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Procurement Unit Document

Section1 - Standard Tender Documents - Guidance Notes

This is a standard set of tender documents, all of which require you to insert some information (e.g. contract title, return date, contact details etc.)

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 front 2 pages before using the document attached
GUIDANCE NOTES

Service Specification/Project Brief  - you must provide sufficient detail to enable companies to prepare their tenders without misunderstanding, or requiring further clarification of your requirements. Anything which is likely to represent a cost to the company must be clearly defined. We have provided separate guidance on how to write a specification.

Tender Evaluation Model – all tender invitations are now required to contain specific information about how they will be evaluated. If price is not to be the only criterion, the quality criteria together with their relative importance must be clearly identified. We have provided a standard model for you to use, but please contact us if you need assistance.

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

Department_Name_1  
- The name of the department issuing the tender.

Head_of_Service_1  
- The name of the head of the division issuing the tender.
Address_1


- The address for the division issuing the tender. 
Address_2


- The address for the division issuing the tender. 
Return_Address_1

- The address for the return of the acknowledgement form. 
Receipt_Name_1

- The name of the person who can receipt the tender. 
Return_Address_2

- The address for the return of the tender. 
	[image: image3.png]igiLeeds

s CITY COUNCIL




 macrobutton nomacro [Name & Address] 
	
Legal and Democratic Services

Wayne Baxter, Chief Procurement Officer
Procurement Unit 

4th Floor West 

Civic Hall

Leeds 

LS1 1UR


	
	Contact Name:  macrobutton nomacro [Contact] 
Telephone: (0113)  macrobutton nomacro [tel] 
Fax: (0113)  macrobutton nomacro [fax] 
Email:   macrobutton nomacro [e-mail] @leeds.gov.uk

Your ref:   macrobutton nomacro [their ref] 
Our ref:    macrobutton nomacro [our ref] 
Date:  


Dear  macrobutton nomacro [salutation] 
[INSERT CONTRACT TITLE]

INVITATION TO TENDER

You are invited to submit a competitive Tender for the above, and the following documents are attached to enable you to prepare and submit your offer:

· One copy of the Tender Documents comprising: 


Section 1 
Acknowledgement receipt proforma  




Instructions to tenderers




Items to be submitted with your tender




Tender evaluation criteria




Service specification/project brief


Section 2
Terms and conditions


Section 3
Form of tender




Schedule of prices




Certificates 




Declaration of non-collusive tendering

Section 4
One tender envelope label (for hard copy submissions only) or One pre-addressed tender envelope 
You are reminded that tender bids can be submitted either:

i. in soft copy format electronically via the internet using the Council’s electronic tendering system by logging onto scms.alito.co.uk (the preferred option); or

ii.  
in hard copy format via the postal system or delivered by hand, etc.

Please refer to item 8 of the “Instructions to Tenderers” for information on how to submit your tender.  Failure to comply with these instructions may invalidate your tender.

The documents to be submitted as your tender response must be as specified on the “Items to be submitted with your tender” page in Section 1 of the attached documents.  You must comply fully with the “Instructions to Tenderers” when submitting your bid.
Irrespective of the method of submission, the deadline for the return of your tender bid is noon on Wednesday [enter date]. 

Please study the documentation carefully and in the event of any enquiries please contact in the first instance [enter contact], telephone Leeds (0113) [enter phone number] (fax. [enter fax number]).  All other enquiries should be directed to [enter contact], telephone Leeds (0113) [enter phone number] (fax. [enter fax number]).

