ITT – RESTRICTED PROCEDURE

For use in awarding Framework Agreements

This document is used when issuing and receiving ITTs through eTS. For hard-copy tenders use alternative wording in this document.
Text highlighted in yellow must be completed
Text highlighted in red is optional/can be amended
Delete this box prior to issue

INVITATION TO TENDER (ITT) FOR:

 MACROBUTTON  noname [Insert Title] 
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Dear  MACROBUTTON noname [insert name of nominated lead organisation if tenderer is a consortium] 
INVITATION TO TENDER FOR: 
 MACROBUTTON  noname [Insert Title] 
APUC REFERENCE: 
 MACROBUTTON nomacro [insert Ref] 
Following evaluation of your Pre Qualification Questionnaire relating to the reference above, I am pleased to inform you that your application has been successful and that you are invited by APUC Ltd, acting for itself and on behalf of  those bodies (including Affiliated Bodies) listed in the Statement of Requirements below (and any new and successor institutions) to tender for the provision of 
 MACROBUTTON  noname [Insert Title]  
all in terms of, and in accordance with, the Invitation to Tender of which this Invitation to Tender Letter forms part.
Tenderers are asked to note that there is no guarantee of demand or even any business for successful Contractors on the Framework Agreement. However, agreements are created on a collaborative basis with user input from institutions. This process is designed to capture user requirements and create agreements which meet users’ needs. Additionally, APUC through its regional procurement account management structure (and other regional UK HE consortia via their tailored client management approaches) – delete as appropriate actively promote contracts and their usage to ensure maximum contract uptake amongst the participating institutions.

Your Tender must be submitted in accordance with this Invitation to Tender Letter, and in accordance with the attached documents, all of which shall be deemed to form and to be read and to be construed as part of this Invitation to Tender. 
Tenders will be issued and should be returned through APUC Ltd’s electronic tendering system.  Correspondence connected with the tender that requires attention before the above date should be emailed to the undersigned. It is the responsibility of all tenderers to ensure that their tender is submitted not later than the appointed time.  Tenders received after that time may not be considered.   

APUC Ltd are not bound to accept the lowest or any tender. APUC reserve the right to cancel or suspend this procurement procedure at any time

Enquiries regarding this Invitation to Tender should be addressed to the undersigned at the above address.

Yours sincerely, 

 MACROBUTTON  nomacro [Name] 
 MACROBUTTON  noname [Insert Title]  

for APUC Ltd. 

Schedule 1

INSTRUCTIONS & INFORMATION FOR TENDERERS

1. Framework Period

The Framework Agreement covers the period 

 MACROBUTTON  nomarco [Insert Date]  to  MACROBUTTON  nomarco [Insert Date] 
Optional text
with  MACROBUTTON nomacro [Insert]  year(s) option to extend.
Optional text
A lead in period of  MACROBUTTON naname [insert]  months has been allocated to enable to the Contractor to adequately prepare for the Commencement Date.
2. Tendering Timetable – Key Dates

Tenders must arrive not later than 
Midday

on 

 MACROBUTTON  nomarco [Insert Date] 
Tenderers will be notified in writing by email when any further actions will be required.  Tenderers will be requested to;

Amend as appropriate 

	attend a presentation and/or a discussion(s)

	conduct a product trial(s) and/or a technical demonstration of their technical proposal

	undertake bid clarification

	undertake a site visit(s) to short listed tenderers’ premises as part of the evaluation process

	

	


These will be undertaken at their own expense with APUC Ltd representatives during 


 MACROBUTTON  AcceptAllChangesShown [insert month and year] 
Appropriate personnel must be available to undertake this.  

3. Clarification Regarding the Invitation To Tender
Please note that the responses to any questions raised during the tendering period will be circulated to all tenderers in the form of an information notice called a Circular Advice Note (CAN).  

The closing date for tenderers to raise questions by is 

 MACROBUTTON  nomarco [Insert Date] 
APUC Ltd will circulate answers to all tenderers by email not later than 
 MACROBUTTON  nomarco [Insert Date] 
Note that confidentiality will be preserved when issuing a CAN. 

Tenderers should indicate if they do not want their query and response circulated. However APUC Ltd reserves the right not to provide a response to if doing so would breach the principle of equal treatment.

4. Tender Evaluation Criteria

Optional Text
A series of Minimum Standards are included in the table below. Tenderers should note that these Minimum Standards are mandatory and that failure to provide adequate evidence of how these standards are met will result in exclusion from the tendering process.  Each Tenderer passing the Minimum Standards will then be subject to a technical and commercial evaluation.  
The aim of the evaluation is to select the tender(s) which represent the best long term value for money. Tender selection will be based on  MACROBUTTON  AcceptAllChangesShown [insert Most Economically Advantageous Tender or Lowest Price]  tender . 

The technical analysis will ensure that tenderers have met the outputs contained in the Statement of Requirements, Minimum Standards (if applicable) and other requirements detailed in Information to be Provided in the Tender Response Schedule.  The commercial analysis will ensure that tenderers’ financial offers are fully evaluated to offer value for money.  To undertake these analyses, a Price: Quality Ratio of  MACROBUTTON  noname [x/y]  will be applied during tender evaluation consisting of the criteria detailed below.  

Insert a table of Minimum Standards (if applicable) and detail the award criteria. Below is an example PQR with a 40/60 Price Quality Ratio. There is a table for minimum standards and a table for award, sub-criteria, and weightings. 

