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[bookmark: _Toc472682560]Introduction
This Invitation to Tender (ITT) relates to the Procurement to award a single Supplier Contract for the provision of a National Carers Passports Toolkit.
The procurement is being managed by the Department of Health on behalf of the Secretary of State for Health (the Authority).
The Contract will be for an initial 1 month period with options to extend for up to nine additional months. The Department of Health reserves the right to discontinue the tendering process and not to award the contract, and additionally to amend the delivery stage dates should this be necessary. Second stage subject to financial approval.
The Department of Health seeks to obtain value for money. To be eligible for consideration under the Price Evaluation assessment (see evaluation, section), the EP for a Bidder is expected to be below (NET) £150,000.
The procurement is managed in accordance with the open procedure under the Public Contracts Regulations 2015.  Any reference to specific Regulations shall refer to this instrument unless otherwise stated. The Procurement is being run as an accelerated procedure to support urgent health outcomes and associated benefits.
This ITT contains the information and instructions the Potential Provider needs to submit a Tender.  Please read this document carefully as failure to follow these instructions may result in the rejection of a Tender.  
The Terms of Participation at Attachment 2 will apply throughout this procurement.  Potential Providers are required to confirm acceptance of these terms in order to be included in this procurement exercise.
The Authority is using its e-Sourcing Portal, BMS, to manage this Procurement.  Tenders must be submitted via this portal.  All communications relating to the Procurement will conducted through this e-Sourcing Portal.
	
	
[bookmark: _Toc472325139][bookmark: _Toc472325210][bookmark: _Toc472682561]Quotations may only be uploaded via the Sourcing Home Page, using the ‘Actions’ window and selecting the ‘Create Quote’ option.

[bookmark: _Toc472325140][bookmark: _Toc472325211][bookmark: _Toc472682562]If you upload your quotation by any other method for example by using the ‘New Message/ Documents’ tab, the quotation will not be correctly linked to the ITT and your submission will be rejected.

[bookmark: _Toc472325141][bookmark: _Toc472325212][bookmark: _Toc472682563]The bid response is preferable in word format, in a zip file.










[bookmark: _Ref451937600]In order to ensure the primary contact receives messages in relation to this procurement (including responses to questions), Potential Providers should express interest by sending an online message via BMS using their primary login. Online messaging is accessible via the ‘Actions’ drop down in the top right hand corner of the screen.  Messages are only sent to Potential Providers who have expressed interest in this way.  





[bookmark: _Ref284694562][bookmark: _Toc472682564]OVERVIEW OF Invitation to tender
The following appendices accompany this ITT:
Attachment 1 – Instructions to Tenderers (this document)
Provides an introduction to the Procurement and signposts key information.
Attachment 2 – Terms of Participation
Sets out rights and obligations which apply to the Potential Provider and the Authority during this Procurement.
Attachment 3 – Service Description
A detailed description of the services that the Supplier will be required to supply to the Authority.
Attachment 4 – Contract for the provision of Services
Provides the contract document, including the conditions of Contract that will exist between the Authority and the Supplier.
Attachment 5 – Selection Questionnaire 
A template containing selection questions which the Potential Provider is required to complete and submit.
Attachment 6 – Award Questionnaire
A template containing award questions which the Potential Provider is required to complete and submit.
Attachment 7 – Pricing Matrix
A template requiring pricing detail which the Potential Provider is required to complete and submit.
2.1.8     Attachment 8 – Solution proposal evaluation matrix (table 2)
Tenders are assessed on how well they satisfy the technical evaluation criteria.  The relative importance of each criterion is established by giving it a percentage weighting so that all the weightings equal 100%.  The Evaluation Matrix (Table 2, attachment 8) provides details of the weightings that the Authority will use in assessing Tenderer proposals. Proposals will be scored using the marking scheme (table 1) shown on page 13 & 14 below.