Yours faithfully

[Officer name]

[Designation]

[CONTRACT TITLE]

ACKNOWLEDGEMENT RECEIPT PROFORMA 

CONFIDENTIAL 

Please return this Acknowledgement Receipt Proforma promptly to the following address:

Procurement Unit 

4th Floor West 

Civic Hall

Leeds 

LS1 1UR
marked for the attention of [insert name of relevant Council officer]
Receipt acknowledged of the following documents:

· Invitation to Tender letter dated [insert date]
one copy

· Acknowledgement Receipt Proforma
one copy

· Instructions to Tenderers 
one copy 

· Items to be submitted with your tender
one copy 

· Tender evaluation criteria
one copy 

· Service Specification/Project Brief
one copy 

· Terms and Conditions
one copy 

· Form of Tender
one copy 

· Schedule of Prices 
one copy 

· Certificates
one copy

· Declaration of non-collusive tendering 
one copy

· Tender envelope label/Pre-addressed Tender Envelope
one number

I/We* confirm that I am/We are* able/not able* to submit a tender in accordance with the tender documentation

	Signed 
	

	For and on behalf of 
	

	Date 
	


*delete as appropriate


TENDER DOCUMENT FOR

[CONTRACT TITLE]

[CONTRACT PERIOD]

[CONTRACT VALUE]
LEEDS CITY COUNCIL

[CONTRACT TITLE]

INSTRUCTIONS TO TENDERERS
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INSTRUCTIONS TO TENDERERS

1 gENERAL

1.1 It is essential to observe and comply with the following instructions in the preparation and submission of your Tender.  The Council reserves the right to reject a Tender that does not fully comply with these instructions.

1.2 Notwithstanding the fact that the Council has invited you to tender for the Contract or included you on any list of selected Tenderers, the Council makes no representations regarding your financial stability, technical competence or ability in any way to carry out the Contract.

1.3 The Tender must be completed in English.

2 acknowledgement of receipt

2.1 To confirm receipt of the Tender Documentation, the Tenderer is requested to complete and return the Acknowledgement of Receipt Proforma in the attached Section 1.

2.2 It is the Tenderer’s responsibility to ensure that all the documents listed in the Tender Documentation have been received and are complete in all respects.

3 confidentiality

3.1 The Tenderer shall treat the Tender Documentation as private and confidential.

3.2 The Tenderer shall not disclose either:

3.2.1 the fact that they have been invited to tender or release details of the Contract; or

3.2.2 details of their Tender in whole or in part prior to the award of the Contract by the Council or on receipt of notification that the Tender has not been accepted as the case may be, other than on an “in confidence” basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the Tender.

4 decline or inability to return

4.1 If for any reason the Tenderer is unable to submit a Tender or wishes to decline to Tender, then the Council officer named below (“the Officer”) should be contacted either in writing to the Procurement Unit, 4th Floor West, Civic Hall, Leeds, LS1 1UR or alternatively by fax or by e-mail:
Name:
[  ***  ]

Email:
[  ***  ]
Tel: 
[  ***  ]

Fax:
[  ***   ]

5 qualified tenders

5.1 Tenders must not be qualified and must be submitted strictly in accordance with the Tender Documentation.  The Tender must comprise the documents specified in the attached Section 1.  Tenders must not be accompanied by statements that could be construed as rendering the Tender equivocal and/or placing it on a different footing from other Tenders.  Only Tenders submitted without qualification strictly in accordance with the Tender Documentation as issued (or subsequently amended by the Council) will be accepted for consideration.  The Council’s decision on whether or not a Tender is acceptable will be final and the Contractor concerned will not be consulted.  Qualified tenders will be excluded from further consideration and the Tenderer notified unless otherwise provided by law.

6 variant BIDS
6.1 Notwithstanding the provisions of paragraph 5.1 above, where Tenderers are asked to submit a variant bid alongside a standard bid under paragraph 5.1 above they may submit (on a separate sheet with their tender submission) any variants on the Specification or Scope, Terms and Conditions of Contract or any alternative proposals in a separate envelope.

6.2 Any Tenderer proposing to submit a variant bid of the kind noted in paragraph 6.1 must, as a minimum, complete the tender template provided on the basis requested in the Tender Documentation.