	Minimum Standards 

(question numbers refer to Schedule 3 of the ITT)
	

	List minimum standards as applicable 
	PASS/FAIL


Award Criteria, sub-criteria and weightings
	PQR
	Weighting (%)
	Award Criteria
(question numbers refer to Schedule 3 of the ITT)
	Question Number
	Sub-weighting (%)
	Sub-weighting breakdown (%)

	PRICE
	40%
	
	
	
	

	
	
	Pricing
	
	100%
	

	
	
	SCHEDULE xx
	
	
	100%

	QUALITY
	60%
	
	
	
	

	
	
	Management Summary
	
	10%
	

	
	
	
	1.1
	
	10%

	
	
	
	1.2
	
	90%

	
	
	Service Delivery
	
	50%
	

	
	
	
	2.1
	
	10%

	
	
	
	2.2
	
	50%

	
	
	
	2.3
	
	For info

	
	
	
	2.4
	
	10%

	
	
	
	2.5
	
	15%

	
	
	
	2.6
	
	10%

	
	
	
	2.7
	
	5%

	
	
	Outputs, Milestones & Performance Standards
	
	5%
	

	
	
	
	3.1
	
	100%

	
	
	Specific Policy/ Best Practice/ Legislative
	
	For Info 
	

	
	
	
	4.1
	
	-

	
	
	Quality Assurance/ Continuous Improvement/ Innovation
	
	5%
	

	
	
	
	5.1
	
	10%

	
	
	
	5.2
	
	10%

	
	
	
	5.3
	
	10%

	
	
	
	5.4
	
	10%

	
	
	
	5.5
	
	10%

	
	
	
	5.6
	
	20%

	
	
	
	5.7
	
	10%

	
	
	
	5.8
	
	10%

	
	
	
	5.9
	
	10%

	
	
	Staffing
	
	10%
	

	
	
	
	6.1
	
	25%

	
	
	
	6.2
	
	40%

	
	
	
	6.3
	
	15%

	
	
	
	6.4
	
	20%

	
	
	Management of the Framework Agreement
	
	For info
	

	
	
	
	7.1
	
	100%

	
	
	Business Continuity and Exit
	
	5%
	

	
	
	
	8.1
	
	50%

	
	
	
	8.2
	
	50%

	
	
	Variations to the Framework
	
	For info
	

	
	
	
	9.1
	
	100%

	
	
	CSR
	
	15%
	

	
	
	
	10.1
	
	100%


Optional Text - where the variant option has been selected in the Contract Notice
5. Variant Bids
Where a tenderer wishes to submit a variant bid, this must be submitted in addition to a compliant bid.   A Price Quality Ratio of  MACROBUTTON naname [insert]  and award criteria will be applied during tender evaluation consisting of  MACROBUTTON noname [list the criteria and weightings or apply criteria as per compliant bids] .
6. Tenderer Information Collection
It is the responsibility of the tenderer to obtain for themselves at their own expense any information necessary for the preparation of their tender and for any costs incurred during the tendering process.

7. Confidentiality
Subject to the provisions of Freedom of Information contained in paragraph 8 below, all information supplied by APUC Ltd in connection with the Invitation To Tender shall be treated as confidential by tenderers except that such information may be disclosed for the purpose of obtaining sureties and quotations necessary for the preparation and submission of the tender, this includes consortia members, sub-contractors and advisors.

8. Information Disclosure and the Freedom of Information Act 2002

All information submitted to APUC Ltd may need to be disclosed and/or published by APUC Ltd.  APUC Ltd may disclose information in compliance with the Freedom of Information (Scotland) Act 2002, (the decisions of APUC Ltd in the interpretation thereof shall be final and conclusive in any dispute, difference or question arising in respect of disclosure under its terms), any other law, or, as a consequence of judicial order, or order by any court or tribunal with the authority to order disclosure.

Further, APUC Ltd may also disclose all information submitted to them to the Scottish or United Kingdom Parliament or any other department, office or agency of Her Majesty’s Government in Scotland or the United Kingdom, and their servants or agents.  When disclosing such information to either the Scottish Parliament or the United Kingdom Parliament or their executive bodies, it is recognised and agreed by both parties that APUC Ltd shall, if they see fit, disclose such information and are unable to impose any restriction upon the information that they provide to Members of the Scottish Parliament, or Members of the United Kingdom Parliament.

Accordingly, if you consider that any of the information included in your bid is commercially confidential, please complete and return Schedule 3. It should be noted though, that, even where you have indicated that information is commercially sensitive, APUC Ltd may disclose this information where they see fit.  Receipt by APUC Ltd of any material marked “confidential” or equivalent should not be taken to mean that APUC Ltd accept any duty of confidence by virtue of that marking.

9. Modifications to the Invitation To Tender by APUC Ltd
Any modification to the Invitation To Tender by APUC Ltd will be notified to tenderers no less than 10 working days prior to the tender return date.  If appropriate, APUC Ltd will revise the tender return date to all tenderers to accommodate this.

10. Withdrawal and Replacement of Tenders
In the event that a Tenderer identifies an error in its tender after submission but before the tender return date, the Tenderer must notify APUC Ltd’s  nominated contact in order to release their tender in the Electronic Tendering System.  This will enable the Tenderer to work on a revised tender and resubmit it.  Note that APUC Ltd will not have sight of the released tender and once released APUC Ltd will be unable to retrieve it.  Therefore, no part of the released tender shall be used during the evaluation process. 

11. Accuracy of Tender Response
Tenderers will be deemed to have examined all the documents enclosed with this Invitation To Tender and will be held to have fully informed themselves as to the nature and extent of the requirements detailed in the Invitation To Tender.  Tenderers must check the accuracy of their tender submission prior to return, paying particular attention to clerical errors and omissions.  APUC Ltd may, at its discretion, seek clarification regarding any concerns over accuracy of tendered responses.  Tenderers will not be permitted to amend tenders after the tender return date except as part of any tender clarification process.  APUC Ltd reserve the right to disqualify incomplete tenders.

