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Invitation to Tender Guidance – Commercial in Confidence


[bookmark: _Toc31285576][bookmark: _Toc37770944]

Introduction of Project Requirements
[bookmark: _Toc376435841][bookmark: _Toc376436224][bookmark: _Toc376438706][bookmark: _Toc376507956][bookmark: _Toc376508637]
[bookmark: _Toc37770945]Introduction
The procurement process undertaken will be the Open Procedure in accordance with Reg 27 of the Public Contract Regulations 2015 (PCR 2015). This document contains information about the procurement process, the Agreement, and sets out the conditions for submitting a Tender. 
[bookmark: _Toc376435843][bookmark: _Toc376436226][bookmark: _Toc376438708][bookmark: _Toc376507958][bookmark: _Toc376508639][bookmark: _Toc37770946]Value of the Agreement
The University anticipates that approximate five year Contract value is £63,978.00 (Including VAT).  

Details of potential expenditure are given in good faith as a guide to assist Tenderers in submitting their Tenders.  Any estimated value is not an undertaking on behalf of Plymouth Marjon University to purchase the Services to this or any other particular value and shall not create a binding obligation unless specifically stated within the Contract.
[bookmark: _Toc376435844][bookmark: _Toc376436227][bookmark: _Toc376438709][bookmark: _Toc376507959][bookmark: _Toc376508640][bookmark: _Toc37770947]Agreement Term
Plymouth Marjon University proposes to enter-into a “Agreement” with an initial period of three (3) years, and an option to extend for up to a further two (2) years, extensions will be made in one (1) year extension periods. This term is subject to any termination rights contained within the Agreement. 
[bookmark: _Toc376435848][bookmark: _Toc376436231][bookmark: _Toc376438713][bookmark: _Toc376507963][bookmark: _Toc376508644][bookmark: _Toc31285577][bookmark: _Toc31286812][bookmark: _Toc37770948]Tender Timetable
[bookmark: _Toc376435871][bookmark: _Toc376436254][bookmark: _Toc376438736][bookmark: _Toc376507986][bookmark: _Toc376508667][bookmark: _Toc437590831]The Timetable for this ITT can be found in the ITT Instructions and Guidance document. Please read the ITT Instructions and Guidance document before completing this ITT.
[bookmark: _Toc36727957]

Schedule 1: Questions and Response Section
The following pages set out the sections of the ITT that require responses. Please read each section carefully before completing.
	Question 1 – Sustainable and Ethical Practices
	Weighting

	Please detail how you will ensure that all clothing will be sustainably and ethically sourced and produced (included but not limited to the materials, staff and the production)
Supplier Response Max 1500 words
	5%

	
	



	Question 2 – Manufacturing and Delivery Timescales
	Weighting

	Please detail how you will ensure that the manufacturing and delivery timescales of 4 weeks for Student Orders, and 6 weeks for Non-Student Orders. 
Supplier Response Max 2000 words
	35%

	
	



	Question 3 – Innovation
	Weighting

	Please detail what innovation with regards to products and value you will bring over the lifetime of the Contract. 
Supplier Response Max 1500 words
	5%

	
	



	[bookmark: _Toc36727958]Question 4 – Sample Products
	Weighting

	
	30%

	No response is required at this stage. Providers who score above a total of 20 for Question 1, Question 2, and Question 3 will be invited to this stage of the evaluation.
Please provide physical samples of the items which are within the spreadsheet titled “A05 Sample Items”
Please can you ensure that as a minimum at least one garment has the University’s crest logo printed on it, OR, a swatch with the University’s logo printed and stitched on it, is provided. 

Delivery of the samples are to be made to the following address by the deadline of 12 noon Friday 18th November 2022
FOA Procurement Department, Plymouth Marjon University, Derriford Road, Plymouth, PL6 8BH
Please provide a returns label if you wish for the samples to be returned to you after the evaluations.
	