7 tender queries

7.1 All queries regarding the Tender Documentation which may have a bearing on the offer to be made should be raised by the Tenderer to [insert name of council representative stated in the Invitation to Tender letter], at least ten (10) working days before the due date for return of Tenders.

7.2 If relevant, answers to Tender queries will be circulated to all Tenderers.

8 tender submissions

8.1 Submission of Tenders or any other documents which are to be sent to the Council must be made in either hard copy format (i.e. paper) or soft copy format (i.e. electronically).

8.2 Hard Copy Tenders
8.2.1 The Council cautions that no hard copy Tender will be considered unless it is received no later than [insert time and date] and delivered to the address below by post or by hand in the addressed Tender envelope or by affixing the Tender Envelope Label:

Procurement Unit 

4th Floor West 

Civic Hall

Leeds 

LS1 1UR
Late hard copy Tenders, for whatever reason, will not be accepted.

8.2.2 To avoid the disqualification of a hard copy Tender, the anonymity of the Tender envelope must be preserved. Hence, no indication of the Tenderer must appear on the Tender envelope i.e. it must bear no details of the name, mark, slogan or logo of the Tenderer.  Publicity devices and company postal franking also infringe this condition and should not be used.  It is recommended that the Tenderer check that their procedure for “stamping-in” documents it receives has not breached this requirement.

8.2.3 Special postal delivery services (e.g. Datapost or private courier) breach this fundamental requirement unless prior arrangements are made to negate the requirement for the acknowledgement of receipt and the defiling of the envelope with identity bearing labels.

8.2.4 Hard copy Tenders must be completed and where necessary signed and dated by the Tenderer.

8.2.5 Any Tenderer that has downloaded the Tender Documentation via the Council’s website but wishes to submit a hard copy Tender may do so by either:

(a) Requesting a pre-addressed Tender envelope no later than seven (7) days prior to the deadline for tender submissions as stated in paragraph 8.2.1 above; or

(b) attach the enclosed Tender envelope label to a plain envelope prior to the tender submission deadline.

8.2.6 Hard copy Tender documents will only be issued by the Council on request, in writing.  The only acceptable proof of delivery of a hard copy Tender is the Council’s official receipt signed by an officer within the Procurement Unit.  Such officers will not sign private courier delivery notes or anything of a similar nature and such items will not be accepted as evidence of delivery.

8.3 Soft Copy Tenders
8.3.1 Soft copy Tenders must only be made via the Council’s Supplier and Contract Management System (http://scms.alito.co.uk) specifically set up for the purpose of receipt of Tenders, no later than [insert time and date].  Late soft copy Tenders, for whatever reason, will not be accepted.

8.3.2 Soft copy Tenders will not be permitted via the Council’s Supplier and Contract Management System (http://scms.alito.co.uk) after the stated deadline has passed.

8.3.3 A limit of 8Mb per Tender applies when lodging a soft copy Tender via the Council’s Supplier and Contract Management System (http://scms.alito.co.uk).  Tenderers will be unable to lodge an electronic tender where the combined file size exceeds 8Mb.  Please note, however, that Tenderers may repeat the lodgement process as many times as is necessary to submit all the appropriate documents so long as the combined file size per lodgement does not exceed the stated 8Mb limit.

8.3.4 Signatures are still required when making a soft copy Tender. Please note that the typing in of your name is sufficient for these purposes.
8.3.5 Soft copy Tenders will automatically be receipted upon a successful lodgement via the Council’s Supplier and Contract Management System (http://scms.alito.co.uk).

8.4 While submitted Tenders, whether made in hard or soft copy format, will be treated in the strictest confidence, the Tenderer should be aware that they will be made available to Trading Standards Departments, the Office of Fair Trading and other appropriate regulators (as the case may be), if so required.

9 amendments to tenders prior to the due date

9.1 At any time after the issue of the Tender Documentation and before the closing date for the submission of Tenders, the Council reserves the right to issue Tender Amendments detailing any changes to the Tender Documentation or tender process.  Tenderers must take these amendments into account in the preparation of their tender submission.

