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16 January 2023
Volume 1 Invitation to Tender 

Dear Sir/Madam, 

Re:  LSBU 21-031 – COUNSELLING SERVICES
The London South Bank University (LSBU) invites your organisation to tender for the services described in the Specification (see ITT Volume 2). 

This Invitation to Tender (ITT) comprises of five volumes:

1.
This letter (Volume1)

2.
Specification (Volume 2)

3.
Technical Questionnaire (Volume 3)

4. 
Pricing Schedule (Volume 4)

5.
LSBU Conditions of Contract (Volume 5)

This ITT is intended for the addressee only.
Your tender response should comprise the following documents:

1. Completed Technical Questionnaire (Volume 3)

2. Completed Pricing Schedule (Volume 4)

3. Completed Form of Tender (Appendix 1 to this letter)
4. Completed Conflict of Interest Declaration (Appendix 2 to this letter)  
You are required to provide responses to all the questions asked as part of your tender response. Failure to provide the information requested may result in your exclusion from the evaluation process. 
Tender Evaluation

The scoring system that will be employed in evaluating the tenders is weighted as follows:
	Technical Capability (Questions)
	Commercial Capability (Price)

	70%
	30%


Acceptance of the Terms and Conditions of Contract will be on a Pass/Fail basis. For avoidance of doubt, a response other than ‘Yes’ to Question 1 in Volume 3 of the ITT will result in your exclusion from the procurement. 
Please Note: The Technical Questionnaire (Volume 3) contains 2 pre-qualification questions, which must be passed (as set out in Volume 3) in order to have your tender evaluated.

The evaluation of the Commercial and Technical submissions will be undertaken separately. Technical evaluation will be undertaken without sight of the Commercial submissions. 

Tenders will be evaluated based on the most economically advantageous tender (MEAT) using the Technical to Commercial ratios in the above table. 
Clarifications

As detailed in the Procurement Timetable below. LSBU reserves the right to conduct Clarification meetings as part of the evaluation process.  LSBU may clarify elements of your or other bidders’ submissions and reserves the right to ask further clarification questions.
LSBU reserves the right to conduct a Best and Final Offer stage (BAFO).
Procurement Timetable
The key dates for the procurement process are stated in the table below.  These dates are provided for your guidance only and are subject to change.

	Procurement activity
	Timeframe guide (All times GMT)

	ITT Issued
	16 January 2023

	ITT Clarification Deadline
	12:00 noon - 6 February 2023


	Tender Return Deadline
	12:00 noon - 16 February 2023

	Evaluation of tenders completed
	8 March 2023

	Internal Governance
	27 March 2023

	Standstill Letters issued
	28 March 2023

	Contract Award
	10 April 2023

	Service Commencement
	1 May 2023


Tenders must arrive electronically no later than 12:00 noon on 16 February 2023. Any tender received after this deadline, or by any other means, may be rejected.
If you intend to submit a tender, please advise LSBU at the earliest opportunity using the Clarifications facility on the eTendering portal. 

LSBU is not bound to accept any tender submitted as a result of this invitation.  LSBU also reserves the right to accept all or any part of an offer and, if necessary, establish trading arrangements with more than one supplier.
Your tender should remain open for acceptance for a period of 90 days from the closing date for tender submission.

Applicants will be notified of the award decision on 28 March 2023.
Any queries arising during preparation of your tender should be addressed in writing, using the Clarifications facility on the eTendering portal by 12:00 noon 6 February 2023. Clarifications and responses will, if applicable, be circulated to all organisations that have acknowledged their intention to tender. The identity of the organisation that has raised the query will be withheld.

Yours faithfully

Alex Mills
Category Manager
Appendix 1 - FORM OF TENDER

I confirm and accept that:

1. The information provided in the Invitation to Tender (ITT) document LSBU 21-031 COUNSELLING SERVICES was prepared by London South Bank University (“LSBU”) in good faith.  It does not purport to be comprehensive or to have been independently verified.  LSBU does not have any liability or responsibility for the adequacy, accuracy, or completeness of, and makes no representation or warranty, express or implied, with respect to, the information contained in the Invitation to Tender document or on which such documents are based or with respect to any written or oral information made or to be made available to any interested Supplier or its professional advisers, and any liability therefore is excluded.

