RESTRICTED - COMMERCIAL


ITT – OPEN PROCEDURE

Note: 

The Procurement Officer must ensure that the relevant parts of the Contract Notice and Commodity Profile & Strategy are reflected and detailed in the ITT, especially in relation to published award (and any sub-award) criteria, contract period, description of the requirements being procured etc.  

This template ITT provides for tenders issued electronically and via hard copy.

The ITT comprises the Invitation Letter and Schedules 1-14.  The Invitation Letter and Schedules 1-5 provide the information and outputs of the commodity being procured which are necessary to enable tenderers to compose their bids and complete and return Schedules 6-14 and Appendices 1 & 2.

Text in italics to be inserted/deleted if not applicable
Delete this box prior to issue

HEAD OF PROCUREMENT SIGN –OFF

NOTE TO PROCUREMENT OFFICER REMOVE THIS PAGE PRIOR TO ISSUING ITT AND RETAIN SIGNED COPY.

Signed:   ………………………………………………
Title:      Procurement Officer, [Institution]
[Add in any User Group signatures if relevant/applicable]
Date:     ………………………………………………
________________________________________________________________
Invitation to Tender agreed by:

Signed:   …………………………………………………
Title:      Head of Procurement (or equivalent) and/or Budget Holder, [Institution]

Date:     …………………………………………………

INVITATION TO TENDER (ITT) FOR:

  [insert title]

CONTRACT/FRAMEWORK AGREEMENT  PERIOD:  [insert]
[with a XX year(s) option to extend]

[Institution] REFERENCE: [insert]
OJEU REFERENCE: [insert]

[Institution’s Name & Address details]
 [date]
Dear [insert name of nominated lead organisation if tenderer is a consortium]
INVITATION TO TENDER FOR: [insert]
[Institution] REFERENCE: [insert]
1.
[Note to Procurement Officer, for Category C procurements use the following text:]


You are invited by [Institution] to tender for the provision of [insert Contract/Framework Agreement title] all in terms of, and in accordance with, the Invitation to Tender of which this Invitation to Tender Letter forms part.

[Note to Procurement Officer, for Category C1 procurements use the following text:]


You are invited by [Institution] to tender for the provision of [insert Contract/Framework Agreement title] which [Institution] is putting in place for its own use and for the benefit of [name(s) of Institution(s)] all in terms of, and in accordance with, the Invitation to Tender of which this Invitation to Tender Letter forms part.
2.1 The [Contract/Framework Agreement] covers the period [insert date] to [insert date] with [insert period if relevant] year(s) option to extend.  [A Lead-In Period of [insert period] months between [insert date] and [insert date] has been allocated to enable the Contractor to adequately prepare for the Commencement Date and for the implementation of contracted content at level 2 into PECOS or [Institution]’s eProcurement System. NOTE any lead-in period must start after conclusion of the standstill period.]
2.2
[There is no guarantee as to the volume of business, if any at all, that any Contractor may receive by virtue of inclusion on the Framework Agreement].

3.
Your Tender must be submitted in accordance with this Invitation to Tender Letter, and in accordance with the following 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 [add/amend schedules and numbering as required]: 

3.1
This Invitation to Tender Letter;

3.2
Schedule 1 - Instructions & Information for Tenderers;

3.3
Schedule 2 – Statement of Requirements [and any annexes – insert title(s)]; 

3.4
Schedule 3 – Information Relating to Staff Transfers (TUPE);

3.5
Schedule 4 – Contract Monitoring & Management Schedule;

3.6
Schedule 5 – Terms & Conditions; 

3.7
Schedule 6 – Information to be Provided in the Tender Response;
3.8 Schedule 7 – Form of Tender;
3.9
Schedule 8 – Pricing Schedule;
3.10
Schedule 9 - Parent Company Guarantee [Procurement Officer to select whether a PCG will apply]

3.11
Schedule 10 – Freedom of Information Schedule; (for tenderer completion where appropriate) 
3.12
Schedule 11 – Non-Collusion Tendering Certificate; 
3.13  
Schedule 12 - Equal Opportunities Certificate;

3.14
Schedule 13 – Race Relations Certificate;

3.15
Schedule 14 – Business Probity & Criminal Convictions Schedule;

3.16
Appendix 1 – Corporate Social Responsibility Questionnaire;

3.17
Appendix 2 - Supplier Readiness Questionnaire.
4.
Tenders must arrive not later than [insert date] on [insert date]. 
Note to Procurement Officer: insert the following text when issuing tenders through the Electronic Tendering System 

Tenders will be issued and should be returned through [Institution’s] electronic tendering system.  Refer to Schedule 1 for details.  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.   
Note to Procurement Officer: insert the following text if issuing hard copy tenders
Tenders must be submitted by hard copy and in English [insert number of copies required, format etc and if discs required].  Tenders must be submitted to [Institution]   using the enclosed tender return label.  Tenders will not be opened until the date and time printed on it.  Correspondence connected with the tender that requires attention before the above date should be sent in a separate envelope bearing no external reference to the tender number or return date and addressed to the undersigned. It is the responsibility of all tenderers to ensure that their tender is delivered not later than the appointed time.  Tenders received after that time may not be considered. 
5.
[Institution] is not bound to accept the lowest or any tender. 

6.
Enquiries regarding this Invitation to Tender should be addressed to the undersigned at the above address.

7.
[include this text for hard copy tenders only]
Would you please acknowledge receipt of this letter and the enclosed documents by returning a hard copy of the enclosed Acknowledgement Letter, indicating whether you will be tendering. Should you decline to tender, it would help to contribute to our continuous improvement practices if you would provide your reasons in the letter. 

Yours sincerely, 

[Name]

Procurement Officer
for [Institution]. 
[include tender return label for hard copy tenders only]
TENDER RETURN LABEL


Cut Here (

DELIVER TO:
Tender Receipt Board




[Institution]  




[Address Details]

Invitation To Tender for:

[enter title]

Reference: 




[enter ref. no.]
Tender to be returned not later than:
[insert time]on [enter tender return date]

[

XX

Cut Here (

[include tender return label for hard copy tenders only]
INVITATION TO TENDER ACKNOWLEDGEMENT
	To:  [Name]
 Procurement Officer 

[Institution]  
[Address Details]


	
	From: [organisation to insert name and address]


Date:

Dear 

RE: INVITATION TO TENDER FOR: 

REFERENCE: 

Your Invitation to Tender was received on ……………………………………

Please delete as appropriate:

We intend to submit a Tender by the required date/ we are unable/do not wish to submit a Tender.  The Invitation to Tender is enclosed/being returned under a separate cover.  

It is not mandatory to return this Acknowledgement Letter but it would help improve our procurement processes to know your reasons for not submitting a tender, and I would be grateful if you would give your reasons below or in a separate letter:

	


Yours sincerely,

For and on behalf ………………………………………..(company name)

[NB – Completion of this acknowledgement form is not binding and is used for information purposes only. It does not preclude you from subsequently deciding to submit or not submit a bid.]
Schedule 1

INSTRUCTIONS & INFORMATION FOR TENDERERS

[delete paragraph 1 if issuing hard copy tenders and re-number following paragraphs]
1.
Electronic Tendering: Tenderers’ Briefing 

1.1
[Institution] has introduced electronic tendering to its procurement processes, so if you intend to submit an Invitation to Tender (ITT), you will be asked to submit your ITT electronically.   There is no compulsion to submit ITTs electronically. You will still have the option of submitting documents as hard copy if you wish, but you must inform the Procurement Officer detailed at the end of the ITT covering letter within two working weeks of tender receipt.  This will enable a new hard copy ITT to be issued to you and an alternative tender receipt process to be put in place prior to tender return.  
We believe there are many advantages to suppliers from the use of electronic tendering, including savings on printing and postage and more time to spend on ITT preparation.  The system is entirely free to use and will give you the opportunity to become comfortable with a technology which is likely to become widespread in the future. 