Any tender that does not accord with all the requirements herein and in the covering letter may not be considered.

12. Operation of the Framework Agreement
APUC Ltd, (acting for itself and) on behalf of the Institutions, and the Contractor will be the parties to the Framework Agreement, which will constitute, as a minimum, the Statement of Requirements, Contract Monitoring and Management Schedule, Terms & Conditions and the completed Information to be Provided in the Tender Response Schedule, in addition to any other document referred to in the award letter.  APUC Ltd will accept the successful tenderer’s(s) tender and detail all the documentation forming the Framework Agreement in the award letter.  The successful tenderer(s) is then only required to acknowledge receipt of the award letter and that the Framework Agreement has been awarded as set out in the award letter.

The model for Framework Agreements is summarised below:




*sets out the terms of the relationship between APUC and Institutions

To enable Institutions to possess key information to call from the Framework Agreement, the Pricing Schedule, Statement of Requirements, and Terms & Conditions and a Buyer’s Guide containing pertinent details about the operation of the Framework Agreement will be located on GeM, a national database of contracts awarded by UK institutions.  The existence of this information will then be disseminated via the Procurement Network (and other personnel as appropriate) – a list of procurement contacts within Institutions - to advise that a Framework Agreement has been awarded.  

Schedule 2
STATEMENT OF REQUIREMENTS

	Delete this text prior to ITT issue:

The Statement of Requirements should be developed according to each procurement.

The areas outlined below are included as a guide – these can be removed or replaced and other areas added except where indicated.  
Ensure that all the requirements detailed are linked to the published award criteria in the Contract Notice including any minimum standards. Requirements must be relevant to the subject matter of the Framework Agreement and must not be discriminatory.




1. Management Summary

State the purpose, main aims, and final deliverable(s) of the procurement.  
NOTE: The information provided here should be sufficient in length and detail to ensure potential tenderers have an understanding of why this procurement is being commissioned 

2. Parties accessing and calling from the Framework Agreement 
Select one of the boxes. Amend accordingly if not all Institutions are to call off from the framework.

If APUC wishes to be able to call from the Framework Agreement add:
APUC Ltd acting for itself and the universities and colleges (Institutions) (and affiliated bodies) in Scotland, including any new and successor institutions, will be able to access and call from the Framework Agreement.  Details of the current known universities and colleges are contained in the link below

OR
The universities and colleges (Institutions) (and affiliated bodies) in Scotland, including any new and successor institutions, will be able to access and call from the Framework Agreement.  Details of the current known universities and colleges are contained in the link below

OR If other purchasing consortia are able to call from the Framework Agreement and this has been detailed in the Contract Notice, add: 

Members of the following purchasing consortia have agreed in principle to participate in the Framework Agreement [delete as appropriate leaving those actively involved: Advanced Procurement for Universities and Colleges, London Universities Purchasing Consortium , North Western Universities Purchasing Consortium,  North Eastern Universities Purchasing Consortium, Higher Education Purchasing Consortium Wales and Southern Universities Purchasing Consortium]. Each relevant institution / consortium may join the new Framework Agreement when their existing supply agreements expire; this means that from the beginning of the Framework Agreement, participation would be phased in. The Framework Agreement will also be available for use by the other UK Higher Education regional purchasing consortia as well as all Higher and Further Education institutions in the UK should they wish to join the Framework Agreement at a later date; this will be with the prior agreement of the participating consortia. 

List of Institutions
3. Scope of Requirement - Service Delivery

Detail purpose, dates, tasks/outcomes required, any minimum resource input etc where relevant  
Include take up – since there is no guaranteed commitment use estimates/historical usage information etc 

Details of the geographical coverage required

Detail the minimum information regarding record keeping and data security

Details regarding any system trial requirements (if relevant)

Details regarding any product demonstration (if relevant)

Lots - If and how the requirement will be split into lots/work streams

Geographical Lotting & Maps Detailing Location Of Institutions;
Specific performance or quality standards including reference to/inclusion of any Buy Sustainable – Quick Wins Specification(s)
Geographical Lotting Example plus Maps
Others
4. Outputs, Milestones, & Performance Standards

Provide details of: 
Specific performance or quality standards 
Any requirements relating to community benefits and social clauses
Any requirements relating to race relations
Additional requirements relating to race relations 
Include any relevant details on Fair & Ethical Trading
The final deliverables etc

Include racial equality requirements if applicable
5. Specific Policy/Best Practice/Legislative Requirements

Detail relevant areas other than detailed in the clauses in the Terms & Conditions

6. Contact & Liaison with APUC Ltd & Institutions 

Detail the Contractor’s role in promoting the Framework Agreement, the minimum requirements for the customer services role and liaison arrangements, contact points etc  

7. Quality Assurance, Continuous Improvement, and Innovation

Detail expectations of the Contractor in monitoring and seeking to improve its own performance and quality assure Framework Agreement performance and delivery

Request details of the procedures for complaints and dispute resolution etc
Optional text
“During the life of the Framework Agreement the Contractor may be given the opportunity to provide sponsorship for APUC-managed events such as roadshows and conferences. Details of any arrangements will be agreed at the time by both parties”
8. Staffing 

Detail any requirements for minimum staffing levels, recruitment processes and security checks e.g. Disclosure Scotland, staff training, professional development, key staff absence cover etc. 
Detail requirements for Key Personnel including the individual nominated to manage the Framework Agreement

Detail any requirement for membership of professional bodies, accreditation etc.  

