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Annex 2 Supplier Response

For the supply of Copywriting Services to British Council’s Art department


Supplier name:			_________________________________________

Contact email address: 		_________________________________________

Contact Telephone number:  	_________________________________________




Instructions

1. Provide Supplier Name and Contact details above.

2. Complete Part 1 (Supplier Response) ensuring all answers are inserted in the space below each section of the British Council requirement / question.

3. Complete Part 2 (Submission Checklist) to acknowledge and ensure your submission includes all the mandatory requirements and documentation. The checklist must also be signed by an authorized representative.

4. Submit all mandatory documentation by the Response Deadline, as set out in the Timescales section of the RFP document.



Part 1 – Supplier Response

Responses will be scored according to the methodology as set out in Evaluation Criteria section of the tender document. 
	Question – 1 Please walk us through your enclosed CV and highlight experience/expertise that are suited to this call for proposal (Relevant Expertise and Experience)

	Supplier Response:









	Question – 2 (Project Management)
Please details how will track and maintain tasks and other deliverables. Outline your approach to noting, documenting progress accounting for home/cloud-base working that will be required. 

At times, assignments might require swift turn over. Please share how you will maintain consistency in terms of demanding delivery timelines. 

	Supplier Response:





	Question – 3 (Social values)
British Council expects its vendors to abide by our social values. Please answer the following questions:
· Please describe your contribution to your community for the wellbeing of people specially during Covid19 lockdown.
· Please share your experience on reduction of energy/resources consumption towards environmental sustainability.
· Describe how this contract can help you to improve your skills and move into higher paid work by developing new skills relevant to the contract.
· Please describe how you have honoured people’s privacy in your professional work. Specify how you will record, release, and delete personal information to protect people’s privacy and avoid data breaches.


	Supplier Response:











	Question – 4 (References)
Please provide a list of 2 high value contracts and subcontracts you have held over the past two years for the same or similar work, except British Council. Please provide following information for each contract and subcontract:

a) Customer’s name, address, email and contact telephone;
b) Date and duration of the contract, place(s) of performance


	Supplier Response:








Part 2 – Submission Checklist

Insert Yes (Y) or No (N) in each box in the table below to indicate that your submission includes all of the mandatory requirements for this tender.  


	Submission Checklist

	Document
	Y / N

	Resume/CV
	

	Statement on Technical Ability to perform the services with 3 samples (writing/reports/articles etc.)
	

	PAN Card 
	

	Completed tender response in Annex 2 (Supplier Response) and in accordance with the requirements of the RFP
	

	Completed pricing proposal in Annex 3 (Pricing Approach)
	

	Name of references
	

	This checklist signed by an authorised representative
	



I confirm on behalf of the supplier submitting the documents set out in the above checklist that to the best of our knowledge and belief, having applied all reasonable diligence and care in the preparation of our responses, that the information contained within our responses is accurate and truthful.

	Name (print)
	

	Date: 
	

	Signature:
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