	5 - Economic and Financial Standing                                                                                    

	
	Pass/Fail

	To pass; the individual company must provide all the required information and be an acceptable financial risk for the University based upon the following assessment provided by ‘Creditsafe Company Report’ for an estimated contract value equal to there proposed first year costs submitted as part of this ITT in Schedule 2.
Economic and Financial Standing 
Plymouth Marjon University reserves the right to use the services of an independent third party to assess your financial standing and offer a financial risk-based appraisal.
Within two working days of the closing date for submissions Plymouth Marjon University will undertake a credit check on your organisation which shall yield a score between 0 and 100.  This score will be utilised by Plymouth Marjon University to identify the following risk factor posed to it by the organisation.

	Score
	Definition
	Action

	0-25
	Significant Risk
	The organisation may not be suitable to progress with this Request for Quote and will be awarded a Fail and therefore eliminated from this process.

	26-50
	High to Moderate Risk
	Further evaluations of the financial information provided is required to identify the level of risk in relation to the services required.

	51-100
	Low to Very Low Risk
	Pass



	

	5.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with Y/N in the relevant box.
	Yes ☐
No   ☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	Yes ☐
No   ☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes ☐
No   ☐

	
	© Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes ☐
No   ☐

	5.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

	Yes ☐
No   ☐



	6 - Technical and Professional Ability                                                                                         Pass/Fail

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, that are relevant to our requirement. 
Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided.

If you cannot provide examples, see question 6.2

	

	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	

	
6.2
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up, or you have provided services in the past but not under a contract.

	
	








	7. Insurance                                                                                                                                  Pass/Fail

	Please complete the following & attach copy certificates with your response(s). 


	Employers Liability Insurance

	Limit of Liability 
	

	Excess
	

	Limit for a Single Event
	

	Public Liability Insurance

	Limit of Indemnity
	

	Excess
	

	Limit for a Single Event
	

	Contractors All Risks Insurance (Contractors all risks insurance policies principally cover the contract works for 'all-risks' but can also include additional cover for own plant, hired-in plant, employee's tools and public and employers' liability insurance.
	

	Limit of Indemnity
	

	Excess
	



	8. Health and Safety                                                                                                                  Pass/Fail

	Do you have a policy or in less than 5 employees a statement for the management of Health and Safety?
	*Yes   ☐
No     ☐

	*If yes, please note that Plymouth Marjon University will require a copy of the Health and Safety Policy/Statement

	Do you have measures that are effective in reducing and preventing health and safety incidents, occupational ill-health and accidents?
	Yes   ☐
No     ☐

	Do you provide suitable health and safety training and information to their staff and workforce?
	Yes   ☐
No     ☐

	Do your staff and proposed workforce allocated to Plymouth Marjon University have Health and Safety or other relevant qualifications and experience sufficient to implement and adhere to your Health and Safety policy/Statement
	Yes   ☐
No     ☐


	Do you have both proactive and ongoing systems for monitoring health and safety procedures and updating the policy and arrangements as necessary?
	Yes   ☐
No     ☐


	Do you have a mechanism/procedure in place as a means of consulting with your staff and workforce on health and safety matter and show how staff and workforce comments, including complaints are considered?
	Yes   ☐
No     ☐


	Please provide below the accident rates of ALL RIDDOR reportable events for the last three years.  Please also include (if applicable) what systems and procedures have been updated as a result of these incidents?

	



	Please provide below your accident frequency rate; using the guidance and formula detailed in the following link:- http://www.hse.gov.uk/statistics/adhoc-analysis/injury-frequency-rates.pdf


	



	Please provide below details of ALL HSE Notices (e.g. Improvement, Prohibition and or Crown Enforcement Notices) issued within the last 3 years. – If none please state none 

	




	9. Equal Opportunity and Diversity Policy and Capability                                            Pass/Fail

	As an employer, do you meet the requirements of the positive equality duties in relation to the Equalities Act 2010?
	    Yes   ☐
    No ☐