Detail minimum hours of work if applicable. 
Other requirements for example:

· The Contractor must demonstrate a commitment to continuous professional development and awareness of recent developments in procurement best practice
· Contractors’ staff must be IT literate, with competence in working within a Windows XP environment a minimum requirement (or equivalent)  

· Where detailed in the Purchase Order the contractors’ staff will at all times act in accordance with any security procedures. 
·  Where required, the Contractor’s staff will be required to comply with the Terms & Conditions regarding Disclosure Scotland certification
· The Contractor will at all time comply with the requirements of clause 13.2 of Section D of the Standard Terms & Conditions (Schedule 4 of this Invitation to Tender)  
9. Management of the Framework Agreement

List Requirements. For example:

The Contractor will nominate an individual (the Account Manager) who will be the point of contact for all matters relating to the Framework Agreement 

The Account Manager may be required to attend a number meetings per annum with APUC’s nominated Procurement Officer.   The timing and frequency of the meetings will be reviewed and jointly amended as appropriate.  Ad hoc meetings during the year may also be required

The Contractor will be required to submit the information detailed in the Contract Management Schedule and adhere to the requirements for involvement in strategic contract management

10. Business Continuity Planning & Phase Out Plan & Exit Strategy

List requirements e.g.

The Contractor must ensure at all times that they operate an up to date and robust business continuity plan.  Add text to detail specific requirements to develop a plan, frequency for review and updating, responsible lead person allocated etc
The Contractor must ensure at all times that they operate an up to date and robust phase out plan & exit strategy.  Add text to detail specific requirements to develop a plan/strategy, frequency for review and updating, responsible lead person allocated etc

11. Corporate Social Responsibility (CSR) Issues

State any CSR requirements relevant to the Statement of Requirements. 

12. Information Relating To Staff Transfers
	Include this box if necessary 

Tenderers should note that TUPE is likely to apply to the Framework Agreement, as detailed below:

Insert job titles, numbers, name of employer, and location of employment of individuals subject to/likely to be subject to TUPE 




13. Call Off Contract Procedures
	APUC Ltd (acting for itself only) or a Institution will issue a Call Off Contract or Purchase Order to the Contractor detailing as a minimum:

 MACROBUTTON  AcceptAllChangesShown [amend as approriate] 
Requirements;

Deliverables and timescales;

Details of the premises to which the requirements and Deliverables are to be supplied;

The Charges including any discounts (as contained in the Pricing Schedule); 

Invoicing arrangements and settlement terms; and

Reference to adherence to the Framework Agreement’s Terms and Conditions.

Call Off Contracts
APUC Ltd (acting for itself) and/or Institutions will call from the Framework Agreement, having followed the Call Off Procedures and enter into a Call Off Contract (in practice this will take the form of a Purchase Order) with the Contractor

Call Off Procedures  - how the Framework Agreement will be used i.e. 
OPTIONAL TEXT RELATING TO CALL OFFS

EITHER
Apply the terms of the Framework Agreement

APUC Ltd (acting for itself) or an Institution can appoint a Contractor by directly ordering from the Framework Agreement without competition via a Call Off Contract.  This could take place where requirements directly correlate to the Statement of Requirements and that particular Contractor has demonstrated, in being placed on the Framework Agreement, that it provides the most economically advantageous offer for meeting those requirements.  

The Call Off Procedures detailed below will apply to this Framework Agreement

 MACROBUTTON noname [insert details] 
The Call Off Contract awarded will contain, as a minimum, 

 MACROBUTTON noname [insert details] 
OR
Mini Competitions

APUC Ltd (acting for itself) or an Institution will conduct a mini-competition with all of the Contractors for the lot.  The Call Off Procedures detailed below will apply to this Framework Agreement

 MACROBUTTON noname [insert details] 
APUC Ltd (acting for itself) or a Institution will then evaluate each proposal and determine who will be awarded the Call Off Contract.  The Call Off Contract shall be awarded to the Contractor offering the most economically advantageous bid for meeting those requirements.  

The Call Off Contract awarded will contain, as a minimum, 
 MACROBUTTON noname [insert details] 
       In the case of Frameworks where further competition is required and suppliers appointed to 

       frameworks are unable tender, suppliers must inform APUC at the earliest opportunity and  

       provide a short explanation. Failure to do so may result in suppliers being excluded from 

       future further competitions under the relevant Framework agreement.
For further information on how mini-competitions are conducted please see the attached guidance: 

http://www.apuc-scot.ac.uk/uploads//Docs/pdf/Minicompguidanceoct09.pdf



Schedule 3
INFORMATION TO BE PROVIDED IN THE TENDER RESPONSE

The ITT document comprises the following Schedules. Tenderers should refer to the table below in order to ensure that they have completed all relevant sections.

Additional information regarding APUC Ltd’s Suppliers’ Guide tendering procedures and use of the e-tendering system can be found in the following document;
Key Point for Tender Response Completion
1. Checklist

Add schedules as appropriate
	SCHEDULE
	TITLE
	COMPLETION REQUIRED

Y/N
	TENDERER COMPLETED?

	Letter
	Covering Letter
	No
	

	Schedule 1
	Instructions and  Information for Tenderers
	No
	

	Schedule 2
	Statement of Requirement
	No
	

	Schedule 3
	Information to be provided in the tender response 
	Yes
	

	Schedule 4
	Terms and Conditions 
	No
	

	Schedule 5
	Contract Monitoring and Management Schedule
	No
	


2. Tenderer Details

Please insert the following background information:

	Name of Contact for this Tender
	

	Position
	

	Company Name
	

	Address
	

	Tel No
	
	Fax No:
	

	E-mail
	


3. Evaluation Questions

These should appear below each Statement of Requirement as detailed in the examples below.

