
ITPD – COMPETITIVE DIALOGUE
Text in italics to be inserted/deleted if not applicable

Delete this box prior to issue

INVITATION TO PARTICIPATE IN DIALOGUE (ITPD) FOR:

  [insert title]

INSTITUTION REFERENCE: [insert]
OJEU REFERENCE: [insert]

[Address details]
[date]

Dear [insert name of nominated lead organisation if tenderer is a consortium]
INVITATION TO PARTICIPATE IN DIALOGE FOR: [insert]

REFERENCE: [insert]

1.
Following evaluation of your Pre Qualification Questionnaire dated [insert date], I am pleased to inform you that your application has been successful and you are invited to participate in the dialogue phase of the Competitive Dialogue procedure for the provision of [insert Contract/Framework Agreement title] all in terms of, and in accordance with, the Invitation to Participate in Dialogue of which this Invitation to Participate in Dialogue Letter forms part.

2.
You are requested to follow instructions 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 Participate in Dialogue [add/amend schedules and numbering as required]: 

2.1
This Invitation to Participate in Dialogue Letter;

2.2
Schedule 1 - Instructions & Information for Bidders;

2.3
Schedule 2 – Statement of Requirements [and any annexes – insert title(s)]; 
Yours sincerely, 

[Name]

Procurement Officer
for [Institution]. 

Schedule 1

INSTRUCTIONS & INFORMATION FOR TENDERERS

1
The Competitive Dialogue Procedure

This Invitation to Participate in Dialogue represents the initiation of the dialogue stage of the Competitive Dialogue process. This is first stage of [insert intended number of stages to dialogue].
The competitive dialogue will take place over a series of stages with dialogue meetings at each stage. These meetings will cover the following issues;

[detail the outline of the meetings and the key issues for debate]
The stages of this Competitive Dialogue process are outlined below;
[Procurement Officer to amend the process below as necessary]
I. Bidders will be invited to take part in initial discussions with [Institution].
II. Bidders will receive an Invitation to Submit an Outline Solution (ISOS), this is an opportunity for bidders to submit a high-level response to the statement of requirement outlined in Schedule 2.
III. The Institution will evaluate responses to eliminate any unsuitable or low scoring solutions. 
IV. The Institution may invite bidders in for discussion in order to develop and refine or clarify these initial solutions.
V. Bidders remaining in the process will then be invited to submit a further response through Invitation to Submit a Detailed Solution (ISDS).
VI. The Institution will evaluate responses to eliminate any unsuitable or low scoring solutions. 

VII. The Institution may again invite bidders in to partake in a dialogue to clarify bids and further develop solutions.
VIII. This process may be repeated through further iterations to refine solutions.
IX. Once an appropriate solution (or range of solutions) has been identified the Institution will declare that the dialogue phase has ended and request bidders to submit their final tenders.
X. Bidders will receive an Invitation to Submit Final Tender. This final tender is not subject to any to change or further negotiation once submitted.
XI. Evaluation of final tenders will take place. The aim of the evaluation is to select the solution which represents the best long term value for money. Tender selection will be based on most economically advantageous tender. 

[Add in any additional text regarding variant bids. NOTE In a Competitive Dialogue multiple solutions may be suitable for fulfilling a single requirement, and bidders may submit more than one solution. Multiple bids are not the same as variant bids. Allowing variant bids refers to allowing bids that are designed to fulfil differing requirements, as opposed to different ways of fulfilling one requirement. If variant bids are allowed consideration should therefore be given as to how they are to be submitted and how they will be evaluated].
Note that [Institution] reserves the right to amend the process as it progresses. Bidders involved in the process will be informed of any changes. 

[Institution] is not bound to accept the lowest or any solution and shall not be bound to use the bidder as a sole supplier.
It is the responsibility of the bidder to obtain for themselves at their own expense any information necessary for the preparation of responses and for any costs incurred during the competitive dialogue process.
2
Evaluation of the solution;

[Note to Procurement Officer: include the following text where minimum standards are used] 

A series of Minimum Standards are included in the table below. Bidders should note that these Minimum Standards are mandatory and that failure to provide adequate evidence of how these standards are met will result in elimination of a solution from the competitive dialogue process.  

The award criteria will be used at each stage to evaluate solutions passing the minimum standards. Unsuitable or low scoring solutions may be eliminated from the process.

The final Tender selection will be based on most economically advantageous tender. 

[Note to PPS: include the following text where minimum standards are not used]: The award criteria will be used at each stage to evaluate solutions passing the minimum standards. Unsuitable or low scoring solutions may be eliminated from the process.

The final Tender selection will be based on most economically advantageous tender. 

To undertake evaluation of solution at each stage, a Price: Quality Ratio of x/y will be applied during tender evaluation consisting of the criteria detailed below.  
[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. 

	Minimum Standards 
	

	Service Delivery - xx
	PASS/FAIL

	Service Delivery – xx
	PASS/FAIL

	CSR – xx
	PASS/FAIL

	Supplier Stability & Viability – xx
	PASS/FAIL


	PQR
	Weighting (%)
	Award Criteria
	Sub-weighting (%)

	Price
	40%
	-
	100%

	Quality
	60%
	Service Delivery 
	20%

	
	
	Design Scenarios 
	25%

	
	
	
	

	
	
	Staffing 
	5%

	
	
	Project Planning & Implementation 
	25%

	
	
	Warranty & Support 
	10%

	
	
	Continuous Improvement 
	15%


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.
Competitive Dialogue Timetable – Key Dates and Information

Bidders will be notified in writing by email when any further actions are required. Bidders should note that they may 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 the Institution during the process.  Appropriate personnel must be available to undertake this.  

Timetable


The timetable for the Competitive Dialogue stage is as follows:

	· notify Bidders invited to participate in dialogue. Issue of ITPD. 
· Initial meeting.
	[insert date]
[insert date]

	· Issue of Invitation to Submit Outline Solution (ISOS)
	[insert date]

	· Deadline for receipt of responses to ISOS
	[insert date]

	· Clarification meetings
	[insert date]

	· Invitation to Submit Detailed Solutions.
	[insert date]

	· Deadline for receipt of responses to ISDS
	[insert date]

	· Clarification meetings
	[insert date]

	· Close of Dialogue Phase
	[insert date]

	· Invitation to Submit Final Tender ISFT
	[insert date]

	· Deadline for receipt of responses to ISFT
	[insert date]


[Institution] reserves the right to amend the process and dates outlined above as it progresses. Bidders involved in the process will be informed of any changes.
All information submitted in relation to this Competitive Dialogue procedure must be submitted in the English language.
[outline any further constraints that the bidders should be aware of in order to minimise time bidders spend developing unsuitable bids]

[Procurement Officer to add if necessary

6.   Information to be provided by bidders

(detail information, if required, from bidders relating to economic and financial standing, techincal or professional ability if not captured at PQQ stage).]
Enquiries
Any enquiries must be submitted in writing via e-mail to [insert name] at:

[insert e mail address]

Except where the response to an enquiry relates to commercially confidential matters, throughout this Competitive Dialogue the Institution will copy their responses to all Bidders by way of a Circular Advice Notice (CAN). 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.
Schedule 2
STATEMENT OF REQUIREMENTS

The Statement of Requirements details the scope of the requirement together with any additional details pertinent to the requirement
1.

Scope of Requirement

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.
This should be in line with the Descriptive Document if this was produced during the commodity strategy phase
Scope

Give consideration to the following;
· detail the outcome specification of this procurement.
· 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
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