Invitation to Offer for providing 

National Institute for Health and Care Excellence 
Manchester Office Cleaning Services
Period of contract:  1 June 2018 to 31 March 2021   
Thank you for your expression of interest in providing National Institute for Health and Care Excellence (NICE) with Manchester Office and Window Cleaning
To that outcome please find attached the Invitation to Offer package which comprises the following documents and those marked “*” must be completed and returned with the tender:

· This covering letter

· Specification of requirement document 

· Contract containing Terms and Conditions 

· Form of Offer

· Site Viewing Form

· Competing interests form*

· Confidentiality agreement*

· Redaction requests form*

· Terms and Conditions queries*
· Site layout plans

· Tender submission checklist 

Offers are invited subject to the terms of this letter and also to the requirements for the supply of the services detailed in the Requirements Specification in accordance with and under a Contract to be concluded with the successful offeror, the Terms and Conditions.
NICE does not bind itself to accept the lowest or any offer and reserves the right to accept an offer either in whole or in part, each item being for this purpose treated as offered separately.  NICE reserves the right to amend the specification at any time prior to the stated deadline.  NICE is not liable for any costs whatsoever bidders incur in participating in this procurement.

Tenderers must express an interest no later than 5pm UK time on 27th February 2018, by emailing Gillian Watson at gillian.watson@nice.org.uk. Failure to submit an expression of interest (EOI) by the above time and date will result in your tender being rejected.

You will receive an acknowledgement of your EOI together with Transfer of Undertakings Protection of Employment (TUPE) data to assist you with your preparation of your proposal.

I would like to draw your attention to the following important points when completing and submitting your offer:

1. All offers must be written in English.
2.  All offers must be submitted in accordance with the documentation provided herein. This must not be amended in any way. 
All offers must be submitted electronically by email with the subject title Manchester Office Cleaning Services tender to: contract.bids@nice.org.uk and be received by NICE by 12 noon UK time on 26th March 2018.  No hard copy of your proposal is required.

3. The enclosed Form of Offer and the Requirements Specification document are where all the requirements for completing and submitting an offer can be found.  Failure to comply with these instructions may result in your offer being rejected.

The Form of Offer must be submitted in hard copy and addressed to:-

Manchester Office Cleaning Services tender

Gillian Watson

Senior Procurement Officer

National Institute for Health and Care Excellence, 

City Tower, Level 1A

Piccadilly Plaza, 

Manchester, M1 4BT 

United Kingdom

The Form of Offer must be returned by post to the above address by 12 noon UK time on 26th March 2018. The envelope must not identify the name of your company.

4. The Site Viewing will take place at 2:30pm on Monday 5th March 2018 and last for about 1 hour. All tenderers must attend this site viewing and your intention to attend the site viewing must be confirmed in the Site Viewing Form to be included in your email to express interest in tendering.  Those who tender and do not attend the site viewing will not be will not be taken through to the tender assessment.

5. Before the offers are submitted, those wishing to tender may have specific questions and queries regarding the process, the policy or the arrangements with NICE. Under our procurement arrangements NICE has to ensure that all applicants receive equal treatment and we will share all information requests and responses with all applicants. Consequently all questions and queries regarding this invitation to offer must be submitted by email to Gillian Watson at gillian.watson@nice.org.uk by 5pm UK time on 27th February 2018..
Responses to questions will be issued by NICE by 5pm UK time on 28th February 2018.
6. Where applicable, applicants who have been successfully short listed will be informed on 17th April 2018, and interviews will be provisionally held 24th April 2018 however all dates are subject to change. Bidders are required to keep 24th April 2018 free in calendars. 
NICE aims to inform you of the outcome of your application by 24th April 2018.

Please note that that there will be no telephone or informal or other kind of discussion between potential tenderers and officers or directors of NICE after this initial document is dispatched.

Finally please confirm receipt of the tender documentation and your intention to bid by email to gillian.watson@nice.org.uk
Yours faithfully,

Gillian Watson

Senior Procurement Officer