	The standard questions detailed below can be included where relevant, always ensuring that all the questions asked are linked to the published award criteria in the Contract Notice including any minimum standards, the subject matter of the Framework Agreement, be capable of evaluation (except where specifically stated that the information will be used for information purposes only), are proportionate and are not discriminatory. 

Irrelevant questions must be deleted and further relevant questions can be added.  All questions must relate to the Statement of Requirements, and be aimed at identifying the tender which is the most economically advantageous - rather than being essentially linked to an assessment of the tenderer's ability as an organisation to perform the contract in question.

Delete this box prior to issue.


3.1. Management Summary

	
	Questions should relate to relevant section of Statement of Requirements

For Example:

	
	Provide a statement of your understanding and interpretation of the purpose, specific objectives, scope and users of the Statement of Requirements

	
	


3.2. Scope of Requirement - Service Delivery 

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Confirm that you are able to fully comply with and deliver the Statement of Requirements - state any changes required by your organisation to enable you to deliver the service, and how and when these will be overcome

	
	

	
	State who will deliver each part of the service, how it will be delivered to meet Schedule 2 requirements, and provide a project plan. If use of consortia or Sub-Contractors is proposed state how work will be allocated and managed, the performance and quality assurance checks that will be applied, and your contingency plans to address any Sub-Contractor failure

	
	

	
	Provide details of insert as appropriate e.g. outputs, and milestones, specific policy, best practice and legislative requirements that must be delivered etc  

	
	

	
	State how you will ensure that sufficient capacity exists at all times to deliver the service.

	
	

	
	Explain what measures will be taken to ensure confidentiality of work, and state how confidentiality will be maintained where work is required to be handled outwith your own organisation 

	
	

	
	Provide details of your plan for addressing equipment failure and data loss, and how you will ensure the protection, security, and integrity of data

	
	

	
	Explain the key risks associated with delivery of this Framework Agreement, and how they will be addressed and overcome.  Provide details of your contingencies for addressing any performance failures

	
	


3.3. Outputs, Milestones, & Performance Standards

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Confirm that you are able to meet the standards detailed in Schedule 2 

	
	


3.4. Specific Policy/Best Practice/Legislative Requirements

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Confirm that you are able to deliver in line with the requirements detailed in Schedule 2

	
	


3.5. Contact & Liaison with APUC Ltd & Institutions 

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	State how and when you will make available the operational procedures, contact details, and relevant information e.g. including price lists to Institutions.  Provide one sample of typical operational procedures that would be used 

	
	

	
	Provide details regarding the availability of the Key Personnel undertaking the contact and liaison role, and the mechanism by which information and advice will be given

	
	

	
	Explain how effective liaison will be developed and maintained with Institutions throughout the duration of the Framework Agreement 

	
	

	
	Once any Framework Agreement variations have been agreed following the procedures contained within the terms & conditions, explain how the variations to the service will be introduced, delivered, recorded, disseminated and monitored within your organisation, and communicated to Institutions 

	
	


3.6. Quality Assurance, Continuous Improvement, and Innovation

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Confirm whether your quality management systems for the manufacture and/or supply of the service is certified to ISO9000 (or equivalent) or if your quality management systems for the manufacture and/or supply of service is certified to ISO9001 (or equivalent).  Please state certifying body and certificate number (& attach a copy of the certificate), and provide copies of those applicable.  If ISO9001 quality management systems are not in place in your organisation, state what other quality assurance systems / processes in place in your organisation

	
	

	
	Explain how the Framework Agreement will be monitored and managed to meet the requirements of Schedule 5, and state where the KPIs listed in Schedule 5 will be enhanced or exceeded  

	
	

	
	State how and when feedback will be obtained and how the information gained will be acted upon to improve and/or develop the delivery of the service to ensure customer satisfaction

	
	

	
	Detail what benchmarking will be undertaken, the process to be used and the frequency it will take place.  Explain how the information/statistics etc obtained will be used to improve service delivery

	
	

	
	Provide a copy of your complaints and dispute resolution procedure

	
	

	
	State how the Institutions will be aware of the existence of the above procedure and how it will be made accessible to them at all times

	
	

	
	Explain how complaints will be addressed and detail the timeframes and escalation procedures involved for complaint resolution

	
	

	
	Detail any innovative proposals and the degree of improvement the innovation will bring, the viability of the proposed innovation, and the your ability to introduce and manage the innovation

	
	

	
	Provide details of how a programme of continuous improvement will be implemented during the Framework Agreement.  Provide the following information, which will not be limited to:

a description of the system to be used;

a project plan for introducing and developing the system; and

details of the benefits you envisage will be delivered together with an indication of when these will be realised

	
	


3.7. Staffing 

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Provide details of the Key Personnel who will manage/provide advice/ monitor the service including:

details of the name, qualifications and experience of the individual designated as Account Manager, and provide a current CV;

insert text if applicable: identification of individuals by grade and the relevant qualifications and experience that will be sought/have been sought, and provide current CVs;
where individuals will be located and the geographical locations of Scotland to be covered;

the employment arrangements of each individual (i.e. employed by tenderer, sub-contracted etc.);

hours of work allocated to each individual to provide service;

proposals for introducing any new/ongoing training initiatives for Key Personnel; and confirmation that Disclosure Scotland and/or any other security checks have been completed/will be completed prior to the Commencement Date

	
	

	
	State how your organisation will cater for any change in Key Personnel, especially the Account Manager, to ensure no disruption to the provision of the service

	
	

