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

Delete this box prior to issue

INVITATION TO SUBMIT DETAILED SOLUTION (ISDS) FOR:

  [insert title]

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

REFERENCE: [insert]
OJEU REFERENCE: [insert]

Address details
[date]

Dear [insert name of nominated lead organisation if bidder is a consortium]
INVITATION TO SUBMIT DETAILED SOLUTION: [insert]

[INSTITUTION] REFERENCE: [insert]

1.
Further to submitting a  response to the Invitation to Submit Outline Proposal [Date] and subsequent dialogue sessions you are invited by [Institution] to submit a Detailed Solution for the provision of [insert Contract/Framework Agreement title] all in terms of, and in accordance with, the ISDS of which this Invitation to Submit Detailed Solution forms part.

This Invitation to Submit Detailed Solution forms stage [x] of an intended [y] stages of this Competitive Dialogue procedure.
2.
Your response must be submitted in accordance with this Invitation to Submit Detailed Solution, 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 Submit Detailed Solution[add/amend schedules and numbering as required]: 

2.1
This ISDS Letter;

2.2
Schedule 1 - Instructions & Information for Bidders;

2.3
Schedule 2 – Information to be provided in the Response;

2.4
Schedule 3 – Pricing Schedule;

2.5
Schedule 4 – Form of Response;

3.
Responses to this must arrive not later than 3pm on [insert date]. Late responses may lead to the bidder being excluded from the rest of the Competitive Dialogue process.
Note to Procurement Officer: insert the following text when issuing the ISDS through an  Electronic Tendering System 

Invitation to Submit Detailed Solution will be issued and should be returned through [[Institution]’s] electronic tendering system.  Refer to Schedule 1 for details.  Correspondence connected with the ISDS that requires attention before the above date should be emailed to the undersigned. It is the responsibility of all bidders to ensure that their response is submitted not later than the appointed time.  Responses received after that time may not be considered.   
Note to Procurement Officer insert the following text if issuing hard copy ISDS
ISDS Responses must be submitted by hard copy and in English [insert number of copies required, format etc and if discs required].  Responses must be submitted to [Institution]   using the enclosed response return label.  Responses will not be opened until the date and time printed on it.  Correspondence connected with the response that requires attention before the above date should be sent in a separate envelope bearing no external reference to the ISDS number or return date and addressed to the undersigned. It is the responsibility of all bidders to ensure that their response is delivered not later than the appointed time.  Responses received after that time may not be considered. 
4.
Enquiries regarding this ISDS should be addressed to the undersigned at the above address.

5.
[include this text for hard copy responses 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 responding. Should you decline to submit a response, it would help to contribute to our continuous improvement practices if you would provide your reasons in the letter. 

Yours sincerely, 

[Name] 

[include ISDS return label for hard copy responses only]
RESPONSE RETURN LABEL


Cut Here (

DELIVER TO:
ISDS Receipt Board




Address
ISDS for:

[enter title]

Reference: 

[enter ref. no.]
Response to be returned not later than:
3pm on [enter response return date]


Cut Here (

[include response return label for hard copy responses only]
INVITATION TO SUBMIT DETAILED SOLUTION ACKNOWLEDGEMENT
	To:  [Name]
[Address]


	
	From: [organisation to insert name and address]


Date:

Dear 

RE: INVITATION TO SUBMIT DETAILED SOLUTION FOR: 

REFERENCE: 

Your ISDS was received on ……………………………………

Please delete as appropriate:

We intend to submit a Response by the required date/ we are unable/do not wish to submit a Response.  The ISDS 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 response, 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 BIDDERS

[delete paragraph 1 if issuing hard copy responses and re-number following paragraphs]

1.
Electronic Response: Briefing 


Details of responding via the electronic tendering system were provided in the ISOS. Please refer to that document for further details.
2.
Modifications to the ISDS
Any modification to the ISDS will be notified to bidders no less than 10 working days prior to the response return date.  If appropriate, the [Institution] will revise the response return date to all bidders to accommodate this.
3.
Withdrawal and Replacement of Responses

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

In the event that a Bidder identifies an error in its response after submission but before the response return date, the Bidder must notify the Procurement Officer in order to release their response in the Electronic Tendering System.  This will enable the Bidder to work on a revised response and resubmit it.  Note that [Institution] will not have sight of the released response and once released will be unable to retrieve it.  Therefore, no part of the released response shall be used during the evaluation process. 

