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This Invitation to tender is subject to the following Instructions to Tenderers:

1	Confidentiality

The Tenderer (whether his Tender is accepted or not) and all other recipients of the Specification and documents (whether they submit a tender or not) shall treat the details of the Specification and the documents attached hereto as private and confidential and shall not disclose the details to any party.

2	Costs and Expenses

The University of East London will not be responsible for, or pay for, expenses or losses, which may be incurred by a Tenderer in the preparation of this tender.

3	Conditions of Contract

Tenders shall be submitted in accordance with Schedule 3 –Conditions of Contract and if any other Conditions are attached to or referred to in the Tenderer’s Offer, the Tenderer should declare that such Conditions are entirely withdrawn. 

4	Alterations 

Tenders submitted must be strictly in accordance with the Tender Documentation. The Tenderer may alter none of the documents. Should you discover any discrepancies therein, or be in any doubt as to the meaning thereof, you should at once notify Richard Pennington at r.j.pennington@uel.ac.uk

All such matters are to be cleared within the tender period.

5	Incomplete Tender 

Tenders may not be considered if the complete information called for is not provided at the time of tendering. Tenders delivered after the time and date stipulated may at our sole discretion be returned unopened.

6	Tender Returns

Tenders must be returned as detailed below, including a signed copy of The Form of Tender. Any envelopes that in any way identify the Tenderer may not be considered.

Where tenderers supply supporting information, this shall be submitted in a form, which facilitates copying, and distribution.
The Tender must be parcelled, securely sealed and correctly addressed as follows: 
Procurement Office 
SD 2.06
University of East London
4-6 University Way
London
E16 2RD
Completed tenders must be received by noon on 6 January 2017
The words "TENDER FOR PROSPECTUS PRINT JANUARY 2017 – TEN 2017/2” should be added above the name and address.
Failure to follow these instructions may render the Tender invalid.
Tenderers are required to provide 1 hard, bound copy of their tender response and an electronic version capable of being accessed using conventional software, for example, Microsoft Word or Adobe Acrobat, on CD or memory stick.

7	Tender Evaluation 

Tenders will be evaluated based on the following criteria as outlined in Schedule 4 – Tender Submission:

	Award Criteria
	Weighting

	Pricing
	70%

	Quality
	30%



8         Timetable

[bookmark: _GoBack]Tender return date 6 January 2017
Contract award w/c 9 January 2017

9	Reserve of Right of Awarding the Tender

The University of East London does not bind itself to accept the lowest or any tender. 

10	Queries

Any queries regarding this Invitation to Tender should be made to Richard Pennington by e-mail at r.j.pennington@uel.ac.uk. Please register your interest so that you are informed of all questions and answers.
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