	
	Provide details regarding the number and grades of staff other than the Key Personnel who will deliver the service, and if not directly employed by your organisation, how you will ensure they are adequately trained, experienced, and supervised   

	
	

	
	State the procedures the organisation will follow/have followed to recruit staff

	
	


3.8. Management of the Framework Agreement

	
	Questions should relate to relevant section of Statement of Requirements

For Example:

	
	

	
	


3.9. Business Continuity Planning & Phase Out Plan & Exit Strategy

	
	Questions should relate to relevant section of Statement of Requirements

For Example:



	
	Provide a detailed Business Continuity Plan identifying the main areas of risk that could affect the continuity of service and how and when these will be addressed and by whom

	
	

	
	Provide a detailed Phase-Out Plan & Exit Strategy identifying and addressing the tasks necessary to be undertaken during the 6 months period prior to the date of Framework Agreement expiry or date of earlier termination as notified by APUC Ltd

	
	


3.10. Corporate Social Responsibility (CSR) Issues

	
	Questions should relate to relevant section of Statement of Requirements

For Example:

	
	

	
	


4. Pricing Information

 MACROBUTTON  noname [Insert a pricing schedule applicable to the commodity being procured] 
All Charges entered in the Pricing Schedule must be shown in Pounds Sterling and entered exclusive of VAT.  The Contractor(s) will be paid in Pounds Sterling

5. Variation in the Charges

The Charges will apply to the Framework Agreement and any Call Off Contract ordered from the Framework Agreement.  Charges and discounts will remain fixed for the first

 MACROBUTTON  Noname [Insert period/year(s)] 
of the Framework Agreement.  The Charges may vary up or down on  MACROBUTTON  noname [insert time frame] 
in accordance with 

insert appropriate up-rating mechanism or insert the % movement in RPI (or CPI) during the preceding 12 month period as shown in latest published indices at the time of the request or relevant alternative indices
Where a variation has been agreed in the Contractor’s Charges and/or discounts, and this occurs during delivery of a Call Off Contract(s), the contracted rate will prevail for the duration of that Call Off Contract, and no increase is permitted.

Optional Text
 MACROBUTTON  noname [Insert Text relating to costing for any Lead-In Period] 
Optional Text
 MACROBUTTON noname [Insert Text re costing for any extension period(s)] 
6. Invoicing & Payment

The Contractor will be required to submit invoices monthly in arrears for work completed to the satisfaction of APUC Ltd in accordance with the Terms & Conditions. Value Added Tax, where applicable, shall be shown separately on all invoices as a strictly net extra charge.  Each invoice shall be uniquely identified and shall specify the following minimum information:

Order number (where relevant)

Framework Agreement title & reference number

Deliverable details

Charges and total due including a deduction for any applicable discounts

Any travel and subsistence expenses claimed (where pre agreed)

Total value excluding VAT

Payment will be made to the Contractor within 

 MACROBUTTON  noname [Insert Days]  NB: 30 days is the default position detailed in the Late Payments of Commercial Debts Act 1998 if no payment period is stated. 30 days is inserted in the standard Ts&Cs; if the payment period differs to this the relevant figure needs inserting in Section D, clause 1.2  of receipt of a valid invoice.  

Optional Text – if pricing relates to Day Rates
7. Tenderers must note that:

the  MACROBUTTON noname [day rates/hourly rates/discounts/total cost] is maximum/fixed for  MACROBUTTON noname [insert period]  from the Commencement Date 

all Charges must be shown exclusive of VAT but be inclusive of materials, overheads and profit

Travel & Subsistence policy insert text re applicable policy. NB typically all day rates will be based on 7 hours and 30 minute working days, exclusive of lunch breaks.  

Optional Text – if using day rates with discounts for Framework Agreements
Note that discounts will apply on a Call Off Contract basis and must be deducted from  MACROBUTTON  noname [insert] 
Discount will apply to  MACROBUTTON noname [insert e.g total number of days delivered under the Call Off Contract] 
Where a Call Off Contract is extended beyond the initially envisaged and agreed period, for whatever reason, and this takes it into a new category, the new discount will be retrospectively applied 

Discounts cannot become progressively smaller as durations become longer.  No discount can be smaller than the preceding one

8. eProcurement & Invoicing

The paragraph below is provided for information purposes only. 

APUC Ltd is implementing the eProcurement Scotl@nd (ePS) service.   ePS is one of the most comprehensive and successful Public Sector eGovernment initiatives in the world

The ePS service is enabling the entire Scottish public sector, including central government, local government, tertiary education and the NHS, to achieve the cost savings and efficiencies of eProcurement. It is a fully hosted and managed 24 x 7 eProcurement service which supports the full purchase to pay cycle’ providing a range of services including e-sourcing (electronic tendering and auctions) and transactional purchase to pay solutions.  ePS was procured by the Scottish Government for the whole of the public sector in Scotland to use. The service is provided by Capgemini UK using Elcom’s technology platform. A national eProcurement programme team manage the roll out of the service

More details can be found at ePS Information
ePS will be rolled out to all Scotland’s universities and colleges over a 4 year period.  The Contractor will be expected to work with APUC Ltd to enable this and in its desire to move towards e invoicing. Please answer the questions below;

Please complete the sections below. Note that responses are for information purposes only and will not be evaluated. 
	
	Advise if you can receive purchase orders electronically



	
	

	
	Advise if you are able to provide consolidated invoicing or take payment from purchase cards



	
	

	
	Provide a sample of an invoice capable of being transmitted electronically



	
	

	
	Advise if you can provide an electronic catalogue.  If this is the case, complete and return with your tender response the Requio Catalogue Template.  Refer to the UNSPSC guidance and Supplier Catalogue Maintenance Guidance

	
	

	
	Do you have a transactional website that ePS can connect to?  If this is the case, provide your URL



	
	

	
	Please complete the Supplier Readiness Questionnaire


If none of the above apply to your circumstances, and you are successful in being awarded the a place on the Framework Agreement, non catalogue ordering can be put in place

9. Small and Medium Size Enterprises

Please look at the definitions below and select which category your organisation or consortia falls into.