[bookmark: _Toc472682565]The Contract
This Procurement is intended to result in the award of the Contract.  Once the Contract has been executed, the Potential Provider will become the Supplier.
This Contract is being offered under the Authority’s Conditions of Contract for the provision of Services (including the Schedules) available at Attachment 4.
The Conditions of Contract are non-negotiable.  Where clarification is sought during the clarification period on points of ambiguity or apparent error, the Authority may at its sole discretion make amendment. 
[bookmark: _Toc472682566]Requirements and contract value
A detailed description of the Services that a Supplier will be required to supply [if successful] is set out at Attachment 3 - Service Description and a short description is contained in the OJEU Contract Notice. 
The Services covered by this Procurement have not been sub-divided into Lots because the services need to be provided by one organisation, and the nature and value of the work does not necessitate being divided into lots.
The estimated value of the Contract is up-to a maximum of £150,000 net (see 1.3 above).
[bookmark: _Toc472682567]PROCUREMENT TIMETABLE 
The timetable for this Procurement is set out in the table below.
This timetable may be changed by the Authority at any time. The Potential Provider will be informed through the e-Sourcing Portal if changes to this timetable are necessary.
	DATE
	ACTIVITY

	23.01.2017
	Despatch of the OJEU Contract Notice 

	02.02.2017 – 15:00
	End of Clarification question period

	09.02.2017 – 15:00
	Tender return date and time (“Tender Submission Deadline”) 


	tbc
	Bidder Clarification Meetings, if required 

	20.02.2017
	Notification to unsuccessful and preferred
Bidders

	02.03.2017
	End of mandatory standstill (Alcatel) period

	03.03.2017
	Anticipated contract commencement date



[bookmark: _Toc472682568]questions AND CLARIFICATIONS
Potential Providers may raise questions or seek clarification regarding any aspect of this Procurement at any time prior to the Tender Clarification Deadline (02.02.2017 – 15:00). Questions must be submitted via the e-sourcing portal.
To ensure that all Potential Providers have equal access to information regarding this Procurement, the Authority will publish all its responses to questions raised by Potential Providers.   
At times the Authority may issue communications through the e-Sourcing Portal, therefore please ensure that the primary contact’s mailbox is reviewed on a regular basis and the ITT is checked regularly for any messages (i.e. within BMS).
[bookmark: _Toc472682569]Price
Prices should be submitted in pounds sterling inclusive of any expenses but should exclude VAT.
Potential Providers are required to enter a price within the e-sourcing portal which provides a total fixed price for the delivery of the requirement as well as providing a transparent breakdown within the price questionnaire
The basis of the price input should include all the costs for delivery to the address(es) the Authority requires. (This figure should be input in the price field when quoting).
[bookmark: _Toc472682570]Submitting a tender
To participate in this competitive tendering exercise, Potential Providers are required to submit a Tender which fully complies with the instructions in this ITT and its Attachments.  Potential Providers are strongly advised to read through all documentation first to ensure they understand how to submit a fully compliant Tender.
Potential Providers must submit their proposals/answer all questions via BMS, (the “e-Sourcing portal”) unless otherwise stated.  Tenders submitted by any other means will not be accepted.
Potential Providers should refer to the BMS e-Tendering Manual for guidance on how to use the e-Sourcing Portal.  Tenders must be uploaded via the Sourcing Home Page using the ‘Actions’ window and selecting ‘Create Quote’.  Documents uploaded using the ‘New Message/Documents’ tab are not correctly linked to the ITT and therefore will be rejected.
Should Potential Providers experience any technical difficulties uploading their Tender, they must contact the helpdesk on 0113 254 5777 prior to the Tender Submission Deadline.  The helpdesk is open Monday to Friday between 10.00am and 4.00pm excluding public and bank holidays.  
It is the Potential Provider’s responsibility to:
ensure that a fully compliant Tender is submitted
ensure that the latest versions of this document and its Attachments are used
allow plenty of time for the entering of responses into the e-Sourcing portal 
No additional attachments should be submitted with a Tender unless specifically requested by the Authority. 
A fully compliant Tender must adhere to the following instructions:
The Tender must be submitted in the English (UK) language.
All questions must be answered accurately and as fully as possible, within any word / character limits specified.
All pages of the Tender Response must be sequentially numbered (including any forms to be completed and returned). 
All Tenderers must submit their Tender Responses in a Microsoft Word compatible format.
Questions should not be answered by cross referring to other answers or to other materials (e.g. annual company reports located on a web site). Each question answered must be complete in its own right.
The Authority may disregard any part of a response to a question which exceeds the specified character limit (i.e. the excess will be disregarded, not the whole response). 
All Tenders must be received by the Authority before the Tender Submission Deadline.  Tenders received on or after the Tender Submission Deadline will be considered irregular and will be excluded from this Procurement. 
Potential Providers may modify and resubmit a Tender at any time prior to the Tender Submission Deadline.   
Potential Providers may withdraw from this Procurement by choosing not to submit a Tender by the Tender Submission Deadline. 
Tenders must remain valid and capable of acceptance by the Authority for a period of 90 days following the Tender Submission Deadline. 
[bookmark: _Toc431551147][bookmark: _Ref432578311][bookmark: _Toc472682571]CONTRACTING ARRANGEMENTS (Sub-contractORS AND GROUPS OF ECONOMIC OPERATORS)
It is important that Tenders accurately convey how Potential Providers will satisfy the minimum requirements for legal, economic, technical and professional capacity set out in the Selection Questionnaire (Attachment 5). The Authority needs clarity on how bids are structured in terms of organisations contributing to them.
[bookmark: _Ref286847545]The Authority welcomes Tenders from economic operators collaborating as a Group of Economic Operators or sub-contracting elements of their obligations.  Where one of these approaches is adopted the remaining provisions of this paragraph must be followed.
[bookmark: _Ref414958893]The Tender must be completed in the name and ‘voice’ of the economic operator or, in the case of a Group of Economic Operators, the members that would enter into a Contract with the Authority and assume liability for performance of the Contract.

