Appendix 1: Non-Disclosure Agreement
NON-DISCLOSURE AND NON-CIRCUMVENTION AGREEMENT
This Agreement is made on ______________________ (the “Effective Date”) between:
(1)	MCAST Gateway to Industry Ltd (C 44952), of MCAST Main Campus, Corradino Hill, Paola, Malta (“MG2i”); and
(2)	[Company name] (C [●]), of [registered address] / [Full name], ID card no. [●], of [address] (the “Recipient”).
MG2i has issued RfQ MG2i/03/26 dated 12th October 2026 (the “RfQ”) and may disclose Confidential Information to the Recipient in connection with the RfQ and any resulting contract (the “Purpose”). The parties agree as follows:
1.	Confidential Information means all information relating to MG2i, MCAST and their business, finances, employees, students, clients and relationships, in any form, disclosed to or obtained by the Recipient or its Representatives in connection with the Purpose. It excludes information that the Recipient can show (a) is or becomes public other than through a breach of this Agreement; (b) it lawfully held before disclosure, free of any duty of confidence; (c) it lawfully received from a third party free to disclose it; or (d) it developed independently.
2.	The Recipient shall keep Confidential Information confidential, use it only for the Purpose, and disclose it only to its employees, directors and advisers who need it for the Purpose (“Representatives”), for whose compliance it is responsible. On MG2i’s request, it shall return or destroy all Confidential Information, except copies it must retain by law or rules regulating its profession. The Recipient may only disclose Confidential Information where required by law, court order or a competent authority, giving MG2i prompt prior notice where lawful.
4.	This Agreement shall remain in force for two (2) years from the Effective Date . In the case of a contract being awarded to the Recipient, that is the Service Provider, this Agreement shall remain in force until two (2) years  from the end of the Service Agreement. 
5.	During this Agreement and for two (2) years after it, the Recipient shall not use Confidential Information to circumvent MG2i or to solicit or serve MG2i’s clients, partners or business contacts. This does not restrict relationships existing before the Effective Date.
6.	The Recipient shall indemnify MG2i for direct losses, costs and expenses arising from any breach by it or its Representatives. MG2i gives no warranty as to the accuracy or completeness of Confidential Information and has no liability for its use.
7.	 MG2i may seek to remedy any breach of this Agreement via any means allowed by law.
8.	Nothing in this Agreement obliges MG2i to award any contract, or creates any partnership, agency or licence.
9.	This Agreement is the entire agreement on its subject and may be varied only in writing signed by both parties. Any delay in exercising a right shall not be considered a waiver. Invalid provisions shall be severed without affecting the rest. Notices must be in writing to the addresses above (for MG2i, MG2iFinance@mcast.edu.mt). This Agreement may be signed in counterparts, either by hand and scanned, or electronically.
10.	This Agreement is governed by the laws of Malta. The parties shall first attempt to settle any dispute amicably within fifteen (14) days of written notice, after which the Maltese courts shall have exclusive jurisdiction, without prejudice to any other right allowed by law. 

	For and on behalf of MCAST Gateway to Industry Ltd
	For and on behalf of [Recipient]

	Signature:


	Signature:



	Name:
	Name:

	Title:
	Title:

	Date:
	Date:




Appendix 2: Application Form
RfQ MG2i/03/26. For a consortium, complete Part A for each member.
	Part A – Bidder

	Name, registration number and VAT number
	

	Registered address
	

	Telephone, email and website
	

	Ownership structure (attach group structure) and changes in the last two years
	

	Beneficial owners holding 25% or more
	

	PEP disclosure (Section 3.7): Yes / No. If yes, name the person, their PEP role or relationship, and any safeguards proposed
	

	Years providing accountancy and payroll services
	

	Number of staff
	

	Professional indemnity insurer and limit
	

	Contact person: name, position, email, mobile
	



	Part B – Primary Professional

	Name and surname
	

	Position and years with the Bidder
	

	Email and mobile
	

	Qualifications, MQF level and year obtained
	

	Accountancy warrant number 
	

	Years of relevant experience
	

	Relevant experience (payroll, VAT, management accounts)
	

	Experience using Shireburn and  Indigo and any other accounting software
	



	Part C – Back-up Professional (copy for each additional person)