This information will not be used for evaluation purposes but is requested for monitoring purposes and to assist in answering queries including freedom of information requests.

	Size
	Definition
	Please Tick

	Small
	Less than 50 employees, regardless of turnover, or, if the number of employees is unknown, then turnover of less than £5.6m will be taken as an indicator that it is a small enterprise.
	

	Medium
	Between 50 and 249 employees, regardless of turnover, or, if the number of employees is unknown, then turnover of greater than or equal to £5.6m and less than £22.8m will be taken as an indicator that it is a medium enterprise.
	

	Large
	Greater than or equal to 250 employees, regardless of turnover, or, if the number of employees is unknown, then turnover of greater than or equal to £22.8m will be taken as an indicator that it is a large enterprise.
	

	
	


10. Non-Collusion 


Please respond to the following statements and confirm at the bottom of the schedule;

10.1. Non-Collusion

The essence of competitive tendering is that APUC Ltd shall receive bona fide competitive tenders from all firms tendering.  In recognition of this principle and by signing the Form of Tender below, we certify that this is a bona fide tender, intended to be competitive, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  We also certify that we have not done and we undertake that we will not do at any time before the returnable date for this tender any of the following acts:-

· communicating to a person other than the person calling for these tenders the amount or approximate amount of the tender herewith submitted;

· entering into any agreement or arrangement with any person that he/she shall refrain from tendering or as to the amount of any tender to be submitted; and

· offering or paying or giving or agreeing to pay or give any sum of money or consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.

In this certificate, the word “person” includes any persons and any body or association, corporate or incorporate; and “any agreement or arrangement” includes any such transaction, formal or informal, whether legally binding or not.

11. Freedom of Information

Please complete this section if you would like APUC Ltd to consider withholding information  under the Freedom of Information Act

We would ask that APUC Ltd withhold the following information from release under the Freedom of Information (Scotland) Act 2002/Environmental Information (Scotland) Regulations 2004 as appropriate:

Tender for:
Tenderer to Complete
Reference: 
Tenderer to Complete
	Information Not to be Disclosed
	Reason it should not be disclosed
	Proposed Time the Restriction Should Apply For

	
	
	


12. Form of Tender

I the undersigned do hereby agree on the acceptance of the tender by APUC Ltd, to provide the Statement of Requirements in accordance with the Schedules, and, where ordered by a Call Off Contract, delivery of a Call Off Contract and at the Charges and discounts entered in the Pricing Schedule and in accordance with the Terms & Conditions which appear in this set of documents. 

I confirm that all the information provided in this document is complete, true & correct and I am authorised by relevant persons within this organisation to provide this information.

I the undersigned undertake to submit a tender in accordance with the following documents: 
	SCHEDULE
	TITLE

	Letter
	Covering Letter

	Schedule 1
	Instructions and  Information for Tenderers

	Schedule 2
	Statement of Requirement

	Schedule 3
	Information to be provided in the tender response 

	Schedule 4
	Terms and Conditions 

	Schedule 5
	Contract Monitoring and Management Schedule


I agree to abide by this tender from  the date fixed for receiving tenders detailed within this tender, until the award of the Framework Agreement.

I understand that APUC Ltd are not bound to accept the lowest or any tender and shall not be bound to use the Contractor as a sole supplier.

I understand that the Framework Agreement will commence and end on the dates detailed within Schedule 1 unless the Framework Agreement is terminated in accordance with the provision of the Terms and Conditions.

Optional Text
Or the option to extend for up to [insert years/months] a is undertaken at the sole discretion of APUC Ltd 
	Note: Failure to disclose information, or providing information which later proves to be false may result in your exclusion from this process.


	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Nature of Firm

	

	Address
	

	Telephone No


	
	

	E-mail
	

	Date



	


It must be clearly shown whether the Tenderer is a limited liability company, statutory corporation, partnership, or single individual trading under his own name. 

Schedule 4

TERMS AND CONDITIONS

Guidance Note (PROCUREMENT OFFICER to delete prior to ITT issue)
Framework Agreement Conditions  

Standard Terms & Conditions 

Schedule 5
CONTRACT MONITORING & MANAGEMENT SCHEDULE
1. Contract Management

APUC Ltd is responsible for contract management of the Framework Agreement which will be undertaken through the use of various performance measures, in conjunction with the parties detailed  below. The Contractor will be expected to work proactively with APUC Ltd to implement contract management.
2. Roles & Responsibilities
Key roles and responsibilities of the various parties, activities required to be undertaken, and commodity specific performance and reporting measures are detailed below.

	
	Key Roles & Responsibilities

	APUC Ltd
	Undertake contract management including:

· monitor Contractor performance against specified performance indicators with Institutional input 

· co-ordination of management information from the Contractor and Institutions

· managing performance reviews with the Contractor.

· managing major performance issues

· managing Framework Agreement variations, and disseminating outcomes

· managing the extension of any optional framework extension periods 
· facilitating and promoting continuous improvement 

	UIG
	Contribute to the contract management including:

· input to the monitoring of Contractor performance against specified performance indicators  

· inputting to contractor performance reviews.