	Is it your policy as an employer to comply with anti-discrimination legislation, and to treat all people fairly and equally so that no one group of people is treated less favourably than others?
	    Yes   ☐
    No ☐

	Does your organisation operate appropriate arrangements to ensure that equality and diversity is embedded within your organisation?
	    Yes   ☐
    No ☐

	Do you actively promote good practice in terms of eliminating discrimination in all forms by providing: -
· guidance to your employees/suppliers concerned with recruitment, training and promotion?
· guidance or policy documents concerning how the organisation embeds equality and diversity available to employees/sub-contractors, recognized trade unions or other representative groups of employees?
· appropriate recruitment advertisements or other literature?
	    Yes   ☐
    No ☐



	10.   Modern Slavery Act 2015:                                                                                                                 Pass/Fail

	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	    Yes   ☐
    N/a ☐


	If you have answered yes to question 7.1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?
	    Yes ☐(please Provide URL)   
    No ☐ (please Provide an explanation 



	[bookmark: _1mrcu09][bookmark: _46r0co2]11.   Invoicing:                                                                                                                          Pass/Fail

	Please confirm that you can and will supply pdf invoices for payment

	Yes   ☐
    No ☐



	12.   Contract Lead Contact:                                                                                                                 Pass/Fail

	Please provide the name of Partner / Manager who will act as the key account manager for this contract
	

	Confirm that all staff working on this Contract are appropriately trained, qualified and accredited
	Yes   ☐
    No ☐



	13.   Data Protection & Cyber Security :                                                                                                                 Pass/Fail

	Please provide a copy of your Cyber Security and Data Protection policy in relation to the protection of our data within your systems.
	



	[bookmark: _top]14.   Sustainable and Ethical Practices:                                                                                                                 Pass/Fail

	Confirm that all clothing (including but not limited to the production of, and the materials used) are sustainably and ethically sourced and produced. 
	Yes   ☐
    No ☐



	15.   Manufacturing and Delivery Timescales:                                                                 Pass/Fail

	Confirm that all student orders will be manufactured and delivered to Marjon within 4 weeks of the order being placed
	Yes   ☐
    No ☐

	Confirm that all non student orders will be manufactured and delivered to Marjon within 6 weeks of the order being placed
	Yes   ☐
    No ☐



Schedule 2: Commercial Document

[bookmark: _Toc36727959]Schedule 3: Specification

[bookmark: _Toc36727960]Schedule 4: Asset Register

[bookmark: _Toc36727961]Schedule 5: Terms and Conditions



Schedule 6: FORM OF TENDER AND BONA FIDE TENDER

Date:  September 2022

Dear Plymouth Marjon University

Re:- Plymouth Marjon University – Clothing Framework
I/we offer to supply the services described in the said contract documents in such manner as may be required.

Terms and Conditions. *I/we agree that this Tender and any Agreement which may result shall be based upon the documents provided to Plymouth Marjon University.

In respect of the Plymouth Marjon University obligations under the Freedom of Information Act, we have identified any information, which is commercially sensitive, which we understand Plymouth Marjon University will not disclose without prior consultation.

The prices quoted in this Tender are valid for 90 days from the Date of Tender and I/we confirm that the terms of the Tender will remain binding upon me/us and may be accepted by you at any time before that date.

*I/we note that the Agreement shall be valid upon acceptance and signature by both parties of the Agreement Documents.

*I/we agree that the construction, validity, performance and execution of any agreement that may result from this tender shall be governed by and interpreted in accordance with English Law and shall be subject to the exclusive jurisdiction of the Courts of England and Wales.

*I/we agree to bear all costs incurred by me/us in connection with the preparation and submission of this Tender and to bear any further costs incurred by me/us prior to the award of any Agreement.

*I/we agree that any other terms or conditions of contract or any general reservation which may be printed on any correspondence emanating from me/us in connection with this tender or with any contract resulting from this tender, shall not be applicable to this tender or to the Agreement.


