 Tenderers must outline their complaints handling process, including appointment of a dedicated account manager, procedures for prompt acknowledgement, investigation, resolution and escalation of complaints, defined timelines and provision of complaint trend analysis and corrective actions at quarterly review meetings.

Proposal – Max 3 pages
	[Enter Response here]






7. Green and/or Social Considerations 
Tenderers must detail their approach to environmental sustainability, including use of low-emission vehicles, route optimisation strategies, environmental policies etc.

Proposal – Max 4 pages
[Enter Response here]



Section 3 - Pricing Schedule

Please see separate pricing document for completion    
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