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1. [bookmark: _Toc528750695]Welcome
1.1. [bookmark: _Toc528743398][bookmark: _Toc528750696]We invite you to bid in this competition for the provision of Press Office Services. Our bid pack comes in two main parts:
1.1.1. [bookmark: _Toc528750697]Attachment 1 - About the procurement – what the opportunity is, who can bid, the timelines for this competition and how to ask questions. Plus:
· [bookmark: _Toc528750698]Making the competition work - sets out the rules of this competition
· [bookmark: _Toc528750699]How the contract works - what’s in a contract
1.1.2. [bookmark: _Toc528750700]Attachment 2 - How to bid – guidance on the selection and award questionnaires and how we will assess your bid. Register on our e-Sourcing Suite via https://crowncommercialservice.bravosolution.co.uk/web/login.html?_ncp=1565166818902.98832-1 if you are not already registered. You must use our e-Sourcing suite to make your bid.
1.2. [bookmark: _Toc528750701]There are 3 additional attachments to this Bid Pack:
1.2.1. [bookmark: _Toc528750703]Attachment 3 Statement of Requirements
1.2.2. [bookmark: _Toc528750704]Attachment 4 Price Schedule
1.2.3. [bookmark: _Toc528750705]Attachment 5 Terms and Conditions
1.3. [bookmark: _Toc528750706]Make sure you read all the attachments. The guidance, information and instructions that we provide are there to help you to make your best bid.
1.4. [bookmark: _Toc528750707]If anything isn’t clear, see 5. ‘When and how to ask questions’.
2. [bookmark: _Toc528750708]The Opportunity
2.1. [bookmark: _Toc528750709]This Procurement will establish a single Supplier Contract for the Provision of Press Office Services. The Services are described in detail within Attachment 3, Statement of Requirements.
2.2. [bookmark: _Toc528750710][bookmark: _GoBack]The contract will be for an initial 2 year 6 month period (14th January 2021 – 13th July 2023) with no additional extension options. 
2.3. [bookmark: _Toc528750711]The maximum contract value is up to £102,750 Ex-Vat. 
2.4. [bookmark: _Toc528750712]This Contract will be between the successful Supplier and the Contracting Authority (not the Crown Commercial Service (CCS), the Agent). 
2.5. [bookmark: _Toc528750713][bookmark: _4c9wwebqijcb]The Contract is being offered under Crown Commercial Service Standard Terms and Conditions for Services which will govern any resultant Contract.
2.6. [bookmark: _Toc528750714][bookmark: _st6ugtes80cz]The Agent is managing this Procurement in accordance with the Public Contracts Regulations 2015. This is a call off contract and as such the Contracting Authority cannot guarantee volumes of work.
2.7. [bookmark: _Toc528750715]The Contracting Authority are seeking proposals for a supplier to provide specialist press office services and media handling skills on the basis of 24/7 cover. Further details can be found within the Attachment 3 – Statement of Requirements document. 
3. [bookmark: _Toc528750716]What You Need To Know
3.1. [bookmark: _Toc528750717]What ‘We’ and ‘You’ Means
3.1.1. [bookmark: _Toc528750718]When we use ‘CCS’, ‘we’, ‘us’ or ‘our’ we mean the Crown Commercial Service.
3.1.2. [bookmark: _Toc528750719]When we use ‘Contracting Authority’, ‘Customer’, ‘Authority’ or ‘Client’ we mean the specific department/organisation who the goods/services will be delivered to and to whom you will enter into any subsequent contracts.
3.1.3. [bookmark: _Toc528750720]When we use ‘you’ or ‘your’ we mean your organisation, or the organisation you represent, in this competition.
3.1.4. [bookmark: _Toc528750721]We are procuring on behalf of the Contracting Authority for this requirement.
3.1.5. [bookmark: _Toc528750722]The Public Contracts Regulations 2015 (“the Regulations”) regulate how we procure. This means that we and you have to follow processes that are fair, transparent and equitable for all bidders.