1.2
Background

The Scottish Government is a participant in the eProcurement Scotl@nd programme – further information on eProcurement Scotl@nd is available at http://www.eprocurementscotland.com/.  One of the elements of the programme is the use of electronic tendering, which has been implemented at [Institution] and a number of public sector buying organisations in Scotland.  If you tender to other Scottish public sector bodies in future you may well encounter the same system.

1.3
About the system

The system we are using is a third-party, internet-based system called “Dynamic Trade Centre”.  It has been developed by Diligent Systems and is provided to us by the programme’s technology providers, Elcom.  A prominent feature of the system is that the interface to suppliers is designed for ease of use.  Although ITTs are submitted to an electronic “tender box”, you will have the ability to work on your ITT off-line and in your own time. 

1.4
What to do if you receive an electronic ITT

Your first contact with the system is likely to be an e-mail providing you with directions for accessing an ITT document from the system’s internet site.  On logging on to this site for the first time you will need to register.  The process is simple and does not imply any commitment from either party.  Nor will your registration details be used for any other purpose.  An Instruction Guide taking you through the system is available at this point.  

1.5
Further information

The eProcurement Scotland website contains more information on electronic tendering, including a “Frequently Asked Questions” document.  All the available guidance can also be obtained from the website, or the nominated Procurement Officer.  You may like to gain some practice on the system before undertaking a real tender.  To receive the demonstration ITT simply send an e-mail to eprocurement@scotland.gsi.gov.uk (as if you were responding to an advert or enquiry).

2.
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.

3.
Confidentiality
[Insert Institution Policy if required]

All information supplied by [Institution] 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.
4.
Information Disclosure and the Freedom of Information Act 2002

[Insert Institution Policy if required]

4.1
All information submitted to [Institution] may need to be disclosed and/or published by [Institution].  [Institution] may disclose information in compliance with the Freedom of Information (Scotland) Act 2002, (the decisions of [Institution]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.

4.2
Further, [Institution] 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 [Institution] 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.
4.3
Accordingly, if you consider that any of the information included in your bid is commercially confidential, please complete and return Schedule 10It should be noted though, that, even where you have indicated that information is commercially sensitive, [Institution] may disclose this information where they see fit.  Receipt by [Institution] of any material marked “confidential” or equivalent should not be taken to mean that [Institution] accept any duty of confidence by virtue of that marking.

5.
Modifications to the Invitation To Tender by [Institution]  
Any modification to the Invitation To Tender by [Institution] will be notified to tenderers no less than 10 working days prior to the tender return date.  If appropriate, [Institution] will revise the tender return date to all tenderers to accommodate this.
6.
Withdrawal and Replacement of Tenders

[insert the following text for electronic tenders issued through ePS or insert appropriate text consistent with an Institution’s eProcurement system.]

In the event that a Tenderer identifies an error in its tender after submission but before the tender return date, the Tenderer must notify the [Institution]    Procurement Officer 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 [Institution] will not have sight of the released tender and once released [Institution] will be unable to retrieve it.  Therefore, no part of the released tender shall be used during the evaluation process. 

[insert the following text for hard copy tenders]

In the event that a tenderer identifies an error in its tender after submission but before the tender return date, the tenderer may withdraw its tender and submit a replacement tender.  This may be done by the tenderer submitting a replacement tender (marked “Replacement”) on the outside of the envelope and containing a letter stating that the original tender has been withdrawn and that this is a replacement for the tender submitted earlier.  The replacement tender must contain the entire tender response and not only those pages relating to the corrected errors.  Note that the withdrawn tender will be retained by [Institution] for 10 working days after the tender opening date and will then be destroyed unless collected by the tenderer.  No part of the withdrawn tender shall be used during the evaluation process.   

7.
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.  [Institution] 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.  [Institution] reserve the right to disqualify incomplete tenders.
8.
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 [insert date] and [Institution] will circulate answers to all tenderers by email not later than [insert date].
Note that confidentiality will be preserved when issuing a CAN. 

Bidders should indicate if they do not want their query and response circulated however [Institution] reserves the right not to provide a response to if doing so would breach the principle of equal treatment.

9.
Tendering Timetable – Key Dates

Tenderers will be notified in writing by email whether any further actions will be required.  Tenderers should note that they may then be requested to [insert 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 etc] at their own expense with [Institution]   representatives during [month and year].  Appropriate personnel must be available to undertake this.  [insert if relevant: In addition, [Institution] will undertake a site visit(s) to short listed tenderers’ premises during the period [insert date] as part of the evaluation process, and tenderers must ensure that the appropriate personnel and premises are available during this time.]
10.     Tender Evaluation Criteria 

10.1
In accordance with Regulation 23 of The Public Contracts (Scotland) Regulations 2006 [Institution] may treat a tenderer as ineligible or decide not to select a tenderer on one or more of the grounds of Business Probity as outlined in Schedule 14. In addition [Institution] shall treat as ineligible and shall not select a tenderer that has been convicted of any of the offences outlined in Schedule 14.

10. 2   [Note to PPS: include the following text where minimum standards are used] 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 most economically advantageous tender. 

[Note to PPS: include the following text where minimum standards are not used]:  Each Tenderer will 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 most economically advantageous tender. 

10.3  The technical analysis will ensure that Tenderers have met the outputs contained in the Statement of Requirements, Minimum Standards and other requirements detailed in Schedule 7 - Information to be provided in the Tender Response.  

10.4 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 x/y will be applied during tender evaluation consisting of the criteria detailed below.  

[Note to PPS - add the following text where the variant option has been selected in the Contract Notice: Where a tenderer wishes to submit a variant bid, this must be submitted in addition to a compliant bid.   A Price Quality Ratio of [insert] and award criteria will be applied during tender evaluation consisting of (use either of the following text) [list the criteria and weightings] OR [the criteria applied to the compliant bid will also apply to the variant bid]  

[Procurement Officer should 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. 
For Financial and Economic Standing Minimum Standards APUC’s can be accessed by way of example. 
	Minimum Standards (question numbers refer to Schedule 6 of the ITT)
	

	Financial and Economic Standing minimum standards
	PASS/FAIL

	Service Delivery - Q2.6
	PASS/FAIL

	Service Delivery – Q2.8
	PASS/FAIL

	CSR Questionnaire – Q10.1
	PASS/FAIL

	Supplier Stability & Viability – Q9.3
	PASS/FAIL


Award Criteria, sub-criteria and weightings
	PQR
	Weighting (%)
	Award Criteria
(question numbers refer to Schedule 6 of the ITT)
	Sub-weighting (%)
	Sub-weighting (%)