· inputting to agreeing Framework Agreement variations with APUC Ltd

· involvement in the extension of any optional Framework extension periods 
· facilitating and promoting continuous improvement

	Contractor
	Contribute to the contract management process by:

· delivering Framework contractual obligations and individual Purchase Orders

· providing management information and in a timely fashion to APUC Ltd (and as requested on an ad hoc basis by Institutions)

· attending performance review meetings

· providing an effective account management and customer services role to both APUC Ltd and Institutions 

· contributing to continuous improvement and  innovation leading to improved value for money and process efficiencies



	Institutions
	Contribution to the contract management process including;

· issuing Puchase Orders and calling off from the Agreement in accordance with the Framework Agreement

· ensuring the Cnotractor is paid in accordance with the terms of the Framework Agreement

· undertaking contract management of their own Purchase Orders against published performance indicators, including management of any variations and day to day queries arising from service delivery and liason with the Contractor/Contractor’s Account Manager

· contributing to the contract management review meetings

· contributing to the identification of continuous improvement leading to increased value for money and process efficiencies

· referring major Contractor performance issues or recurring minor issues to APUC Ltd.


3. Submission of Performance Reports


Following commencement of the Framework Agreement the Contractor will provide a performance report to APUC Ltd on a quarterly basis to include the following information/data:

List required information as agreed by Procurement Officer/UIG
	
	

	
	

	
	

	
	


Reports must be submitted by email to APUC Ltd’s nominated contact within 10 working days after the end of each  MACROBUTTON  noname [insert monthly, quarterly etc] reporting period.  

The Contractor must provide the following management information on a monthly basis, within 10 working days following the start of each month.  Data must be provided as one file containing the supplier name, tender reference, supplier postcode, total net spend value, transaction volume, by institution for each month represented, containing data as follows:


Supplier Expenditure Reports.xls
The above report must be returned on a monthly basis to: mis@apuc-scot.ac.uk
Microsoft Excel is the preferred file format  

The following convention should be used for naming the file:

APUC Report Name Supplier Name Year Month = MIS01 ACME Limited 2008 1    

The Contractor will provide a performance report to APUC Ltd’s nominated contact annually to include the following information/data:

Optional text - where equality has been assessed as a core requirement:
a report statement to APUC Ltd demonstrating its compliance with clauses 13.2.4.1, 13.2.4.2, 13.2.5 & 13.2.6 of Section D of the Standard Terms & Conditions and such additional information as APUC Ltd may reasonably require for the purpose of assessing the Contractor’s compliance with such clauses

 MACROBUTTON  noname [List any others] 
Reports must be submitted by email to APUC Ltd’s nominated contact within 10 working days after the end of each annual reporting period.  

4. Meetings

The Contractor will adhere to the requirements detailed in paragraph 9 of Schedule 2.

5. Inspection and Review of the Contractor’s Records 

APUC Ltd may undertake, at a frequency to be advised, an inspection and review of the Contractor’s records and performance reports to verify their contents.  For the avoidance of doubt, this requirement will be in addition to any audit requirement detailed in the Terms and Conditions.

6. Key Performance Indicators

Note to PROCUREMENT OFFICER – It should be made clear to Tenderers whether KPIs will only be used to gather Management Information or whether there will be consequences if KPIs are not met. If KPIs are to be a key part of the Framework Agreement they should be referenced in Schedules 2 and 5. 
Delete this box prior to issue.

Optional Text - insert relevant text below where KPIs are to be developed once the Framework Agreement has been awarded 
Performance Indicators for the Framework Agreement will be discussed and developed initially over the first quarter of the Framework Agreement.  It is anticipated that they will encompass areas including:

 MACROBUTTON noname [Insert]  

It is intended that this list will be developed throughout the lifetime of the Framework Agreement as demand evolves and will be reviewed annually (as a minimum) in consultation with the Contractor.

OR insert the following text where KPIs have been defined
The Framework Agreement will be monitored against Performance Indicators  summarised below, and specified in detail in the table below:

communication and customer interface;

service delivery;

service quality;

invoicing;

production of management information;

customer satisfaction;

corporate social responsibility; 

It is intended that this list will be developed throughout the lifetime of the Framework Agreement as demand evolves and will reviewed annually (as a minimum) in consultation with the Contractor and UIG.

 MACROBUTTON  noname [insert text in the example below as applicable] 
	 
	Category
	Measure
	Target
	Data Source
	Calculation Method

	KPI 1
	Service
	Delivery (in full).  To ensure that all orders placed in the period,  are delivered in full
	95%
	No. of shortages reported
	1 - (no. of inaccurate deliveries / total number of deliveries) x 100

	KPI 2
	Service
	Delivery (on time).  To ensure that all deliveries in the period are made on time.
	95%
	No. of deliveries missed
	1 - (no. of missed deliveries / total no. of deliveries) x 100

	KPI 3
	Quality
	Products supplied, in the period, to meet agreed standards.
	95%
	No. of unacceptable items delivered
	1 - (no. of unacceptable items / total no. of products ordered) x 100

	KPI 4
	Quality
	Number of incidents / issues raised (Foreign bodies, food poisoning etc.)
	99%
	No. of consumer complaints received
	1 - (no. of incident or issues reported / total no. of products supplied) x 100

	KPI 5
	Quality
	 
	99%
	No. of products recalled
	1 - (no. of products recalled / total no. of products supplied) x 100

	KPI 6
	Administration
	 Invoice accuracy.
	95%
	No. of credit notes issued
	1 - (no. of credit notes issued / total no. of invoices raised) x 100

	
	
	
	
	No of invoices issued
	

	KPI 7
	Customer satisfaction
	Quarterly survey using Checkbox online survey tool
	95%
	Customer survey results
	N/A


or delete entirely if KPIs are not required for this Framework 
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