3.2. [bookmark: _Toc528750723]Who Can Bid
3.2.1. [bookmark: _Toc528750724]We are running this competition as an open opportunity. This means that any interested parties can submit a response within the following parameters:
3.2.2. [bookmark: _Toc528750725]Option 1 - You can submit a bid as a single legal entity.
This will result in a single contract with yourself as the recognised supplier. You are able to bid with named subcontractors to deliver parts of the requirements. 
[bookmark: _Toc528750726]We recognise that subcontracting plans can change. You must tell us about any changes to the proposed subcontracting as soon as you know. If you do not, you may be excluded from this competition.
3.2.3. [bookmark: _Toc528750727]Option 2 - You can submit a consortia bid
[bookmark: _Toc528750728]This involves working with other legal entities to form a consortium. You must choose a lead member who will submit the bid on behalf of the consortium and act as lead contact throughout the procurement.
[bookmark: _Toc528750729][bookmark: _Toc528750730]This will result in a single contract to the consortium formed. The bid may still include named subcontractors to deliver parts of the requirements. 
3.2.4	We recognise that subcontracting and consortium plans can change. You must tell us about any changes to the proposed subcontracting or to the consortium as soon as you know. If you do not, you may be excluded from this competition. This applies to single entity and consortium bids.
4. [bookmark: _Toc528750731]Timelines for the Competition
4.1. [bookmark: _Toc528750732]These are our intended timelines. We will try to achieve these but, for a range of reasons, dates can change. We will tell you if and when timelines change.
	DATE
	ACTIVITY

	Monday
30th November 2020
	Publication of Procurement/Contracts Finder Notice inclusive of Launch of e-Sourcing event

	Monday
30th November 2020
	Clarification period starts

	11:00
Tuesday
8th December 2020
	Clarification period closes (“Bid Clarification Deadline”)

	Wednesday
9th December 2020
	Deadline for the publication of responses to Clarification questions

	11:00
Monday 
21st December 2020
	Deadline for submission of Bid(“Bid Submission Deadline”)

	Monday 
21st December 2020
	Commencement of Evaluation Process

	Monday
11th January 2021
	Proposed Award Date of Contract

	Thursday
14th January 2021
	Expected execution (signature) date for Contract

	Thursday
14th January 2021
	[bookmark: _mu5g4nah1bb6]Expected commencement date for Contract