	Price
	40
	-
	100%
	100%

	Quality
	60%
	Service Delivery
· Q2.1 & 2.2

· Q2.3

· Q2.4

· Q2.5
· Q2.7
	20%
	

40%
15%

For info

20%

15%



	
	
	Design Scenarios 
· Q3.3 a, b, c

· Q3.3 d

· Q3.3 e
· Q3.3 f
· Q3.3 g
· Q3.3 h
· Q3.3 i
· Q3.3 j
· Q3.3 k
· Q3.3 l
	25%
	30%
10%

10%

5%

5%

10%

5%

5%

10%

10%

	
	
	Staffing (5%)
· Q6.1, Q6.2, Q6.3 & 6.4
	5%
	100%

	
	
	Project Planning & Implementation (25%)
· Q7.1, 7.2, 7.3

· Q7.4

· Q7.5

· Q7.6

· Q7.7

· Q7.8

· Q7.9

· Q7.10
	25%
	25%

5%

10%

10%

15%

15%

10%

10%

	
	
	Warranty & Support 
· Q8.1, 8.2
	10%
	100%

	
	

	
	
	Continuous Improvement
· Q9.1

· Q9.2

· Q9.4 
	15%
	40%

10%

50%


11.
Tenderer Details


Please insert the following background information:

	Name of Contact for this Tender
	

	Position
	

	Company Name
	

	Address
	

	Tel No
	
	Fax No:
	

	E-mail
	

	Website address (if applicable)
	

	Address of Registered Office (if applicable)


	

	Nature of Organisation 

(e.g. PLC, Partnership etc)
	

	Number of Employees
	

	Names of the Directors or Partners
	

	Group
If you are a member of a group of companies, please give the name and address of the ultimate parent company
	

	Company Registration Number
(or alternative EU registration number)
	

	
VAT Registration Number
(or alternative EU registration number).
	

	BANK DETAILS:

	1. 
	Name of Bank:
(from which a financial reference may be sought)
	

	2. 
	Address:

	

	3. 
	Telephone Number:


	

	4. 
	Suitable contact name:


	

	5. 
	Telephone Number:
(if different)
	


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

Schedule 2
STATEMENT OF REQUIREMENTS

[Note to  Procurement Officer (delete this text prior to ITT issue):

Development the Statement of Requirements according to each procurement. It may be helpful to include the areas outlined below where relevant, always ensuring that all the requirements detailed are linked to the published award criteria in the Contract Notice include any minimum standards, the subject matter of the [Contract/Framework Agreement] and are not discriminatory.
For further guidance on preparing a Statement of Requirements refer to:

http://www.scotland.gov.uk/Publications/2006/11/16102303/whatshouldbeinaspec#top] 

The Statement of Requirements comprises Sections A and B.  Section A details the scope of the requirement together with pertinent details whereas Section B provides information on the relationship between [Institution] and Contractors and the process for [delete as appropriate: awarding a Contract/appointing tenderers to a Framework Agreement, and awarding Call Off Contracts].  

Section A
1. Introduction and Background

1.1
[Provide overview of the Institution].  
1.2
During the procurement process and management of the [Contract/Framework Agreement], the Procurement Officer in [Institution] will work collaboratively with User Groups.  
2.

Scope of Requirement

2.1
Management Summary
state the purpose, main aims, and final deliverable(s) of the procurement.  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 
2.2 Lead-In Period (if applicable)
detail purpose, dates, tasks/outcomes required, any minimum resource input etc where relevant  

2.3 Scope

· include take up e.g. volume commitment NB: mandatory inclusion if a Contract is to be awarded or no guaranteed commitment i.e. estimates/historical usage information etc for a Framework Agreement
· 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)

others – specify
· For Framework Agreements:
Guidance on the operation of frameworks will be incorporated when available from Scottish Government

· detail if and how the requirement will be split into lots/work streams

· detail the Price quality Ratio (PQR) and evaluation criteria that will be applied to appoint tenderers to the Framework Agreement 
· Call Off Procedures  - how the Framework Agreement will be used i.e. 
EITHER

Apply the terms of the Framework Agreement

[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[ Procurement Officer to detail how call offs from the Framework Agreement will work]  

The Call Off Contract awarded will contain, as a minimum, [Procurement Officer to list. NB: refer to Note in Schedule 9 and add text re use of a parent company guarantee, if appropriate].
OR

Mini Competitions

Where a direct call off the Framework Agreement does not apply, [Institution]   will conduct a mini-competition with all of the Contractors for the relevant work stream/lot (or as otherwise directed in a guidance document).  The Call Off Procedures detailed below will apply to this Framework Agreement 
[Procurement Officer to detail how call offs from the Framework Agreement will work and the criteria that will apply to award Call Off Contracts]  
[Procurement Officer to include if required;

Electronic Auctions may be used to carry out a mini-competition in order to award a call off. Details regarding how the auction will work and technical specifications required to connect to it will be provided at least 2 working days prior to the auction taking place.]

[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, [ Procurement Officer to list. NB: refer to Note in Schedule 9 and add text re use of a parent company guarantee, if appropriate].

3.
Outputs, Milestones, & Performance Standards
NB: ensure the EU Procurement Regs on non discrimination in technical specifications are adhered to – as contained in SPPN 11/2005
Provide details of: 

· specific performance or quality standards including reference to/inclusion of any Buy Sustainable – Quick Wins Specification(s)
· any requirements relating to community benefits and social clauses
· any requirements relating to race relations
· additional requirements relating to race relations NB: [mandatory inclusion if the impact equality assessment for race relations undertaken as part of the Commodity Profile & Strategy has resulted in the service being deemed a core requirement:

· define the race equality requirements clearly and objectively, ensuring measurable outputs are detailed 
· define any requirement to achieve year-on-year improvements in race equality performance

· define any positive action measures to meet the special needs of particular racial groups.

· define any requirements to ensure the Contractor’s workforce is able to carry out the specified race equality service requirements]
· include any relevant details on Fair & Ethical Trading – SPPN 02/2005
· include any relevant details if purchasing timber and related products SPPN 09/2005
· presentations and reports (including required formats) that are required 

· the final deliverables etc
4.
Specific Policy/Best Practice/Legislative Requirements

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

5.
Contact & Liaison with [Institution]   
detail the Contractor’s role in promoting the [Contract/ Framework Agreement], the minimum requirements for the customer services role and liaison arrangements, contact points etc 
6.
Quality Assurance, Continuous Improvement, and Innovation

the Contractor will at all times monitor and see to improve its own performance and quality assure [Contract/Framework Agreement] performance and delivery [add text as applicable]
detail the procedures for complaints and dispute resolution etc

7.
eProcurement & Invoicing 

[Delete/Replace as required]
7.1
 [Institution] has/is implementing the eProcurement Scotl@nd (ePS) service.   ePS is one of the most comprehensive and successful Public Sector eGovernment initiatives in the world
7.2
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

7.3
more details can be found at ePS Information
7.4
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 [Institution] to enable this and in its desire to move towards e invoicing.
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 [Contract/Framework Agreement]
· detail any requirement for membership of professional bodies, accreditation etc.  