2. Nothing in the ITT document or provided subsequently has been relied on as a promise or representation as to the future. LSBU has the right, without prior notice, to change the procedure for the competition or to terminate discussions and the delivery of information at any time before the signing of any agreement.

3. LSBU reserves the right (on behalf of itself and its group companies) to award the contract for which tenders are being invited in whole, in part or not at all.

4. This tender shall remain open for acceptance by the LSBU and will not be withdrawn by us for a period of 90 days from the date fixed for return.
5. You are reminded that you are solely responsible for the costs, which you incur, as a result of your participation in this procurement.

6. The information provided by us is true and accurate.

Having made due allowances for the full requirement in the ITT documents we hereby offer to provide the Services to the LSBU in accordance with the terms and conditions stated therein:

At the rates detailed in the Pricing Schedule (Volume 4).
Note, by completing box 1 you agree to our terms and conditions of contract. If we offer a contract in the belief that your bid is compliant and you then attempt to negotiate alternative conditions we WILL withdraw our offer.

	1.
	I agree to accept the Conditions of Contract attached to this ITT.

	Name
	Date

	Signed


	


Please complete the following

	Position


	
	For and on behalf of (company name)

	Telephone


	Facsimile:
	E.Mail

	   LSBU Reference No: LSBU 21-031 COUNSELLING SERVICES


Appendix 2 - Conflict of Interest Declaration

In responding to the questions below the signatory is to include in its consideration of any matters, private interests or relationships which could or could be seen to influence any decisions taken or to be taken, or the advice you are giving to LSBU, or that may result in an adverse impact on competition for the purposes of this procurement.
The types of interests and relationships that may need to be disclosed include investments, shareholdings, trusts or nominee companies, company directorships or partnerships, other significant sources of income, significant liabilities, gifts, private business, employment, voluntary, social or personal relationships that could, or could be seen to impact upon your responsibilities and existing or previous involvement that could create a potential, actual or perceived conflict.
If response is yes to any of the questions below please provide full details as a separate attachment

	Questions
	Yes / No

	Are you affiliated or otherwise connected (e.g. in joint venture whether incorporated or unincorporated, partnership, alliance or as a sub-contractor/sub-consultant) with any firm that supplies products, works or services to LSBU or is currently tendering to do so?
	

	In the past 12 months, to the best of your knowledge, has any member of your organisation or your supply chain had any direct or indirect involvement (by way of trading, sharing information, participating in industry for or jointly delivery goods/works/services) with any other company acting as a supplier to LSBU?
	

	At any time in the past 12 months, to the best of your knowledge, has any member of your organisation or supply chain received any gift (other than promotional items) or hospitality from a supplier or employee to LSBU?
	

	At any time in the past twelve months, have you or anyone from your organisation or supply chain given any gift (other than promotional items) or hospitality to an employee of LSBU?
	

	Is there any occasion where you or members of your organisation or supply chain may use LSBU resources (equipment, space, supplies or paid individuals) in performing paid or unpaid activities for organisations other than LSBU?
	

	Are there any other activities not reported under the previous questions that may give rise to a conflict of interest with respect to their work with LSBU e.g. through personal or working relationships with current or former employees or through prior employment with LSBU or third party suppliers or in connection with Executive Search Services?
	


I, as representative of all companies associated with the Applicants submission, hereby confirm that I have read and understood the above statements and that I will make full disclosure of interests, relationships and holdings that could potentially result in a conflict of interest.

I agree that if I become aware of any information that might indicate that this disclosure is inaccurate, I will notify LSBU promptly and no later than 28 days of becoming aware of such information and undertake to take such action as LSBU may reasonably direct.

	Signature:
	

	Name:
	

	Designation:
	

	Company:
	

	Date:
	


2