5. [bookmark: _35nkun2][bookmark: _Toc528750733]When and How to Ask Questions
5.1. [bookmark: _Toc528750734]We hope everything is clear after you’ve read this bid pack. 
5.2. [bookmark: _Toc528750735]If you have any questions you need to ask them as soon as possible after the procurement event is published. This is because we have a set deadline for submitting questions – the clarifications questions deadline (Refer to timelines for competition above). This gives you the chance to check that you understand everything before you submit your bid. 
5.3. [bookmark: _Toc528750736]You need to send your questions through the e-Sourcing Suite. This is the only way we can communicate with bidders. Try to ensure your question is specific and clear. Do not include your identity in the question. This is because we publish all the questions and our responses to all bidders. 
5.4. [bookmark: _Toc528750737]If you feel that a particular question should not be published, you must tell us why when you ask the question. We will decide whether or not to publish the question and response.
5.5. [bookmark: _Toc528750738]Remember that you can ask us questions about the competition but please do not attempt to ‘negotiate’ the terms. All contract awards will be subject to the terms and conditions identified in this Bid Pack.
6. [bookmark: _Toc528750739]Making the Competition Work
6.1. [bookmark: _Toc528750740][bookmark: _z337ya]We run our competitions so that they are fair and transparent for all bidders. This section sets out the rules of this competition. 
6.2. [bookmark: _Toc528750741]What you can expect from us
6.2.1. [bookmark: _Toc528750742][bookmark: _3j2qqm3]We will not share any information from your bid with third parties, apart from stakeholders in the competition, which you have identified as being confidential or commercially sensitive. However, we may share this information but only in line with the Regulations, the Freedom of Information Act 2000 (FOIA) or any other law as applicable. 
6.3. [bookmark: _Toc528750743]What we expect from you
6.3.1. [bookmark: _Toc528750744]You must comply with the rules in this Bid Pack and any other instructions given by us. You must also ensure members of your consortium (if relevant), group companies, subcontractors or advisers comply.
6.3.2. [bookmark: _Toc528750745]You may:
· [bookmark: _Toc528750746]Submit one bid 
· [bookmark: _Toc528750747]Your bid must remain valid for 90 days after the bid submission deadline. 
· [bookmark: _Toc528750748][bookmark: _1y810tw]You must submit your bid in English and through the e-Sourcing Suite only.
6.4. [bookmark: _Toc528750749]Involvement in multiple bids
6.4.1. [bookmark: _Toc528750750]If you are connected with another bid for the same requirement or the same Lot, we may make further enquiries. For example, where you either submit a bid:
· [bookmark: _Toc528750751]In your own name and or as a subcontractor and or as a member of a consortium connected with a separate bid
· [bookmark: _Toc528750752]In your own name which is similar to a separate bid from another bidder within your group of companies
6.4.2. [bookmark: _Toc528750753]This is so we can be sure that your involvement doesn’t cause:
· [bookmark: _Toc528750754]Potential or actual conflicts of interest
· [bookmark: _Toc528750755]Supplier capacity problems
· [bookmark: _Toc528750756]Restrictions or distortions in competition
6.4.3. [bookmark: _Toc528750757][bookmark: _4i7ojhp]We may require you to amend or withdraw all or part of your bid if, in our reasonable opinion, any of the above issues have arisen or may arise.
6.5. [bookmark: _Toc528750758]Contracting arrangements
6.5.1. [bookmark: _Toc528750759][bookmark: _2xcytpi]Only you or, as applicable, your subcontractors (as set out in your bid) or consortium members (if relevant) can provide goods and/or services through the contract. 
6.6. [bookmark: _Toc528750760]Contracting arrangements for consortia
6.6.1. [bookmark: _Toc528750761]We may ask / will require a consortium to form a specific legal entity when signing a contract. We may also need a member to sign a guarantee for the legal entity.
6.6.2. [bookmark: _Toc528750762][bookmark: _1ci93xb]Otherwise, each member will sign the contract with joint and several liability. It is not possible for two or more members to sign a contract without joint and several liability.
6.7. [bookmark: _Toc528750763]Bidder conduct and conflicts of interest
6.7.1. [bookmark: _Toc528750764]You must not attempt to influence the contract award process. For example, you must not ever directly or indirectly:
· [bookmark: _Toc528750765]Collude with others over the content and submission of bids. However, you may work in good faith with a proposed partner, supplier, consortium member (if relevant) or provider of finance.
· [bookmark: _Toc528750766]Canvass our staff or advisors about this competition.
· [bookmark: _Toc528750767]Try to get information from any of our, and/or Contracting Authority staff or advisors about another bidder or bid.