· the Contractor must demonstrate a commitment to continuous professional development and awareness of recent developments in procurement best practice

· generally, staff experience of working in a public sector procurement context is desirable although not mandatory

· contractors’ staff must be IT literate, with competence in working within a Windows XP environment a minimum requirement (or equivalent)  
· compliance with [Institution]’s IT security policies is mandatory

· contractors’ staff will at all times act in accordance with [Institution’s] security procedures.  Where detailed, 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 5 of this Invitation to Tender)  
· insert minimum hours of work [insert if applicable].
9.
Management of the [Contract/Framework Agreement]
· the Contractor will nominate an individual (the Account Manager) who will be the point of contact for all matters relating to the [Contract/Framework Agreement] 
· the Account Manager may be required to attend a minimum of [insert number and frequency] per annum with [Institution’s] nominated Procurement Officer.   The timing and frequency of the meetings will be reviewed and jointly amended as appropriate.  The purpose of the meetings includes [insert text e.g. discussion on contracted work undertaken, any issues or problems, customer satisfaction results, and areas for improvement etc].  Ad hoc meetings during the year may also be required
· the Contractor will be required to submit the information detailed in Schedule 4 and adhere to the requirements for involvement in strategic contract management
10.
Business Continuity Planning & Phase Out Plan & Exit Strategy
· 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.     Variations to the [Contract/Framework Agreement]


any variations required to must follow the Change Control Procedures detailed in the Terms and Conditions.  Detail any requirements for demonstrating how variations will be translated into practice i.e. process to be used, how and when staff will be notified and receive any appropriate training, etc.
12.
Corporate Social Responsibility (CSR) Issues
[Institution] will take account of economic, social and environmental impacts in the way the organisation operates – maximising the benefits and minimising the downsides. 

[Institution] will strive in all of their dealings to:-

· achieve high quality in our work and to have high expectations of our staff, directors and others;

· be innovative and imaginative;
· be open and transparent in our operations and communicate well;

· adopt a partnership approach;

· value the contribution of our staff and the staff of colleges, universities and other stakeholders and be a good employer;

· act with integrity at all times and be fair and even-handed in our dealings with colleges, universities, suppliers, and other stakeholders;

· respect and promote equality of opportunity and diversity;

· encourage sustainability and sustainable development;

· use the resources made available to us efficiently and effectively and always act in the public interest; and

· act with courtesy at all times.

The Contractor shall at all times act in an ethical, environmental, and socially responsible manner in the conduct of their business. 
 Section B

1.     Creating a Contract
[Institution], and the Contractor will be the parties to the Contract, which will constitute, as a minimum, the Statement of Requirements, the completed Pricing Schedule, Monitoring Schedule and Terms & Conditions, in addition to any other document referred to in the Contract award letter.  [Institution] will form the legally binding Contract by accepting the successful tenderer’s(s) tender and detailing all the documentation forming the Contract in the award letter.  The successful tenderer(s) is then only required to acknowledge receipt of the award letter and that the Contract has been entered into as set out in the award letter.


“Drawing Down” from the Contract

Where [Institution] has entered into a Contract, it will “draw down” from the Contract, detailing its requirements via a Purchase Order(s).  
OR
1.
Awarding a Framework Agreement
[Institution] and the Contractor will be the parties to the Framework Agreement, which will constitute, as a minimum, the Statement of Requirements, the completed Pricing Schedule, Monitoring Schedule and Terms & Conditions, in addition to any other document referred to in the award letter.  [Institution] 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.

     
Call Off Contracts
[Institution] 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

3.
Call Off Contract/Purchase Order contents and Call Off Procedures 

[Institution] will issue a Call Off Contract or Purchase Order to the Contractor detailing as a minimum:

· 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 [Contract/Framework Agreement’s] Terms and Conditions.

Schedule 3
INFORMATION RELATING TO STAFF TRANSFERS

[Procurement Officer to insert the following text]:

EITHER:

Tenderers should note that TUPE is likely to apply to the [Contract/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] 

OR

Tenderers should note that TUPE is unlikely to apply to the [Contract/Framework Agreement].
Please note that a TUPE transfer happens by operation of law and the [Institution’s] view is not determinative.

Schedule 4
CONTRACT MONITORING & MANAGEMENTSCHEDULE

1.
Strategic Contract Management

[Institution] is responsible for the strategic contract management of the [Contract/Framework Agreement] which will be undertaken through the use of various performance measures and approaches.
NOTE that pan Scotland contract management guidelines are being produced and will be incorporated into this template when available. 
2. 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 contract they should be referenced in Schedules 2 and 6.  

[insert relevant text below or delete if KPIs are not required for this contract]
[insert the following text where KPIs have been defined]

Performance of the [Contract/Framework Agreement] will be monitored against the major Key Performance Indicators (KPIs) 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; 

· VFM;

· innovation;

It is intended that this list will be developed throughout the lifetime of the [Contract/Framework Agreement] as demand evolves and will reviewed annually (as a minimum) in consultation with the Contractor and User Group.
[Procurement Officer to insert text in the example below as applicable:]:
	No.
	Performance Indicator
	Requirement
	Target

	1
	Communication
	
	

	1.1
	Initial contact

· with customer


	· established within 1 working day


	> 98% Acceptable



	1.2
	Briefing meeting/ discussion/advice

· urgent 
· immediate

· standard(depending on the requirement)


	· within 1 working day 

· within 2 working days

· within 1 week 


	> 98% Acceptable

< 97% Unacceptable
< 97% Unacceptable

	1.3
	Post meeting briefing notes to be produced and sent to 

· customer


	· within 2 working days


	> 98% Acceptable



	1.4
	Cost estimate with full production schedule and forwarded as above


	· 5-7 working days (depending on complexity of requirement) 
	> 98% Acceptable




[insert the following text where KPIs are to be developed once the [Contract/Framework Agreement]has been awarded]
Key Performance Indicators (KPIs) for the [Contract/Framework Agreement] will be discussed and developed initially over the first quarter of the [Contract/Framework Agreement].  It is anticipated that the KPIs will encompass areas including:
· communication and customer interface;

· service delivery;

· service quality;

· invoicing;

· production of management information;

· customer satisfaction;

· corporate social responsibility; 

· VFM;

· innovation

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

A summary of the 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

	[Institution]  
	Undertake strategic contract management including:

· monitoring of Contractor performance against KPIs and other specified performance indicators with User Group 

· co-ordination and consolidation of management information from the Contractor and user feedback 

· chairing and managing performance reviews with the Contractor, including User Group input, and disseminating outcomes 

· managing any major performance issues and complaints

· managing [Contract/Framework Agreement] variations, and disseminating outcomes

· managing the extension of any optional extension periods (and/or the re-tender process and the Contractor’s Exit Strategy) including User Group input

· providing guidance and advice to Institution as necessary

· facilitating and promoting continuous improvement and best practice 

	User Group
	Contribute to the strategic contract management including:

· input to the monitoring of Contractor performance against KPIs and other specified performance indicators  

· inputting to managing performance reviews with the Contractor 

· inputting to agreeing [Contract/Framework Agreement] variations with [Institution]  
· involvement in the extension of any optional extension periods (and/or the re-tender process and the Contractor’s Exit Strategy) 

· facilitating and promoting continuous improvement and best practice



	Contractor
	Contribute to the strategic contract management process by:

· delivering/performing contractual obligations arising from the [Contract/Framework Agreement] and individual Purchase Orders

· providing the required management information and in a timely fashion to [Institution]
· attending performance review meetings

· delivering an effective account management and customer services role to [Institution]
· contributing to continuous improvement and  innovation leading to improved value for money and resource and process efficiencies




4.
Meetings & Submission of Performance Reports


Performance Reporting

4.1
Following commencement of the [Contract/Framework Agreement] the Contractor will provide a performance report to the [Institution’s] Procurement Officer [quarterly] to include the following information/data:

[list required information]

Reports must be submitted by email to the [Institution’s] Procurement Officer within 5 working days after the end of each [quarterly] reporting period.  