	Name and surname
	

	Position and years with the Bidder
	

	Email and mobile
	

	Qualifications, MQF level and year obtained
	

	Accountancy warrant number, if any
	

	Years of relevant experience
	

	Relevant experience (payroll, VAT, management accounts)
	

	Experience using Indigo and other accounting software
	



	Part D – Client references (minimum two) – Referees will only be contacted for the preferred bidder

	Reference 1: client, contact, email, services, period
	

	Reference 2: client, contact, email, services, period
	




Appendix 3: Bidder’s Declaration
I, duly authorised to represent the Bidder named below, declare for RfQ MG2i/03/26 that:
1.	neither the Bidder nor any of its directors, partners or persons in control has been convicted by final judgment of participation in a criminal organisation, corruption, fraud, terrorist offences, money laundering, child labour or human trafficking;
2.	the Bidder is up to date with its tax and social security obligations and will provide confirmation from the Commissioner for Revenue on request;
3.	the Bidder is not insolvent, in liquidation or subject to similar proceedings;
4.	the Bidder has not been found guilty of grave professional misconduct, including by the Accountancy Board, and is not debarred by any public authority;
5.	the Bidder has not colluded with any other party in relation to this RfQ;
6.	there is no conflict of interest: neither the Bidder nor any firm in its network is the statutory auditor of MG2i or MCAST, and none of its directors, partners or nominated professionals has a family or business relationship with any MG2i or MCAST director or employee involved in this RfQ, other than as disclosed in writing with the proposal;
7.	the Bidder has not offered or given, and will not offer or give, any gift, payment or other advantage to any MG2i or MCAST director, employee or adviser in connection with this RfQ, and neither the Bidder nor anyone acting on its behalf has canvassed or will canvass any of them, by any means, in breach of Section 9.10;
8.	the PEP disclosure in the Application Form is complete and accurate;
9.	the proposal is true and complete, and every individual named in it has been informed of, and, where required, has consented to, the use of their personal data in accordance with Clause 4 of the Request for Quotations 
10.	the Bidder accepts the terms and conditions set out in the RfQ, and its proposal is valid for ninety (90) days from the closing date;
11.	the Bidder acknowledges and accepts that MG2i may decide not to proceed with selecting a successful Bidder or awarding any contract 
12.	the Bidder will notify MG2i immediately if any of the above ceases to be true before the contract is signed.

	Bidder
	

	Name of signatory
	

	Position
	

	Signature
	

	Date
	




Appendix 4: Documentary Requirements Checklist
	Document
	Submitted (✓)

	Technical Proposal 
	

	Application Form (Appendix 2)
	

	Signed Bidder’s Declaration (Appendix 3)
	

	Signed Non-Disclosure Agreement (Appendix 1), one per consortium member
	

	Bidder profile
	

	Malta Business Registry certificate and Memorandum and Articles of Association, or partnership deed (sole practitioners: ID card)
	

	Authorisation of the signatory (not required for sole practitioners)
	

	Methodology (maximum five pages)
	

	CVs, qualifications and accountancy warrant(s) of nominated professionals (ID documents will be requested from the preferred Bidder only)
	

	Client references (minimum two)
	

	Evidence of professional indemnity insurance, or undertaking to obtain it
	

	Draft engagement letter
	

	Financial Proposal 
	

	Signed Financial Bid Form (Appendix 5)
	




Appendix 5: Financial Bid Form
RfQ MG2i/03/26. All amounts in euro, exclusive of VAT and inclusive of all other taxes, expenses and discounts. Rates are fixed for the twelve-month term, and the monthly retainer covers all Services in Section 2.1.
	Item
	Rate (€, excl. VAT)
	Quantity
	Total (€, excl. VAT)

	A. Monthly retainer for the Services in Section 2.1
	€ ________ per month
	12 months
	€ ____________

	B. Additional Hourly Rate
	€ ________ per hour
	
	€ ____________

	Evaluated Price 
	€ ____________



VAT registration (Article 10, Cap. 406): Yes / No. Applicable VAT rate: ______ %

	Bidder and VAT number
	

	Address
	

	Contact number and email
	

	Name of signatory
	

	Signature
	

	Date
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