Print name: …………………………………………  Date: ……………………………


Title: ………………………………………………… Duly authorised to sign/submit Tenders for and on behalf of Registered Address:

………………………………………………………………………………………………….

*delete as applicable
 
APPENDIX (a) TO THE FORM OF TENDER

The prices to be inserted in the Contract shall be those shown in the accompanying pricing document.

The Statement of Requirements and Specification responses will be inserted in the Contract.

The prices contained herein are exclusive of Value Added Tax which shall be chargeable, where appropriate, in accordance with Government legislation.


Total Tender Price £……………………………………… (Figure taken from Pricing document)


Total Tender Price (in words) ……………………………………………………………………………………………………….

 



















APPENDIX (b) TO THE FORM OF TENDER

ADDITIONAL INFORMATION REQUIRED BY PLYMOUTH MARJON UNIVERSITY

Section I: Information Required for Inclusion into the Form of Contract 


The Contractor is
………………………………………………

Address for communication
…………………………………..
…………………………………..
…………………………………..
…………………………………..

Address for electronic communication
……………………………………………


Contractor’s Registered Address
………………………………………
………………………………………
………………………………………
………………………………………
………………………………………


Telephone No. ………………………………..

Fax No. ………………………………………..





 

APPENDIX (c) – TO THE FORM OF TENDER

Agreement 

The Agreement shall be made under the terms and conditions as outlined in Terms and Conditions 



*I/we agree to the terms and conditions outlined in the Agreement

Print name: …………………………………………….
							
Date: ……………………………………………………

Title:………………………………………………………


Duly authorised to sign/submit Tenders for and on behalf of

IN BLOCK CAPITALS


Registered Address:


*delete as applicable
 





APPENDIX (d) – TO THE FORM OF TENDER

CERTIFICATE AS TO NON-CANVASSING

To be completed and returned by the tenderer

Title:- Plymouth Marjon University – Clothing Framework To Plymouth Marjon University ("Marjon")

*I/We hereby certify that *I/we have not canvassed any member, officer, employee, agent or advisor of the University in connection with the award of the Contract for the Services and Works and that no person employed by me/us or acting on my/our behalf has done any such act.

*I/We hereby undertake that *I/we will not in the future canvass or solicit any member, officer, employee, agent or advisor of the University in connection with the award of the contract for the Services and Works and that no person employed by me/us or acting on my/our behalf will do any such act.

*I/We further hereby undertake that *I/we have not and will not seek to recruit any University employee who has during the year prior to the date of this tender bid been employed on matters relating to the Contract and that no person employed by me/us or acting on my/our behalf will do any such act.

		
SIGNED .................................................................................................

POSITION ..................................................................................

On behalf of ...............................................................................

	Date .........................................................................................


    2.	SIGNED ....................................................................................

	POSITION .................................................................................

	On behalf of ...............................................................................

	Date ........................................................................................

	Two signatures must be provided.


*delete as applicable 




APPENDIX (e)  – TO THE FORM OF TENDER

NON-COLLUSIVE CERTIFICATE

To be completed and returned by the tenderer

Title:- Plymouth Marjon University – Clothing Framework
*I/We certify that this is a bona fide application and that I/we have not:

entered into any agreement with any other person with the aim of preventing tenders being made or as to the amount of any tender or the conditions on which any tender is made;

informed any other person, other than the person calling for these application, of the amount of the approximate amount of the application, except where the disclosure, in confidence, of the amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the application;

caused or induced any person to enter into such an agreement as is mentioned in paragraph a) above or to inform us of the amount of the approximate amount of any rival applicant for the Contract. 

*I/We also undertake that we will not do any of the acts mentioned in paragraphs a), b) and c) above before the hour and date specified for the return of the application. 

In this certificate ‘person’ includes any persons and anybody of persons corporate or unincorporated, and ‘agreement’ includes any arrangement whether formal or informal and whether legally binding or not. 


Signed.………………………………………………………………………………


On behalf of…………………………………………..……………………………...
		

Date…………………………


*delete as appropriate
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