4.2
[note to Procurement Officer: do not delete this paragraph 2.2 – information reports against BPI 4 and 5 (a) & (b)]. In addition, the Contractor must provide the following management information on a monthly basis, within 5 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:

	Fieldname 
	Example
	Explanation 
	Field Definition

	[Institution] Contract Reference Number
	CAT001
	Unique reference number allocated to the contract/framework agreement by [Institution] – located on the contract award letter
	Alpha / Numeric

	Contractor Name
	ACME Limited
	Contractor name as it appears on in the contract award letter
	Max 100 characters

	Buying Institutions
	University/
College  of ACME
	Name of buying institution
	Alpha

	Contractor Postcode
	AB12 3CD
	Postcode
	Max 12 characters

	Total Net Spend Paid
	1234.56
	Total net amount spent by institution with the Contractor in the month
	Currency

	Invoice Volume
	12 
	Total number of invoices issued by each institution during the month
	Numeric

	Value Contracted Items
	123.45
	Total net amount spent on contracted items
	Currency

	Value Non-Contracted Items
	67.58
	Total net amount spent on non-contracted items
	Currency

	Month
	1
	Month of the calendar year 1=January, 12 = December
	Numeric

	Year
	2008
	This is the calendar year in full (yyyy)
	Numeric


· The above report must be returned on a monthly basis to: [insert email of relevant member of staff]
· Microsoft Excel is the preferred file format  

· The following convention should be used for naming the file:

[[Institution] Report Name] [Supplier Name] [Year] [Month] = MIS01 ACME Limited 2008 1    
4.3
The Contractor will provide a performance report to the [Institution’s] Procurement Officer annually to include the following information/data:

· [note to Procurement Officer: information required to be collected under the Race Relations(Amendment) Act 2000 where equality has been assessed as a core requirement: a report statement to [Institution]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 [or relevant section of Institution’s Ts&Cs] and such additional information as [Institution] may reasonably require for the purpose of assessing the Contractor’s compliance with such clauses]
· [list any others]

Reports must be submitted by email to the [Institution’s] Procurement Officer within 5 working days after the end of each annual reporting period.  

4.4
Meetings
The Contractor will adhere to the requirements detailed in paragraph 9 of Schedule 2.
5.
Inspection and Review of the Contractor’s Records 

The Procurement Officer 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.
Schedule 5
Terms & Conditions
Guidance Note (Procurement Officer to delete prior to ITT issue)

Framework Agreement Conditions (Procurement Officer to delete if a Contract is to be entered into – see Guidance Note above)

Standard Terms & Conditions 

Schedule 6
INFORMATION TO BE PROVIDED IN THE TENDER RESPONSE
KEY POINTS FOR TENDER RESPONSE COMPLETION:
[insert the following text for tenders issued electronically through an electronic tendering system]

1.
completed tenders should be submitted through [Institution’s]e-Tendering System.  If you are unable to submit your tender using this system you are requested to advise the [Institution] contact detailed in this tender within two working weeks of receiving the ITT in order for alternative arrangements to be made  
2.
immediately prior to submitting an ITT response electronically, you MUST check the electronic files making up the ITT response for viruses  or other malware using current  checking software, and shall remove all viruses, Trojans and other malware from the files

3.
lodgement of large electronic files may take time, so tenderers should allow sufficient time to transmit the full ITT response prior to the closing time.  The speed with which ITT submissions are made is dependent upon the file size of the document in question.  The inclusion of graphics, logos, photographs etc. considerably increases the size of electronic files and should be included only where essential.  Electronic signatures are not required where ITTs are submitted electronically.  [Institution]   STRONGLY ADVISE THAT YOU DO NOT LEAVE YOUR TENDER SUBMISSION UNTIL THE LAST MINUTE
4.
the tender and all requested enclosures must be submitted in the English language
5.
tenderers may use their own text creation facilities.  However the content and layout must be identical to the [Institution] version of the relevant sections of the tender, and it must be in the same order
6.
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

[insert the following text if issuing hard copy tenders]
[Amend if Institution procedures differ from those below]

1.
one signed and dated hard copy of your tender response plus [enter no. of copies that are required to be submitted and enter no. of CDs] must be submitted
2.
the tender must be completed in ink, or be typewritten and printed

3.
the tender and all requested enclosures must be submitted in the English language
4.
tenderers may use their own text creation facilities.  However the content and layout must be identical to the [Institution] version of the relevant sections of the tender, and it must be in the same order
5.
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

6.
the tender must be delivered to [Institution] at the address detailed on the Tender Return Label and at the time and date specified.  The tender envelope must be parcelled so that both the contents and the tenderer’s name cannot be viewed.  Note that [Institution’s] offices are open [insert details] 

[Note to Procurement Officer: delete this text if not applicable or if the [Contract/Framework Agreement] is being let under Regulation 7 of the Public Contracts (Scotland) Regulations add the following text here: tenderers should be aware that the use of supported employment organisations as potential sub-contractors is possible]  

IN ADDITION, TENDERERS MUST NOTE THAT:
1.
tenderers applying using a nominated Sub-Contractor(s) or as a consortium (with or without Sub-Contractors) must: 

· ensure that the nominated lead organisation includes all organisations in their response to the questions below 

2.
tenderers applying using a nominated Sub-Contractor(s) or as a consortium (with or without Sub-Contractors) must clearly indicate in their response (against the relevant questions):

· which segment of the service will be delivered by each member; 

· how the organisations will collaborate effectively and ensure a seamless approach to delivery of the service; and

· the mechanism by which quality issues, monitoring and evaluation issues, disputes or disagreements will be agreed and resolved 
3.    
tenderers must submit the following documents in their tender:
· technical response to this Schedule 6
· completed Form of Tender (Schedule 7)
· completed Pricing Schedule (Schedule 8)
· completed Parent Company Guarantee [where applicable] (Schedule 9)

· completed FOI statement [where applicable] Schedule 10)
· completed Non Collusion Schedule (Schedule 11)

· completed Equal Opportunities Certificate (Schedule 12)

· completed Race Relations Certificate (Schedule 13)

· completed Business Probity & Criminal Convictions Schedule (Schedule 14)

· completed Corporate Social Responsibility Questionnaire (Appendix 1)

· completed Supplier Readiness Questionnaire (Appendix 2)

4.
the information provided by tenderers in response to this Schedule 6 will be used to technically evaluate tenders, except where stated that the information provided is for information purposes.  The response to the Pricing Schedule (Schedule 8) will be used to commercially evaluate tenders.
5.       if successful in being awarded [the Contract/place on the Framework Agreement], 
some or all of the information contained within individual tender responses may also be included in a guidance document to be produced by [Institution]   and/or used in any marketing information connected with the [Contract/Framework Agreement].
[Note to PPS - add the following text where the variant option has been selected in the Contract Notice: 