[bookmark: _Ref286761748]Sub-Contracting Proposals
[bookmark: _Ref316390160]Only Sub-Contractors identified in the Tender will be able to provide Services through the Contract.
  Any organisation, group company, subsidiary, parent company, holding company, associated company, franchise or fellow franchisee, strategic partner or organisation in any other relationship with the Potential Provider must be identified as a Sub-Contractor in the Tender 
Where Potential Providers propose to use one or more Sub-Contractors, they should complete question 1.2(ii) in the Selection Questionnaire 
The Authority does not require all sub-contractors to be disclosed.  Only those sub-contractors who directly contribute to the ability to meet obligations under the Contract must be disclosed.  There is no need to specify sub-contractors supplying general services to you (such as window cleaners, lawyers, desktop software providers etc.)
Reliance on the capability and/or experience of one or more Sub-Contractors to demonstrate ability to provide the Services must be described in the Tender.  Potential Providers must clearly identify in responses to questions when it is relying on a Sub-Contractor.
[bookmark: _Ref286761761]Group of Economic Operator proposals:
If a Group of Economic Operators wishes to act jointly to provide the Services, it may do so with all parties signing the Contract and assuming joint and several responsibility for performance.  
The Authority may require the Group of Economic Operators to assume a specific legal form for the purpose of concluding the Contract.  In the case the Authority may require the members of the Group of Economic Operators to nominate a Guarantor for the single legal entity’s performance of the Contract.
A Lead Contact should be nominated to lead the bidding process and to complete the Tender on behalf of all the other members.  Details of the members of the proposed Group of Economic Operators and the percentage of contractual obligations assigned to each member are requested in question 1.2(i) of the Selection Questionnaire
Reliance on the capability and/or experience of one or more members of the Group of Economic Operators to demonstrate ability to provide the Services must be described in the Tender.  Potential Providers must clearly identify in responses to questions when it is relying on a member of the Group of Economic Operators and explain the member’s role, capability and experience as the context of the question requires.