9.2 Tenderers must not make any unauthorised alteration or addition to any Tender Documentation.

9.3 In the event that discrepancies are discovered within the Tender Documentation, the Tenderer should notify [insert designated officer] in writing or by fax or by email using the contact details set out in paragraph 4.1.

10 acceptance  period

10.1 The Tender will be deemed to remain open for acceptance or non-acceptance for not less than 90 days from the tender submission.  The Council may accept the Tender at any time within this prescribed period.  The Council shall, however, not be bound to accept the lowest or any Tender.

10.2 If the Council has not accepted the Tender within the specified period then the Tender shall remain in force without variation, but the Tenderer may at any time thereafter give notice in writing (“a Notice”) to the Council to accept the same.

10.3 Delivery of a Notice must be made by hand or by registered post or post with recorded delivery.

10.4 Upon service of a Notice the Council shall have 7 days within which to accept the Tender (not including the day of service) or the Tender will be deemed to have been withdrawn.  In any event, the Tenderer shall not withdraw the Tender except in the manner provided under this paragraph 10.

11 sufficiency & accuracy of tender

11.1 Tenderers will be deemed to have examined all the documents enclosed and by their own independent observations and enquiries will be held to have fully informed themselves as to all matters relating to the scope of the services/work to be carried out in their resulting tender submission.

11.2 Tenderers are reminded to check the accuracy of their Tender prior to submission thereof. 

11.3 If the Council suspects that there has been an error in the pricing of the Form of Tender and/or Schedule of Prices, the Council reserves the right to seek such clarification as it considers necessary from the Tenderer only.

11.4 The Council reserves the right to disqualify incomplete Tenders.

11.5 Tenderers shall familiarise themselves with all regulations, byelaws, and all other factors that may affect their Tender.

12 incurred expenses

12.1 The Council shall not be responsible for, or pay any losses or expenses which may be incurred by the Tenderer in the preparation and submission of their Tender, including (but not limited to) the attendance at any pre or post tender meetings, the delivery of any presentations by the Tenderer to the Council in relation to their proposal, site visits or other negotiations.

12.2 The Council will not accept claims for additional charges relating to the work made by the Tenderer or the Contractor after acceptance of the Tender if, in the reasonable opinion of the Council, such additional charges should have been established by proper inspection of the Tender Documentation prior to tendering.

13 third party issues

13.1 The Tenderer should provide any potential third parties it appoints to assist with the Contract with all necessary technical and commercial information to enable such third parties to accurately quote to the Tenderer.

13.2 It is the policy of the Council not to respond to any direct approach from such potential third parties seeking details about a particular Invitation to Tender.

13.3 Tenderers must declare the share of any contract they intend to sub-contract and list any proposed third parties in their tender submission.

14 pricing & payment

14.1 Pricing
14.1.1 The Tenderer should complete the enclosed Form of Tender and/or Schedule of Prices noting the following:

(a) At its discretion, the Tenderer may submit a cost for any or all of the items detailed on the Schedule of Prices.

(b) The currency in which all prices, costs or rates stated on the Form of Tender and/or Schedule of Prices must be quoted is Pounds Sterling and whole pence (i.e. to two decimal places).

(c)
  following the introduction of the Euro, Pounds Sterling is substituted as the currency of the United Kingdom then all references in the Form of Tender and/or Schedule of Prices to “Sterling” or “£” shall be construed as references to “Euro” or “€” (as the case may be) at the agreed Sterling-Euro conversion rate on the date of that substitution PROVIDED that the provisions of this paragraph shall not apply during any transitional period when Sterling is a sub unit of the Euro
(d)     All prices quoted should be exclusive of VAT.

14.2 Payment

14.2.1 The Council’s standard payment terms are 30 days from invoice receipt.  If the Tenderer is able to offer the Council a discount on different payment terms such arrangements should be detailed on the enclosed appropriate Price Schedule.