6. Where a tenderer wishes to submit a variant bid, this must be submitted in addition to a compliant bid.]
Technical Questions 
[Note to  Procurement Officer (delete this text prior to ITT issue):

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 [Contract/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].
1.
Management Summary
1.1
provide a statement of your understanding and interpretation of the purpose, specific objectives, scope and users of the Statement of Requirements
1.2
confirm that you are able to fully comply with and deliver the Statement of Requirements  

1.3
state any changes required by your organisation to enable you to deliver the service, and how and when these will be overcome

2.
Scope of Requirement - Service Delivery 
2.1
(if applicable) provide a detailed Transition Plan, including timescales and resource allocation, detailing as a minimum:

· the tasks to be undertaken between the date of award and the Commencement Date;

· identification of the staff to be involved in the Lead In Period, the number, their specific roles and number of days allocated for each staff member;

· how any proposed equipment and System Trial will be conducted (if applicable); 

· the marketing/operating procedures/other relevant information to be issued and procedures for contact and regular communication with [Institution]; 
· ePS activities; and
· your expectation of the transitional assistance required from [Institution].
2.2
state who will deliver each part of the service, how it will be delivered to meet Schedule 2 requirements, and provide a project plan detailing [insert].  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
2.3
provide details of [insert as appropriate e.g. outputs, and milestones, specific policy, best practice and legislative requirements that must be delivered etc]   
2.4
state how you will ensure that sufficient capacity exists at all times to deliver the service.
2.5
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 
2.6
provide details of your plan for addressing equipment failure and data loss, and how you will ensure the protection, security, and integrity of data
2.7
explain the key risks associated with delivery of this [Contract/Framework Agreement], and how they will be addressed and overcome.  Provide details of your contingencies for addressing any performance failures
3.       Contact and Liaison with [Institution]  
3.1
state how and when you will make available the operational procedures, contact details, and relevant information [e.g. including price lists] to [Institution].  Provide one sample of typical operational procedures that would be used 

3.2
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

3.3
explain how effective liaison will be developed and maintained with [Institution] throughout the duration of the [Contract/Framework Agreement] 
3.4
once any [Contract/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  [Institution].
4.
Quality Assurance, Continuous Improvement, and Innovation 
4.1
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
4.2
explain how the [Contract/Framework Agreement] will be monitored and managed to meet the requirements of Schedule 4, and state where the KPIs listed in Schedule 4 will be enhanced or exceeded  

4.2
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 

4.3
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
4.4
provide a copy of your complaints and dispute resolution procedure

4.5
state how the users within [Institution] will be aware of the existence of the above procedure and how it will be made accessible to them at all times

4.6
explain how complaints will be addressed and detail the timeframes and escalation procedures involved for complaint resolution

4.7
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

4.8
provide details of how a programme of continuous improvement will be implemented during the [Contract/Framework Agreement].  Provide the following information, which will not be limited to:

4.2.1
a description of the system to be used;

4.2.2
a project plan for introducing and developing the system; and

4.2.3
details of the benefits you envisage will be delivered together with an indication of when these will be realised

5.
ePS

NOTE to Tenderers:  the questions in paragraph 5 below are requested for information purposes only and will not form part of the evaluation process  

5.1
Advise if you can receive purchase orders electronically

5.2
Advise if you are able to provide consolidated invoicing or take payment from purchase cards

5.3
Provide a sample of an invoice capable of being transmitted electronically

5.4
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] or Institution’s e-procurement equivalent]
5.5
Do you have a transactional website that [ePS or the Institution’s eProcurement System] can connect to?  If this is the case, provide your URL

5.6
Complete and return Appendix 2 with your tender response

NB: 
if none of the above apply to your circumstances, and you are successful in being awarded the [Contract/a place on the Framework Agreement], non catalogue ordering can be put in place

6.
Staffing
6.1
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;

· [Procurement Officer to 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 

6.2

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

6.3
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   

6.4
state the procedures the organisation will follow/have followed to recruit staff
7.

Business Continuity Planning & Phase Out Plan & Exit Strategy
7.1
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 

7.2
provide a detailed Phase-Out Plan & Exist Strategy identifying and addressing the tasks necessary to be undertaken during the 6 months period prior to the date of [Contract/Framework Agreement] expiry or date of earlier termination as notified by [Institution]  
8.
Conflict of Interest (for information only)

confirm that no conflict of interest would arise if you were successful in [being awarded the Contract/securing a place on the Framework Agreement and in respect of any Call Off Contract]
9.
Corporate Social Responsibility (CSR) Issues
9.1 
complete and return the questionnaire (Appendix 1).  Please note that information on obligations relating to taxes, environmental protection, employment protection and working conditions relevant to this [Contract/Framework Agreement] may be obtained from the following websites:


http://www.bgateway.com

http://sepa.org.uk/regulation/index/htm

http://www.busineslink.gov.uk

When submitting your tender you must confirm, by signing the CSR Questionnaire in Appendix 1, that you have taken full account of these obligations in drawing up your tender.  Failure to do so may result in your exclusion from the competition.  

10.
Audited Accounts
10.1
attach one copy of your organisation’s audited accounts (or equivalent) and the accounts of your group (if any) for the last 2 years in English and in UK Sterling* together with details of any significant changes since the last year end.  Copies of the accounts should be signed and dated by Directors and auditors (preferably scanned, if being submitted electronically) or marked as draft.  The original accounts should have been signed and dated by the directors and auditors or marked as draft.  If being submitted electronically, it would be preferable if the documents were scanned.  If you cannot provide these documents, please give a full explanation.   
*if the original accounts are not in English and UK Sterling, a copy of the original should be sent with a certified translation.

11.

Insurances
11.1
provide one copy of your insurance certification demonstrating:

· Public liability insurance for £5m
· Employers liability insurance 
· [Professional liability insurance for £XX(Procurement Officer to insert required level)]

12.
References: 
	Provide contact details for 2 referees for work within the last two years that is similar or the same to that required by this requirement.  Note that contact will be made with referees without further reference to you.

	a. Referee Organisation

Contact Name

Title

Address
Email address
Service Provided

Period of Agreement
Approximate Value


	Referee Organisation
Contact Name
Title
Address
     
     
     
Service Provided
Period of Agreement
Approximate value


	b. Referee Organisation

Contact Name

Title

Address
Email address
Service Provided

Period of Agreement
Approximate Value
	Referee Organisation
Contact Name
Title
Address
     
     
     
Service Provided
Period of Agreement
Approximate value


Schedule 7
FORM OF TENDER

(* DELETE AS APPROPRIATE)

Note to Procurement Officer – select the appropriate paragraph depending on whether a contract or framework is being awarded.
[Contract;
*I/We the undersigned do hereby contract and agree on the acceptance of the tender by [Institution], to provide the Statement of Requirements in accordance with the Schedules, and, where ordered by the Contract, delivery of the 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. ]
[Framework Agreement;
*I/We the undersigned do hereby contract and agree on the acceptance of the tender by [Institution], to provide the Statement of Requirements in accordance with the Schedules, and, where ordered within the terms of the Framework Agreement 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/We the undersigned undertake that we have submitted a tender in accordance with the following documents: [add/schedules as appropriate]
1.1
This Invitation to Tender Letter;

1.2
Schedule 1 - Instructions & Information for Tenderers;

1.3
Schedule 2 – Statement of Requirements [and any annexes – insert title(s)]; 

1.4
Schedule 3 – Information Relating to Staff Transfers (TUPE);

1.5
Schedule 4 – Contract Monitoring & Management Schedule;

1.6
Schedule 5 – Terms & Conditions; 

1.7
Schedule 6 – Information to be Provided in the Tender Response;

1.8
Schedule 7 – Form of Tender;

1.9
Schedule 8 – Pricing Schedule;

1.10
Schedule 9 - Parent Company Guarantee 

1.11
Schedule 10 – Freedom of Information Schedule; (for tenderer completion where appropriate) 
1.12
Schedule 11 – Non-Collusion Tendering Certificate; 

1.13 
Schedule 12 - Equal Opportunities Certificate;

15.
Schedule 13 – Race Relations Certificate;

16.