[bookmark: _Ref320716532]Changes to the contracting arrangements
[bookmark: _Toc277947345]The Authority recognises that arrangements in relation to sub-contracting and Groups of Economic Operators may be subject to future change, and may not be finalised until a later date.  However, any changes to those arrangements may affect the ability to deliver the requirements. Potential Providers must tell us about any changes to the proposed sub-contracting or to the Group of Economic Operators. The Authority will assess the new information provided and reserves the right to exclude the Potential Provider prior to any award of contract.
[bookmark: _Ref432002788]
Terms of Participation
The Authority requires single-entity Potential Providers or Lead Contacts to confirm that any Sub-Contractor and/or member of a Group of Economic Operators has read, understood and complied with all the statements contained within the Terms of Participation (Attachment 2). 

[bookmark: _Toc472682572]EVALUATION METHODOLOGY & CRITERIA
In the interests of an open, fair and transparent assessment, this document sets out how the Authority intends to evaluate tender responses.  It outlines the evaluation criteria and respective weightings, as well as the evaluation methodology to be applied.  
The evaluation process for this procurement includes the new ‘standard Selection Questionnaire’ (SQ) that has been developed to simplify the supplier selection process for businesses, in particular smaller firms, across the public sector. The SQ is compliant with the European Single Procurement Document (ESPD). The standard Selection Questionnaire is as an attachment included with this procurement exercise, as part of the procurement document pack (see Attachment 5 – Selection Questionnaire). 
Submitted questionnaires (for the SQ stage – attachment 5) will be evaluated with a Pass or Fail score.  
[bookmark: _Toc472682573]EVALUATION PROCESS – the SQ, AND PROPOSAL ASSESSMENT
The diagram below summarises the process that will be used to select an appropriate Tenderer and award the contract for this procurement.  It should be noted that pricing is only taken into consideration should the technical / quality evaluation result achieve the threshold (as stated in paragraph 12.5 below).
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	ADMINISTRATIVE COMPLIANCE
The Authority will check each tender for completeness and compliance with the tender instructions.  The Authority reserves the right to reject any tenders it considers substantially incomplete, or non-compliant (each tender will be assessed on its own merit, according to the level/importance of omitted or non-compliant content).
LEGAL & COMMERCIAL COMPLIANCE – the SQ
The standard Selection Questionnaire (SQ – attachment 5) asks potential suppliers to initially self-declare their status against the exclusion grounds and selection questions. Usually we will only check the status of the winning supplier. This reduces the burden on unsuccessful suppliers and on organisations providing evidence for those checks and aligns with the process required in the PCR 2015 for the ESPD.
The standard Selection Questionnaire is structured in 3 separate parts:
Part 1 of the standard Selection Questionnaire covers the basic information about the supplier, such as the contact details, trade memberships, details of parent companies, group bidding and so on.
Part 2 covers a self-declaration regarding whether or not any of the exclusion grounds apply.
Part 3 covers a self-declaration regarding whether or not the company meets the selection criteria in respect of their financial standing and technical capacity.
The Selection Questionnaire can be found as one of the documents on the ‘BMS’ e-tendering system, attachment 5. The document must be completed and submitted as part of the overall bid response. We would usually accept a self-assessment of compliance with the exclusion and selection criteria at the early stages of procurement. The evidence is only required when the winning bidder(s) have been identified, or at an earlier stage if that is necessary to ensure the proper conduct of the procedure.
The Selection Questionnaire document provides more information and guidance on the requirement, and evaluation method, the Selection Questionnaire will be evaluated on a pass / fail basis.

PROPOSAL ASSESSMENT (attachment 6 – award Questionnaire)
The Authority uses a quality / price ratio to determine the outcome of its evaluation where quality (technical evaluation) and price are weighted and scored individually before being combined.  
Technical criteria are weighted and scored as a percentage of the maximum score available with a minimum quality threshold set.  
Price is scored as a percentage from the deviation of a Tenderer’s Evaluation Price from the mean (or average) Evaluation Price (see Section 13 – Price Evaluation)
A consolidation process between the quality and price scores is applied based on the weightings detailed in Section 15 (Consolidated View).