14.2.2 The Council will make no payment or allowance in respect of any Tender.

15 publicity

15.1 No publicity or other information relating to this project is to be released by any Tenderer without the prior written approval of the Council.

16 FREEDOM OF INFORMATION ACT 2000

16.1
In accordance with Freedom of Information Act 2000, from January 2005, public organisations must respond within 20 working days to written requests for information from anyone. The information requested must be supplied unless it falls into specified categories of information which include: confidential, personal, trade secret, or information which  would or would be likely to  prejudice the tenderer's or the Council’s commercial interests. These categories are exemptions under which information need not be disclosed.

It will be the tenderer's responsibility to state in their tender submission any information which  they regard as confidential, personal information, trade secret or may  prejudice their commercial interests and to discuss this with the Council prior to submission. 

Tenderers are advised that information which falls into the Council’s agreed interpretation of the legal definition of confidentiality, personal information, trade secret or prejudice to  commercial interests may still have to be disclosed in some circumstances. For example, if there were very strong public interest reasons for disclosure, the Council may have to disclose trade secrets, or information that would, or would be likely to prejudice a Tenderer’s commercial interests. The Council may be forced to make information public as a result of an appeal by a member of the public against our initial decision not to reveal information. The public can appeal through the Council’s internal complaints procedure and ultimately to The Information Commissioner’s Office, the government organisation responsible for enforcing the Act. 

Tenderers will also need to provide with their tender submission a contact within their organisation to ensure that should the Council need to consult on an information request it can do this promptly.  If the Council is unable to contact anyone to consult it may have to release the information to ensure that it remains within the 20 working days deadline.  

Further detailed guidance on contracts with third parties, in particular confidentiality clauses, and the implications of The Freedom Of Information Act 2000 are available on the Council Web www.leeds.gov.uk site under Information Governance.  Please also see The Information Commissioners Office web site using the link from our web site or www.informationcommissioner.gov.uk.

17 ITEMS TO BE SUBMITTED WITH YOUR TENDER

Tenderers are required to submit all the pages contained in the sections of this Tender Documentation specified below, duly completed where required, as your Tender bid:

Form of Tender

Section 3

Schedule of Prices

Section 3

Certificates 

Section 3

Declaration of non-collusive tendering 
Section 3

No other documentation should be sent with the submission.  Any additional documentation may invalidate the Tender submission.

18 SERVICE SPECIFICATION/PROJECT BRIEF

​​​​​​[Insert details regarding the contract reference and title, nature of the contract and the anticipated value as a precursor to the services specification/project brief.]

19 TENDER EVALUATION CRITERIA

19.1
Introduction


This document describes the method the Council will use to evaluate each tender submission, which must contain sufficient information to demonstrate how the Tenderer will meet the requirements of the Service Specification/Project Brief.  It is important to ensure that any information submitted is relevant to the Quality Criteria detailed below.  Information which is not relevant will not be taken into account. 

19.2
Evaluation Method


Tender submissions will be evaluated on both quality and price.  A score will be awarded for each element of the evaluation criteria. The maximum amount of marks available for price will be <insert number / percentage>.  The maximum amount of marks available for quality will be <insert number / percentage>.  The quality evaluation criteria that will be used to assess the compliance of offers to the Service Specification/Project Brief are detailed in item 19.3.

19.3
Quality Criteria


Each of the following quality criteria has been determined and weighted in accordance with its relative importance to the Service Specification/Project Brief.  In addition to the written tender submission, Tenderers may have to provide a method statement in support of their tender and/or be invited to present their proposals to an evaluation panel, who will determine the extent to which the criteria have been met. 

· <insert description>

· <insert description>

· <insert description> 

· etc.

19.4
Evaluation Approach


Each member of the evaluation team will assess each submission and a mean score calculated.  The team will consist of representatives from the following departments:

· <insert department and designation>

· <insert department and designation>

· <insert department and designation>

· etc.
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