Schedule 14– Business Probity & Criminal Convictions Schedule;
17.
Appendix 1 – Corporate Social Responsibility Questionnaire;

18.
Appendix 2 - Supplier Readiness Questionnaire;

 *I/We agree to abide by this tender from [insert time] on [insert date and year] the date fixed for receiving tenders, until the award of the [Contract/Framework Agreement].

*I/We understand that [Institution] is not bound to accept the lowest or any tender and shall not be bound to use the Contractor as a sole supplier.

*I/We understand that the [Contract/Framework Agreement] will commence on [insert date, and include any Lead-In Period] and end on [insert date] [unless the option to extend for up to a [insert any extension period] period is undertaken at the sole discretion of [Institution] or the [Contract/Framework Agreement] is terminated in accordance with the provision of the Terms and Conditions.

	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 8
PRICING SCHEDULE

1.
 Procurement Officer to insert a pricing schedule applicable to the commodity being procured

2.
Variation in the Charges
The Charges will apply to the Contract [and any Call Off Contract ordered from the Framework Agreement].  Charges [and discounts] will remain fixed for the first [insert period/year(s)] of the [Contract/Framework Agreement].  The Charges [rates/fees and/or discounts] may vary up or down on [insert text as appropriate e.g. each anniversary of the Commencement Date] of the [Contract/Framework Agreement] in accordance with [insert appropriate up-rating mechanism or insert the % movement in RPI/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.]

[Add in (where relevant):
· Text re costing for  any Lead-In Period

· Text re costing for any extension period(s)]

3.
Invoicing & Payment

The Contractor will be required to submit invoices monthly in arrears for work completed to the satisfaction of [Institution] 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)
[Contract/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 [insert days] of receipt of a valid invoice.  [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] 
[Insert if applicable:

Tenderers must note that:

· the [day rates/hourly rates/discounts/total cost ] is maximum/fixed for [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]

· [all day rates will be based on 7 hours and 30 minute working days, exclusive of lunch breaks].  

Suggested 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 [insert]

· Discount will apply to the [e.g. total number of days] delivered under the Call Off Contract 

· Discount will apply to [insert]

· 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]

Schedule 9
PARENT COMPANY GUARANTEE
Note to  Procurement Officer (delete this text prior to ITT issue):

This Parent Company Guarantee can be used to support both Contracts and Framework Agreements.  Please note that if a Framework Agreement is guaranteed, this will not operate as a guarantee of the Call-off Contracts made under the Framework.  If it is considered appropriate for each Call Off Contract under a Framework Agreement to be subject to a parent company guarantee in addition to the Framework Agreement, this can only be undertaken at the time the Purchaser calls off from the Framework Agreement.  If this is required, optional section J of the standard terms and conditions must be included.  

Purchasers must be aware that the Call-Off Contract will be formed on submission of the Purchase Order, and therefore the contract will be formed before the Parent Company Guarantee is delivered.  Accordingly, if the Purchaser does not insist on the delivery of the Parent Company Guarantee, its Call-Off Contract will not be guaranteed.
_________________________________________________________________
NOTE to Tenderer: 

1.       The Parent Company Guarantee is only to be completed if your organisation is a private or public company and the Tenderer is a subsidiary company. A completed Parent Company Guarantee is also required for any subsidiary company members from a consortium.

[Procurement Officer to insert the following text if a Parent Company Guarantee is required for Call Off Contracts, or delete if not applicable]

2.       Please note that in addition to a Parent Company Guarantee being required for the Framework Agreement, each Call Off Contract under the Framework Agreement will be subject to a Parent Company Guarantee in favour of the Purchaser under that Call Off Contract.    

[Institution] require an undertaking, that your parent company will meet all your obligations under the [Contract/Framework Agreement] should you fail to do so. 

(Completion to be arranged by the Tenderer)
1.
We refer to the Tender for the above by (insert name of Tenderer) of which we are the ultimate holding company, and hereby undertake that in the event of [Institution] accepting the Tender and thereby entering into a [Contract/Framework Agreement] with (insert name of Tenderer) we shall, in security of their obligations thereunder guarantee the same in the following manner:-

1.1.
We guarantee that (insert name of Tenderer) shall perform all its obligations contained in the [Contract/Framework Agreement].
1.2.
If  (insert name of Tenderer) shall in any respect fail to perform its obligations under the [Contract/Framework Agreement] or shall commit any breach thereof, we undertake, on simple demand by [Institution], to perform or to take whatever steps may be necessary to achieve performance of said obligations under the [Contract/Framework Agreement] and shall indemnify and keep indemnified [Institution] against any loss, damages, claims, costs and expenses which may be incurred by him by reason of any such failure or breach on the part of (insert name of Tenderer).
1.3.
Our guarantee and undertakings hereunder shall be unconditional and irrevocable, and without prejudice to the foregoing generality we shall not be released or discharged from our liability hereunder by:


1.3.1
any waiver or forbearance by [Institution] of or in respect of any of (insert name of Tenderer) obligations under the [Contract/Framework Agreement] whether as to payment, time, performance or otherwise howsoever, or by any failure by [Institution] to enforce the [Contract/Framework Agreement] or this instrument, or


1.3.2
any alteration to, addition to or deletion from the [Contract/Framework Agreement] or the scope of the work to be performed under the [Contract/Framework Agreement] or

1.3.3 any change in the relationship between ourselves and (insert name of Tenderer) and our guarantee and undertakings shall continue in force 

1.3.4 until all (insert name of Tenderer) obligations under the [Contract/Framework Agreement] and all our obligations hereunder have been duly performed.

2.
This Guarantee shall be construed and take effect in accordance with Scots Law.

	
	Director
	Director

	Signatures:
	
	

	Names (BLOCK CAPS)
	
	

	Date
	
	

	
	

	Signed for and on behalf of (2 Directors of the Tenderer’s ultimate holding company):

	
	

	Company
	

	Address
	

	Postcode
	


Schedule 10
FREEDOM OF INFORMATION SCHEDULE
We would ask that [Institution] withhold the following information from release under the Freedom of Information (Scotland) Act 2002/Environmental Information (Scotland) Regulations 2004 as appropriate:

Tender for:
[title]

Reference: 
[insert]

	Information Not to be Disclosed
	Reason it should not be disclosed
	Proposed Time the Restriction Should Apply For

	
	
	


	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Date
	


[include the following text for hard copy tenders only] 
NOTE:
THIS CERTIFICATE MUST BE SIGNED AND COMPLETED BY THE TENDERER AND RETURNED WITH THE TENDER IN THE TENDER ENVELOPE.