[bookmark: _Toc472682574]Technical evaluation
TECHNICAL EVALUATION – evaluation of the proposal (attachment 6 – award questionnaire)
Tenders are assessed on how well they satisfy the technical evaluation criteria.  The relative importance of each criterion is established by giving it a percentage weighting so that all the weightings equal 100%.  The Evaluation Matrix (Table 2, on attachment 8) provides details of the weightings that the Authority will use in assessing Tenderer proposals.
The Technical Evaluation will be carried out using Tenderer responses to attachment 6, award questionnaire, using the marking scheme (identified in Table 1 below).  
The scored responses are generally assessed out of a maximum of five (5). The
Evaluation Panel will not be allowed to give partial scores (for example 3.5); however, once all scores are aggregated, the technical scores will be rounded to two decimal places prior to consolidating with the price evaluation.
The Authority has set a minimum quality threshold for this procurement, therefore, those Tenderers that achieve a weighted score of two point eight five (2.85) (equivalent to 57% of the 100% available maximum score) or above, will be eligible for consideration of Contract Award by evaluation of the Tenderer pricing proposals.  Those tenders not achieving this threshold will be set aside and will not be considered further.
Pass / fail questions - Please note that question A4 (Mandatory requirements) and questions A5 i and A5 ii (conflict of interest) in the award questionnaire are evaluated as pass / fail questions. 
















Table 1 – Marking Scheme – (for scored solution proposal question responses) 

	Grade Label
	Grade
	Definition of grade

	Unacceptable
	0
	A wholly unsatisfactory Bidder response
that (where applicable):
Provides no response or
omissions/oversights that prevent scoring;
Refuses to deliver the requirement;
Creates concerns so significant that the
response would be detrimental to the
interests of DH

	Unsatisfactory
	1
	A generally unsatisfactory Bidder
response that (where applicable):
Does not address the question or has omissions;
Lacks understanding in significant areas:
Provides an approach which has significant gaps or creates concerns;
Shows that the level of confidence that the supplier can deliver is low; Creates uncertainty; Displays significant lack of commitment (with doubt as to the extent to which would translate into contractual terms)

	Weak
	2
	A weak Bidder response that (where
applicable):
Addresses some of the question but either lacks relevant information and detail or lacks substance in a manner that would suggest the response is a “model
answer”;
Demonstrates some understanding but with a lack of clarity in key areas;
Provides an approach which is not wholly appropriate or viable or lacks evidence;
Shows that the level of confidence that the supplier can deliver does not outweigh the doubt;
Does not address many areas of doubt and uncertainty;
Does not offer sufficient commitment

	Satisfactory
	3
	A satisfactory Bidder response that
(where applicable):
Addresses the majority of the question and is generally of a satisfactory standard but lacks substance or detail in some areas;
Demonstrates an understanding of what is being asked for;
Provides a satisfactory approach;
Offers a general level of confidence that the bidder will deliver the service (but with room for doubt in some areas);
Addresses some areas of doubt and uncertainty;
Provides some commitments that can be translated well into contractual terms;
The Bidder proposal demonstrates elements of a collaborative and or proactive solution

	Good
	4
	A good Bidder response that (where applicable):
Addresses all aspects of the question and is generally of a good standard;
Demonstrates a good understanding of what is being asked for;
Provides a worked-up methodical approach;
Offers confidence that the bidder will deliver the service in full with limited areas of doubt or uncertainty;
Addresses key areas of doubt and uncertainty;
Provides commitments that can be translated well into contractual terms;
The bidder proposal demonstrates a collaborative and or proactive solution.

	Excellent
	5
	A wholly excellent Bidder response that
(where applicable):
Addresses all aspects of the questions in an informed and comprehensive manner;
Demonstrates a thorough understanding of what is being asked for;
Provides evidence of how that understanding can be applied in practice;
Offers full confidence that the bidder will deliver the service in full;
Addresses the majority of areas of doubt and uncertainty;
Provides certain, unambiguous commitments or statements of intent that permit reliance through translation into contractual terms;
The bidder proposal demonstrates an embedded collaborative and or proactive solution.