[insert the following text for hard copy responses]

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

4.
Accuracy of Response

Bidders will be deemed to have examined all the documents enclosed with this ISDS and will be held to have fully informed themselves as to the nature and extent of the requirements detailed in the ISDS.  Bidders must check the accuracy of their response 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 responses.   Bidders will not be permitted to amend responses after the return date except as part of any tender clarification process.  [Institution] reserve the right to disqualify incomplete responses.

5.
Clarification Regarding the ISDS

Please note that the responses to any questions raised during the response period will be circulated to all bidders in the form of an information notice called a Circular Advice Note (CAN).  The closing date for bidders to raise questions by is [insert date] and [Institution] will circulate answers to all bidders 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.

6.
Response Timetable – Key Dates


These are as outlined in the Invitation to Participate in Dialogue. Any amendments to this timetable are detailed below;


[Add]
7.
Evaluation Criteria – example wording 
This was detailed in both the Invitation to Participate in Dialogue and Invitation to Submit Outline Solution documents
Schedule 2
INFORMATION TO BE PROVIDED IN THE RESPONSE 
KEY POINTS FOR RESPONSE COMPLETION:

[insert the following text for responses issued electronically through ETS]

1.
responses should be submitted through the e-Tendering System (ETS).  If you are unable to submit your response using this system you are requested to advise the [Institution] contact detailed in this response within two working weeks of receiving the ISOS in order for alternative arrangements to be made  
2.
immediately prior to submitting an ISOS response electronically, you MUST check the electronic files making up the 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 bidders should allow sufficient time to transmit the response prior to the closing time.  The speed with which 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 responses are submitted electronically.  THE [INSTITUTION] STRONGLY ADVISE THAT YOU DO NOT LEAVE YOUR RESPONSE SUBMISSION UNTIL THE LAST MINUTE
4.
the response and all requested enclosures must be submitted in the English language
5.
bidders may use their own text creation facilities.  However the content and layout must be identical to the version of the relevant sections of the response, 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]
1.
one signed and dated hard copy of your response plus [enter no. of copies that are required to be submitted and enter no. of CDs] must be submitted
2.
the response must be completed in ink, or be typewritten and printed

3.
the response and all requested enclosures must be submitted in the English language
4.
bidders may use their own text creation facilities.  However the content and layout must be identical to the version of the relevant sections of the response, 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 response must be delivered to the address detailed on the Response Return Label and at the time and date specified.  The response envelope must be parcelled so that both the contents and the bidder’s name cannot be viewed. 

[Number appropriately:]
.    
bidders must submit the following documents in their response:
· technical response to Statement of Requirements as outlined in the Invitation to Participate in Dialogue and matters arising from dialogue sessions. Schedule 2
· completed Pricing Schedule 3
· completed Form of Response Schedule 4
2.
the information provided by bidders in response to this Schedule 2 will be used to technically evaluate responses and eliminate solutions that do not satisfy the requirement or that do not score as highly as competing solutions. It should expand substantially upon the previous submission in the ISOS and the outcomes of any subsequent meetings with [Institution]. 

The response to the Pricing Schedule (Schedule 3) should be carefully considered and completed. Pricing will be evaluated as part of the elimination stage in line with the stated award criteria.
.
The response is in relation to the Statement of Requirements originally issued in the Invitation to Participate in Dialogue (Date). and any subsequent dialogue sessions. 

[Procurement Officer to amend accordingly


As a result of dialogue sessions undertaken thus far the Statement of Requirements has evolved as a result. The changes/amendments are as detailed below:


[Detail changes and or restate Statement of Requirements. The Statement of Requirements may differ following development of solutions during the dialogue stage.]
Technical Questions 
 [Note to  Procurement Officer (delete this text prior to ISDS 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.]
[Note that questions may be tailored to different solutions as a result of dialogue sessions. Questions should build upon those asked in the Invitation to Submit Outline Solution and should relate to the award criteria].

Schedule 3
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:

Bidders 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 4
FORM OF RESPONSE
(* DELETE AS APPROPRIATE)

*I/We the undersigned undertake that we have submitted a response in accordance with the following documents: [add/schedules as appropriate]
1.1
This ISDS Letter;

1.2
Schedule 1 - Instructions & Information for Bidders;

1.3
Schedule 2 – Information to be Provided in the Response;
1.4
Schedule 3 – Pricing Schedule
1.5
Schedule 4 – Form of Response;

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

	Signature:


	

	Name:
	
	(BLOCK CAPITALS)

	Designation:
	


Duly authorised to sign Responses for and on behalf of:

	Name of Bidder

	

	Nature of Firm

	

	Address


	

	Telephone No


	
	

	E-mail
	

	Date
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