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Procurement Unit Document

Section 3 - Items to be Submitted

This document is version number: 5
This document is valid from 01-04-08 until 31-03-09
For further information please contact:

Philippa Elliott

Procurement Unit

Leeds City Council

4th Floor West

Civic Hall

Leeds

LS1 1UR

Telephone: 0113 39 50564

Fax: 0113 24 74677

Email: philippa.elliott@leeds.gov.uk
Please remove the first 2 pages before using the document attached
GUIDANCE NOTES

This document forms section three of the tender documentation.  When completed, it should be e-mailed, together with the Quotation Invitation Documents (including the appropriate terms and conditions), to a generic e-mail address lets@leeds.gov.uk at the Procurement Unit.  The documents will then be posted on the Council’s electronic tender website.  Most pages require you to insert some information (e.g. contract title, return date).  These are highlighted in red.
Price Schedule - this should contain the individual items for which rates or prices are required as detailed in the Specification/Project Brief.  You will need to adapt this document to fit your requirements.

If the quotation is not going to be returned to the Procurement Unit the following sections will need amending:

Return_Address_1

- The name and address for the return of the documents.

[CONTRACT TITLE]

FORM OF TENDER 

The Tender must reach the office of the Assistant Chief Executive (Corporate Governance), Procurement Unit, 4th Floor West, Civic Hall, Leeds LS1 1UR no later than [insert time and date].

The Tenderer in submitting the Tender hereby undertakes that in the event of his/her Tender being accepted by the Council he/she will provide the services detailed in the attached Tender Documentation and will within fourteen days of being called upon to do so execute a Formal Agreement embodying the following documents upon which this Tender Documentation is based:

· Instructions to Tenderers

· Items to be submitted with your Tender

· Tender Evaluation Criteria

· Service Specification/Project Brief

· Terms and Conditions

· Form of Tender 

· Schedule of Prices

· Certificates

· Declaration of Non-Collusive Tendering 

Failure by the successful Contractor to execute a Formal Agreement within the time specified will render the Agreement voidable at the option of the Council at any time by notice in writing.

I/We the undersigned hereby offer to provide the services described or referred to in the attached Tender Documentation at the costs specified on the Schedule of Prices, exclusive of value added tax (VAT).

I/We hereby certify and declare that I/We have taken out such Policies of Insurance as I/We am/are required to do by the terms of the Contract relating to the above mentioned work.

I/We undertake that all elements of this Tender shall not, from the date of its opening, be withdrawn or modified during the period of three calendar months in respect of the said requirement.

I/We understand that the Council accepts no liability as to the actual amount of work included within this contract.

I/We confirm that in preparation and submission of this Tender I/We have observed and accepted the above conditions.

I/We also declare that in the preparation and submission of this Tender I/We have observed and complied with the Instructions and Conditions contained and referred to in the Tender Documentation.

	Signed 
	

	Name (Block Capitals) 
	

	Designation 
	

	For and on behalf of 
	

	Registered Office Address
	

	
	

	Telephone & Facsimile Nos.
	

	
	 Tel:
	
	Fax:
	

	Date
	



[CONTRACT TITLE]

SCHEDULE OF PRICES 

I/We the undersigned hereby offer to provide the services described or referred to in the Tender Documentation for the following costs, exclusive of value added tax:

	PHASE
	DESCRIPTION OF SERVICE
	COST PER UNIT 

(excl V.A.T.) 

£ : p

	1.
	
	£

	2.
	
	£

	                                 TOTAL COST OF SERVICE
	£           :


The above costs must include all travelling/subsistence expenses applicable to this contract.

i) Settlement Terms ________________________________________________

ii) Period price will remain firm from commencement of Contract ______________

iii) Delivery period from receipt of order _____________________________ days 

iv) Additional Turnover discount _______________________________________

v) V.A.T. _______________ % or __________________ £’s ________________

vi) State any other charges ___________________________________________

I/We hereby offer to supply goods and/or services as specified in the Schedule of Prices in accordance with the Council’s Terms and Conditions and/or Special Conditions contained in this enquiry.

Please refer to the attached Service Specification/Project Brief for further details of the services required under this contract.

	Signed 
	

	Name (Block Capitals) 
	

	Designation 
	

	For and on behalf of 
	



[CONTRACT TITLE] 

CERTIFICATES 

CERTIFICATE CONFIRMING QUESTIONNAIRE 
I/We confirm that the answers to the Pre-qualification Questionnaire previously returned to the Council in connection with this Tender remain accurate save as may be set out below:

	SIGNED (Tenderer’s Signature)
	

	NAME (Print Tenderer’s Name)
	

	FOR AND ON BEHALF OF

(company name)
	

	
	

	DATE
	



[CONTRACT TITLE] 

DECLARATION OF NON-COLLUSIVE TENDERING

In recognition of the principle that the essence of selective tendering is that the Council shall receive bona fide competitive Tenders from all those tendering I/WE CERTIFY THAT:

1 The Tender submitted herewith is a bona fide Tender, intended to be competitive.

2 I/We have not fixed or adjusted the amount of the Tender under or in accordance with any agreement or arrangement with any other person.

3 I/We have not done, and undertake that I/we will not do at any time before the hour specified for the return of the Tender, any of the following acts:

(a) communicating with a person other than the person calling for this Tender the amount or approximate amount of the proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender);

(b) entering into any agreement with any other person that he/she shall refrain from Tendering or as to the amount of any Tender to be submitted; and

(c) offering, paying, giving or agreeing to give any sum of money or valuable consideration directly or indirectly to any person for doing, having done, causing or having caused to be done in relation to any other Tender or proposed Tender any act or thing of the sort described above.

	Signed (Tenderers signature):
	

	Name (Print Tenderers Name):
	

	For and on behalf of:
	

	
	

	Date:
	


In this declaration:

1 ‘person’ indicates any person, body, or association corporate or incorporate.

2 ‘any agreement or arrangements’ includes any transaction of the sort described above, formal or informal and whether legally binding or not.
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