Table 2: Technical Evaluation Matrix 
See attachment 8 - Solution proposal evaluation matrix (table 2) 




[bookmark: _Toc472682575]price evaluation

The price evaluation is carried out using the Evaluation Price (EP) for each Bidder
proposal. The Evaluation Price is the method by which Bidder proposals are
assessed on a like-for-like basis.
EP is calculated as follows:
· Whole of life cost (the total cost, as per attachment 7 (pricing schedule)
The Department of Health seeks to obtain value for money. To be eligible for
consideration under the Price Evaluation assessment, the EP for a Bidder is
expected to be below (NET):£150,000
13.1.3   Once the EP is calculated, the following steps are taken:
1. The average (i.e. the mean) EP across the Bidders that have achieved the
required technical/quality threshold identified in paragraph 7.4 above is
calculated;
2. The percentage difference between the Bidder EP and the average EP is
calculated;
3. The average EP is assigned an equivalent value of 50-points as a starting
point for each Bidder;
4. One point is deducted for each percentage point that a Bidder EP is above
the average EP; or
5. One point is added for each percentage point that a Bidder EP is below the
average EP.



13.1.4   In the event that the aggregate point score for a Bidder is negative, then the Bidder
score is restricted to 0 points. If however, the points score for a Bidder is greater
than 100 points then the price evaluation score for the Bidder will be limited to a
maximum of 100 points.
This aggregated point value is rounded to two decimal places, then carried forward
and used during the consolidation exercise.








13.1.5 The example below illustrates the process:
Step 1 of the price evaluation, table 1 -

	ELIGIBLE BIDDER
	EVALUATION PRICE
(EP)
	DIFFERENCE FROM
EPAVG (DIF)

	BIDDER A
	£ 1,000.00
	-£ 66.67

	BIDDER B
	£ 900.00
	-£ 166.67

	BIDDER C
	£ 1,300.00
	+£ 233.33

	ELIGIBLE BIDDER
	EVALUATION PRICE
(EP)
	DIFFERENCE FROM
EPAVG (DIF)

	MEAN EVALUATION PRICE (EPAVG)
	£ 1066.67
	



Step 2 of the price evaluation, table 2 - 
	ELIGIBLE BIDDER
	PERCENTAGE CHANGE
= (DIF ÷ EPAVG)× 100
	PRICE SCORE
= 50 ±(PC)

	BIDDER A
	- 6.250
	56.20

	BIDDER B
	- 15.625
	65.63

	BIDDER C
	+ 21.875
	28.13



The Price Score (as identified in Table 2) is taken forward and consolidated with the
Technical Evaluation.


[bookmark: _Toc472682576]BIDDER CLARIFICATION MEETING
14.1. Following the assessment of the tender proposals, the Authority (at its sole
          discretion) may invite Bidders to a clarification meeting. If required this will take
          place between receipt of tenders and announcement of successful tender. It is
          anticipated that Bidders will be provided with at least two (2) days’ notice if a meeting
          is to be required.
14.2.  If the Authority decides to hold a clarification meeting the number of Bidders to be
          invited will be determined by the Authority in its sole discretion, however, the
         minimum number of Bidders to be invited to a clarification meeting for each lot shall
         be two (2).
14.3. Bidders will be invited to give a presentation on their proposals. Key personnel in
         the delivery should attend and be involved in all aspects of the meeting.
14.4. The purpose of the meeting is to gain a greater understanding of a proposals and
         will generally take the form of a short presentation (by the Bidder) followed by a
        question and answer session.
14.5. Bidders can either accept or decline a request for such a meeting. However, it is in
         the interests of the Bidder to attend and provide additional confidence in its
         proposals to the Authority.
14.6. Although not scored on a separate basis, the session will be used to confirm the
         technical / quality score assessments of the tender evaluation. As such, scores
         achieved during the written tender evaluation may be adjusted (up or down) and the
        consolidated score of a Bidder amended.
14.7. The Authority has set aside the following dates for accommodating potential
[bookmark: _Toc472325155][bookmark: _Toc472325226][bookmark: _Toc472682577]clarification meetings: tbc