6.7.2. [bookmark: _Toc528750768][bookmark: _3whwml4]You must ensure that no conflicts of interest exist between you and us/Contracting Authority. If you do not tell us about a known conflict, we may exclude you from the competition. We may also exclude you if a conflict cannot be dealt with in any other way.
6.8. [bookmark: _Toc528750769]Confidentiality and Freedom of Information
6.8.1. [bookmark: _Toc528750770]You must keep the contents of this Bid Pack confidential (including the fact that you have received it). This obligation does not apply to anything you have to do to:
· [bookmark: _Toc528750771]Submit a bid
· [bookmark: _Toc528750772][bookmark: _2bn6wsx]Comply with a legal obligation
6.9. [bookmark: _Toc528750773]Publicity
6.9.1. [bookmark: _Toc528750774][bookmark: _qsh70q]You must not publicise the deliverables or the award of any contract unless the Contracting Authority have given written consent. For example, you are not allowed to make statements to the media about any bid or its contents.
6.10. [bookmark: _Toc528750775]Our rights
6.10.1. [bookmark: _Toc528750776]We reserve the right to:
· [bookmark: _Toc528750777]Waive or change the requirements of this Bid Pack from time to time without notice
· [bookmark: _Toc528750778]Verify information, seek clarification or require evidence or further information about your bid
· [bookmark: _Toc528750779]Withdraw this Bid Pack at any time, or re-invite bids on the same or alternative basis
· [bookmark: _Toc528750780]Choose not to award any contract or Lot as a result of the competition
· [bookmark: _Toc528750781]Choose to award different Lots at different times
· [bookmark: _Toc528750782]Make any changes to the timetable, structure or content of the competition
6.10.2. [bookmark: _Toc528750783]Exclude you if: 
· [bookmark: _Toc528750784]You submit a non-compliant bid
· [bookmark: _Toc528750785]Your bid contains false or misleading information
· [bookmark: _Toc528750786]You fail to tell us of any change in the contracting arrangements between bid submission and award
· [bookmark: _Toc528750787]The change in the contracting arrangements would result in a breach of procurement law
· [bookmark: _Toc528750788]For any other reason provided in this Bid Pack 
· [bookmark: _Toc528750789][bookmark: _3as4poj]For any reason set out in the Public Contracts Regulations 2015 
6.11. [bookmark: _Toc528750790]Consequences of misrepresentation
6.11.1. [bookmark: _Toc528750791]If a serious misrepresentation by you induces us the Contracting Authority enter into a contract with you, you may be:
· [bookmark: _Toc528750792]Excluded from bidding for contracts for three years, under regulation 57(8)(h)(i) of the PCR 2015
· [bookmark: _Toc528750793]Sued by the Contracting Authority for damages, and the Contracting Authority  may rescind the contract under the Misrepresentation Act 1967
6.11.2. [bookmark: _Toc528750794]If fraud, or fraudulent intent, can be proved, you may be prosecuted and convicted of the offence of fraud by false representation under s.2 of the Fraud Act 2006, which can carry a sentence of up to 10 years or a fine (or both).
6.11.3. [bookmark: _Toc528750795][bookmark: _1pxezwc]If there is a conviction, then your organisation must be excluded from procurement for five years under reg. 57(1) of the PCR 2015 (subject to self-cleaning).
6.12. [bookmark: _Toc528750796]Bid costs
6.12.1. [bookmark: _Toc528750797][bookmark: _49x2ik5]We will not pay your bid costs for any reason, for example if we terminate or amend the competition. 
6.13. [bookmark: _Toc528750798]Warnings and disclaimers
6.13.1. [bookmark: _Toc528750799]Neither us nor the Contracting Authority will be liable for:
· [bookmark: _Toc528750800]Where parts of the Bid Pack are not accurate, adequate or complete
· [bookmark: _Toc528750801]For any written or verbal communications
6.13.2. [bookmark: _Toc528750802]You must carry out your own due diligence and rely on your own enquiries.
6.13.3. [bookmark: _Toc528750803][bookmark: _2p2csry]This Bid Pack is not a commitment by us or the Contracting Authority to enter into a contract.
6.14. [bookmark: _Toc528750804]Intellectual Property Rights
6.14.1. [bookmark: _Toc528750805]The Bid Pack remains our property. You must use the Bid Pack only for this competition.
6.14.2. [bookmark: _Toc528750806]You allow us to copy, amend and reproduce your bid so we can:
· [bookmark: _Toc528750807]Run the competition
· [bookmark: _Toc528750808]Comply with law and guidance
· [bookmark: _Toc528750809]Carry out our business
6.14.3. [bookmark: _Toc528750810][bookmark: _vos8ie5lunkd]Our advisors, subcontractors and other government bodies can use your bid for the same purposes.
7. [bookmark: _Toc528750811][bookmark: _m4re6n6k60kn]Lot Structure
7.1. [bookmark: _Toc528750812]The Services covered by this Procurement have:
7.1.1. Not been sub-divided into Lots, because one supplier is required to have oversight of all deliverables to ensure a successful service. 
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