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Invitation to Tender: Resource Loan Management System


Invitation Letter LAU_CP_0418




Dear supplier,

Purpose of the Tender:

Leeds Arts University is planning to purchase Resource Loan Management software in 2018.

Contract Duration:

The initial period of the contract will be for 3 years and then increased in annual increments or any duration at the University’s sole discretion and subject to satisfactory contract performance. Any part of the contract shall be by mutual agreement between the Contractor and Leeds Arts University and may be terminated by one month’s written notice.

Basis of Price:

The contract is to be awarded on a fixed price basis (fixed for 3 years).

Invitation to tender:

You are invited by Leeds Arts University to submit a tender for the above contract.

This invitation to tender letter forms part 1 of the invitation to tender documentation, and provides guidance about the tender documents, and how each should be completed.

If you do not wish to submit a tender, you are kindly requested to inform Leeds Arts University of the reasons why.

The schedule below constitutes the invitation to tender documentation.

1. Invitation to Tender Letter.
2. ITT Questionnaire.
3. Terms and Conditions of Purchase.
4. Specification and Supplier Response Document.

Forms of Tender:

Document 2, ITT Questionnaire includes the form of tender by the tendering contractor to indicate that they understand the tender, accept the terms and conditions of the contract, and other requirements of participating in the tender exercise.



Terms and Conditions of Purchase:

Document 3, Leeds Arts University terms and conditions of purchase will apply to this contract.

Specification and Supplier Response:

Document 4, this document provides details of the goods and services Leeds Arts University is seeking to purchase and space for you to complete your response, including the pricing element.

Responding:

Submit your bid ensuring you include the ITT Questionnaire and Specification and supplier response document via tenders@leeds-art.ac.uk

Tenders must be received in accordance with the published tender timetable.

Clarifications:

Tenderers with questions relating to the tender must submit them through the email address tenders@leeds-art.ac.uk in accordance with the timetable stated in this letter. Answers to questions will be made visible to all Tenderers and will be provided, where possible, within 72 hours of the original question being received.

Leeds Arts University reserves the right to seek clarification from any tenderer during the evaluation period. This may be in writing or by means of a clarification meeting. This is to help the University in its consideration of the tenders. If, following the clarification process, the outcome is considered unsatisfactory or the clarification process fails to verify the information provided, Leeds Arts University reserves the right not to proceed with a tender award.

Incomplete Response:

Failure to provide any or all of the information requested may result in your tender being deemed non-compliant and therefore not considered.

Late Response:

Failure to provide any or all of the information requested in advance of the tender return deadline may result in your tender being deemed non-compliant and therefore not considered.



Consortium Bid:

Organisations wishing to tender jointly as a group or consortium should clearly nominate the lead representative company. Separate tenders from individual firms that are also tendering as part of a consortium, group or other collaborative venture will not be accepted.

Reserve of Right:

Leeds Arts University does not bind itself to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the Tenderer expressly stipulates otherwise on the tender. The University reserves the right to: 
· Post tender negotiate any of the tendered submissions for this project and explore viable solutions with any of the tendering suppliers.
· Award to more than one tender.
· Cancel the tender process at any time without liability for any costs incurred or resultant by those tendering.

Contract size:

Your tender and any accepted offers shall be deemed to form an enabling agreement for the University. A contract shall be deemed to exist upon the receipt of each and every order or written authority of intent placed by the University against the Agreement.

Pricing:

All prices must be quoted on the basis indicated in document 4, except where the Tenderer proposes alternative pricing procedures. The prices must be quoted in GBP £ and should exclude VAT.

Discounts for prompt payment should be stated.

The basis of the price shall be inclusive of all costs, delivered to the address(es) specified in the tender documents.

Sub-Contractors:

The names and addresses of any sub-contractors the Tenderer proposes to employ must be furnished with the tender.

Valid Tender:

The tender (including price) must remain valid for a minimum period of 90 days from closing date.

Tender Evaluation:

Selection and award criteria, together with evaluation methodologies are provided in document 4.

Acceptance:

The University will notify acceptance of the tender to the successful Tenderer(s) as soon as is reasonably practicable.

Tender Timetable:

This timetable is indicative only and Leeds Arts University reserves the right to change it at its discretion.

	STAGE
	TIME
	DAY
	DATE

	Invitation to tender published via email and on Contracts Finder
	
	Wednesday
	16/05/2018

	Deadline for receipt of tender related questions
	17:00
	Tuesday
	04/06/2018

	Deadline for answers to tender related questions
	17:00
	Wednesday
	06/06/2018

	Deadline for tender submissions
	12:00
	Wednesday
	13/06/2018

	Clarification presentations for short-listed candidates:  The evaluation panel may, after short-listing, invite potential suppliers to present 
	
	Week commencing
	25/06/2018

	Recommendation to award submitted for internal approval
	
	Week commencing
	25/06/2018

	Award of contract
	
	Week commencing
	[bookmark: _GoBack]02/07/2018

	Contract Initiation Meeting
	
	
	TBC




Thank you for your interest in this opportunity.


Mark Robinson
Category Manager
Leeds Arts University
[image: ]
Document 1: Invitation to Tender Letter: Resource Loan Management System

image1.jpeg
LEEDS
ARTS

UNIVERSITY
1846

Y ... &





image2.png
(= gr——
West of England

BRISTOL bettertogether