Schedule 11
NON COLLUSION CERTIFICATE

The essence of competitive tendering is that [Institution] shall receive bona fide competitive tenders from all firms tendering.  In recognition of this principle, 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:-

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

(b)
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

(c)
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.

	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Date
	


[include the following text for hard copy tenders only] 
NOTE:
THIS CERTIFICATE MUST BE SIGNED AND COMPLETED BY THE TENDERER AND RETURNED WITH THE TENDER IN THE TENDER ENVELOPE.

Schedule 12
EQUAL OPPORTUNITY IN EMPLOYMENT CERTIFICATE
I/We hereby confirm that to the best of my/our knowledge and belief, I/We have complied with all statutory requirements in respect of ensuring equal opportunity in employment.

	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Date
	


If you are unable to confirm this statement please provide further details below:
[include the following text for hard copy tenders only] 
NOTE:
THIS CERTIFICATE MUST BE SIGNED AND COMPLETED BY THE TENDERER AND RETURNED WITH THE TENDER IN THE TENDER ENVELOPE.

Schedule 13
RACE RELATIONS CERTIFICATE

1.
Is it your policy as an employer to comply with your statutory obligations under the Race Relations Act 1976 as amended by the Race Relations (Amendment) Act 2000 or equivalent legislation that applies in the countries in which you employ staff?  Accordingly, is it your practice not to treat one group of people less favourably than others because of their colour, race, nationality or ethnic origin in relation to decisions to recruit, train or promote employees?



YES/NO
2.
In the last three years, has any finding of unlawful racial discrimination been made against your organisation by any court or industrial tribunal?




YES/NO
3.
In the last three years, has your organisation been the subject of formal investigation by the Commission for Racial Equality on grounds of alleged unlawful discrimination?




YES/NO
4.
If the answer to question 2 is in the affirmative or, in relation to question 3, the Commission made a finding adverse to your organisation what steps did you take in consequence of that finding?

5.
Is your policy on race relations set out: 


(a)
in instructions to those concerned with recruitment, training and



promotion;
YES/NO

(b)
in documents available to employees, recognised trade unions



or other representative groups of employees;
YES/NO

( c )
in recruitment advertisements or other literature?
YES/NO

(d)
provide a copy of your race equality policy
6. Do you observe as far as possible the Commission for Racial Equality’s Code of Practice for Employment, as approved by Parliament in 1983, or a comparable statutory code?  In addition, do you observe guidance issued under equivalent legislation in another country or member state which gives practical guidance to employers and others on the elimination of racial discrimination and the promotion of equality of opportunity in employment, including the monitoring of workforce matters and steps that can be taken to encourage members of the ethnic minorities to apply for jobs or take up training opportunities?



YES/NO
7. If you are not currently subject to UK legislation, please supply details of the experience you have in complying with equivalent legislation that is designed to eliminated racial discrimination






_____

	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Date
	


[include the following text for hard copy tenders only] 
NOTE:
THIS CERTIFICATE MUST BE SIGNED AND COMPLETED BY THE TENDERER AND RETURNED WITH THE TENDER IN THE TENDER ENVELOPE.

Schedule 14
BUSINESS PROBITY & CRIMINAL CONVICTIONS SCHEDULE
Tenderers must confirm whether any of the questions below applies to their organisation.  Where it does, tenderers must provide full details.  

BUSINESS PROBITY

	Please answer yes or no to the following questions:

	Is the organisation bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against it or has made any composition  or arrangement with or for the benefit of creditors or has made any conveyance or assignment for the benefit of creditors or appears unable to pay, or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986(e), or article 242 of the Insolvency (Northern Ireland) Order 1989(f), or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is subject of a petition presented for sequestration of that organisation's estate, or is the subject of a petition presented for sequestration of that organisation's estate, or is the subject of any similar procedure under the law of any other state.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation being a partnership constituted under Scots law has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002(g) has passed a resolution or is the subject of an order by the court for the company's winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or has had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company's business or any part thereof or is the subject of the above procedures or is the subject of similar procedures under the law of any other state.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation has been convicted of a criminal offence relating to the conduct of that economic operator's business or profession.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



	The organisation has committed an act of grave misconduct in the course of that economic operator's business or profession.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation has not fulfilled obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which the economic operator is established.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation has not fulfilled obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which the economic operator is established.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation is guilty of serious misrepresentation in providing any information required of that economic operator under this regulation.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation in relation to procedures for the award of a public services contract, is not licensed in the relevant State in which the economic operator is established or is not a member of an organisation in that relevant State when the law of that relevant State prohibits the provision of services to be provided under the contract by a person who is not licensed or who is not a member.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The organisation subject to paragraphs (7), (8) and (9) of the Public Contracts (Scotland) Regulations 2006, is not registered on the professional or trade register of the relevant State specified in Schedule 6 of the Regulations in which that economic operator is established under conditions laid down by that State.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



Note: Failure to disclose information relevant to this section may result in your exclusion from this competition.
CONVICTION OF CRIMINAL OFFENCES

	Have any of the directors, partners or any other person who has the powers of representation, decision or control of the organisation ever been convicted of any of the following offences? 

	The common law offence of conspiracy where the conspiracy relates to participation in a criminal organisation;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	Corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;  
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	Bribery or corruption within the meaning of section 68 and 69 of the Criminal Justice (Scotland) Act 2003;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	The common law offence of incitement to commit a crime;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	Fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:

(i) the offence of cheating the Revenue;

(ii) the common law offence of fraud;

(iii) the common law offence of theft or fraud;

(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985;

(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994;

(vi) an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or

(vii) the common law offence of uttering;

(viii) the criminal offences at common law of attempting to pervert the course of justice;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	Money laundering within the meaning of the Money Laundering Regulations 2007;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	Any other offence within the meaning of Article 45(1) of EC Directive 2004/18 as defined by the national law of any relevant state.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



Note: Failure to disclose information relevant to this section may result in your exclusion from this competition.

We the undersigned hereby certify that we have not been subject to and are not currently the subject of proceedings that could lead to convictions or compulsory declarations or administrative measures and have fulfilled our obligations in respect of the above.

	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Tenders for and on behalf of:

	Name of Tenderer

	

	Date
	


[include the following text for hard copy tenders only] 
NOTE:
THIS CERTIFICATE MUST BE SIGNED AND COMPLETED BY THE TENDERER AND RETURNED WITH THE TENDER IN THE TENDER ENVELOPE.

APPENDIX 1
CORPORATE SOCIAL RESPONSIBILITY QUESTIONNAIRE
CONTRACT/FRAMEWORK AGREEMENT FOR: [insert]

REFERENCE: [insert]
NOTE to Procurement Officer - delete the sections of the questionnaire below which are NOT applicable to your procurement, and this text prior to ITT issue.
CSR Questionnaire Link

Appendix 2

SUPPLIER READINESS QUESTIONNAIRE
NOTE: information provided in this Questionnaire is for information purposes only and will not be evaluated
Standard ePS Supplier readiness questionnaire;

Supplier Readiness Questionnaire
[Insert Institution e-procurement questionnaire if applicable]
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