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Instructions to Tender 
1. The closing date and time for the receipt of Tenders is HH:MM hours on Day, DD/MM/YYYY.

2. No Tender will be accepted unless it is enclosed in a plain envelope bearing the special distinctive label, which is supplied with these Tender documents.

3. Tender envelopes should be properly sealed and addressed to the Contract Compliance Officer and either sent by post bearing the correct postage or delivered by hand to the specified address. Organisations delivering by hand should ensure that they are given a receipt for their tender from Reception Staff.
4. Where Organisations propose using a courier or carrier service for the delivery of their Tender submission, they must ensure that any consignment bag used is very clearly marked up as being a Tender and for the attention of the Contract Compliance Officer. 

5. Proof of posting will not be accepted as proof of delivery if the Tender fails to arrive at the address shown on the Tender envelope label before the closing date and time fixed for the receipt of the Tender. 
6. Disputes on the timing of tenders delivered by hand or courier will only be investigated on the production of an official receipt/signature.

7. Failure to comply with any of the foregoing requirements may render a Tender liable to disqualification.

8. Ensure that all documents in the tender pack that are identified for completion by the tendering organisation are completed and submitted with the tender.

9. Ensure that any other information that has been requested to support your company’s tender has been included, failure to return all documents requested will be deemed as a non compliant tender. 

10. Organisations should provide 2 hard copies and 1 electronic copy (Memory Stick) of all tender documents under cover of the Tender Return Label.  The electronic copy is an addition to the hard copy.  Only hard copy submissions will be accepted. 
11. All pages of the issued document must be returned within your Tender submission. Please do not to remove any pages from the tender document as all pages are required to form the final contract.

12. Submissions should consist of: 
(subject to change depends on tender documents)
· A completed ITT document
· Conditions of Contract
· Conditions of Tender
· A completed Tender Checklist
· Supporting information (Parts A,B, C, D & E)

· Any other Supporting documentation
13. Questions

Any questions relating to the Tender Documents should be submitted in writing, or by email, to the contact identified in point 16 before HH:MM on DD/MM/YYYY.
All questions will be considered by the Council, and where appropriate, responses shall be provided by the date detailed in the Tender Timetable below. However, the final decision to answer any question shall be purely at the discretion of the Council.

All questions and responses, which are considered by the Council to be of a substantive nature, will be formally distributed to all organisations in a Query Log by the date detailed in the Tender Timetable below.  As necessary, documents relating to questions and responses shall be anonymous to protect the organisations identity.

Any questions that are of a sensitive nature must be clearly identified as such on submission.

14. Tender Timetable and Award of Contract

	Tender issue date
	DD/MM/YYYY

	Submission of questions by:
	DD/MM/YYYY – HH:MM

	Response to questions by:
	DD/MM/YYYY

	Tender Response deadline:
	DD/MM/YYYY – HH:MM

	Initial Evaluation by:
	DD/MM/YYYY

	Notification of Award of contract 
	DD/MM/YYYY

	Standstill Period
	DD/MM/YYYY-DD/MM/YYYY

	Award of Contract:
	DD/MM/YYYY


These dates are all provisional and may be subject to change depending on the volume of responses.

15. Tender Assessment

Tender submission will be assessed in the following main ways:

Compliance

The Council will examine submissions for completeness and compliance against the requirements of the Tender documentation, including the Instructions to Tender. The Council may seek clarification where necessary.

Prior to detailed assessments, the Council will determine whether a submission substantially fulfils the requirements of the Tender documentation. The Council reserves the right to reject any submission determined as not substantially fulfilling such requirements.
As part of the assessment the following 3rd parties will be consulted:

· The Council’s Accountancy department to carry out an assessment of financial information provided
· The Council’s Risk Manager for assessment of the insurance information provided

16. Contacts and Queries

For audit purposes, communication should be made in writing by email wherever possible.

	Name:
	

	Position:
	

	Telephone:
	

	Email:
	(Insert same email address as detailed in the RFQ)
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