[bookmark: _Toc472682578]consolidated view
15.1. Tenders will be evaluated on both technical criteria and price. To ensure the relative
         importance of both categories are reflected correctly in the overall score, a weighting
         system has been applied to each part. 
15.2. The Technical Evaluation forms 70%, whilst the Price Evaluation 30% of the final
        score.
15.3. As an example, using a technical score of 60% of the available maximum technical
         evaluation score and a price score of 50 (which is equivalent to an Evaluation Price
        equalling the mean Evaluation Price i.e. EP = EPAVG) would equate to the following:

Table 3: Consolidation Calculation

	EVALUATION AREA
	CALCULATION

	Technical score
(As percentage of maximum)
	60 x 70% = 42

	Price score
(As percentage difference from mean)
	50 x 30% = 15 

	Consolidated Score
	= 57








15.4      The successful Bidder will be that which fulfils the following criteria:

(i) Has an Evaluation Price that is less than the figures in 13.1.2 above (i.e. below £150,000)
(ii) Has a Technical Score that is greater or equal to (see paragraph 12.5 above);
and
(iii) Has the highest combined score across those Bidders that satisfy the criteria
Shown in (i) & (ii) above.

        CONTRACT AWARD
       
        The Contract will be awarded based on the offer that is the most economically
        advantageous to the Authority. For the purposes of this procurement, this is defined
as the highest consolidated score (achieved in the manner described above).

Please note that the Department of Health reserves the right to discontinue the tendering process and not to award the contract, and additionally to amend the delivery stage dates should this be necessary.






[bookmark: _Toc472682579]GLOSSARY 
In this ITT the following words and phrases have the following meanings:
“Authority” means Department of Health on behalf of the Secretary of State for Health;
“Business Management System” or “BMS” means the online tender management system which is being used by the Authority for this Procurement which can be found at https://www.gov.uk/government/organisations/department-of-health/about/procurement  
“Contract” has the meaning set out in Part 3 (Terms and Conditions of Contract);
“e-Sourcing Portal” means the same as Business Management System or BMS;
“Group of Economic Operators” means a group of economic operators acting jointly and severally to provide the Services;
 “Invitation to Tender” or “ITT” means this invitation to tender document and all related documents published by the Authority in relation to this Procurement;
“Lead Contact” means the member of the Group of Economic Operators who is authorised in writing by each of the other members to that Group of Economic Operators to provide the Tender (including the responses to the Selection Questionnaire and the Award Questionnaire)
“Marking Scheme” means the range of marks that may be given to a Potential Provider depending on the quality of its response to a question which is located in the boxes below the applicable question;
“Minimum Quality Threshold” means the threshold at which those tenders not achieving this threshold will be set aside and will not be considered further.;
 “Potential Provider” means a company that submits a Tender in response to the Invitation to Tender;
“Procurement” means the process used to establish a Contract that facilitates the provision of National Carers Passports Toolkit
“Sub-Contractor” means a third party which: 
· provides the Services (or any part of them); 
· provides facilities or services necessary for the provision of the Services (or any part of them); and/or
· is responsible for the management, direction or control of the Services (or any part of them);
pursuant to any contract or agreement (or proposed contract or agreement), other than the Contract;
“Supplier[s]” means the Potential Provider[s] with whom the Authority has concluded the Contract;
“SME” means an organisation or entity:
· having less than 250 employees; and
· having an annual turnover of less than forty million pounds (£40,000,000); or
· having a balance sheet of less than thirty five million pounds (£35,000,000); and
· is totally independent of other enterprises; or
· holds less than 25% of the capital or voting rights in one or more other enterprises and other enterprises do not each own more than 25% of its capital or voting rights;

“Tender Clarifications Deadline” means the time and date set out in paragraph 4 for the latest submission of clarification questions;
“Tender Submission Deadline” means the time and date set out in paragraph 4 for the latest uploading of Tenders; and
“Tender” means the Potential Provider’s formal offer in response to the Invitation to Tender.
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	Note to bidders, document completion  – 


As part of your bid response, you will need to complete and submit the following documents – 


Attachment 5 – The Selection Questionnaire



Attachment 6 – The Award Questionnaire



Attachment 7 –The  Pricing Matrix


Please do not supply any additional information that has not been asked for, for example marketing or promotional material.
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