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Please read this entire document before completing your response.
_________________________________________________________________

	1. GENERAL INFORMATION


1.1 GENERAL INFORMATION
1.1.1 Wythenshawe Community Housing Group (WCHG) is a Wythenshawe Community Housing Group Limited is a Community Benefit Society registered under the Co-operative and Community Benefit Societies Act 2014
1.1.2 Tenders are invited by WCHG, from Organisations with relevant experience and ability to demonstrate sufficient capacity for providing (description of contract) (the Services)
1.1.3 This Invitation to Tender comprises Instructions for Tendering, General Information & Tender Evaluation; Part One (Supplier Questionnaire); and Part Two (Tender Response Document). Together with the listed Appendices, it sets out the nature and extent of the requirement and the conditions upon which the Services/Supplies are to be provided
1.1.4 Bidders are invited to submit prices for the Services/Supplies as listed in the Pricing Schedule based on the details provided within this Invitation to Tender
1.1.5 Bidders should note that any stated annual contract values provided are estimates and given for information and guidance only and WCHG shall not be bound by such estimates
1.1.6 In the event of any conflict arising between any of the provisions of the Invitation to Tender as issued by WCHG and those submitted by the Bidder, the Invitation to Tender as issued by WCHG shall take precedence
1.1.7 Tender Timetable.  An indicative timetable indicating key dates is shown below.  This may be subject to change at WCHG’s discretion:
	Activity
	Date

	Issue of Invitation to Tender
	23/06/2023

	Tender submission date
	24/07/2023 by 12pm (Noon) 

	Evaluation of tenders complete
	01/08/2023

	Standstill period begins
	01/08/2023

	Standstill period ends
	11/08/2023

	Expected date of Contract Award
	16/08/2023 

	Contract Commencement Date
	18/08/2023


	2. INSTRUCTIONS FOR TENDERING


2.1 INSTRUCTIONS FOR TENDERING
2.1.1 Tenders and Questions associated it with Tender must be submitted electronically via the internet using WCHG’s electronic tendering system, in-Tend at Wythenshawe Community Housing Group Electronic Tendering Site - Home (in-tendhost.co.uk).  If your company requires any technical support in relation to the submission of its tender via In-tend please contact the helpdesk (managed by InTend) at support@in-tend.com or call 0845 557 8079 / +44 (0) 114 407 0065
2.1.2 Bidders are advised to consider the Invitation to Tender in detail in order to satisfy themselves as to the nature and extent of WCHG’s requirements.  Bidders are responsible for ensuring that they are fully familiar with the nature and extent of the requirements described in the Invitation to Tender for the Services/Supplies and shall obtain for themselves at their own expense all information necessary for the preparation of their tenders
2.1.3 On submission of tenders, Bidders are obliged to state agreement to the Conditions of Contract contained at Appendix A.  Should Bidders consider that they will be unable to accept the Conditions contained at Appendix A, amendments should be requested in accordance with the procedure for asking questions described below, prior to the final date set for receipt of questions during the tender period.  WCHG cannot guarantee that it will agree to any proposed amendments but will take all such requests into consideration before releasing a response; which will be made available to all participating Bidders.  WCHG cannot enter into contract negotiations following receipt and evaluation of tenders
2.1.4 The Invitation to Tender must be treated as private and confidential. Bidders must not disclose the fact that they have been invited to tender, or release details of the Invitation to Tender other than on an ‘in confidence’ basis to those who have a legitimate need to know; or with whom Bidders need to consult for the purpose of preparing the tender.  The Invitation to Tender shall remain the property and copyright of WCHG
2.1.5 WCHG shall not be held liable for any costs, expenses and charges relating to or arising from the preparation of the tender including without limitation; the preparation of the documentation, attendance at meetings, attendance at presentations and inspection of premises
2.1.6 Bidders shall not change the format of the tender document and shall complete Parts 1 and 2 of the Invitation to Tender (where appropriate to the stage of the tender) without modifying the forms, questions or format of the questions.  Non-compliance with this requirement may lead to rejection of the Bidder from the tender process.  Any unauthorised amendment, qualification or deletion of, or addition to, the Invitation to Tender issued by WCHG may invalidate the tender
2.1.7 A tender submitted in accordance with this Invitation to Tender will be deemed to remain open for acceptance or non-acceptance by WCHG for a period of 270 days from the closing date stipulated. WCHG may indicate its acceptance or none-acceptance of a tender at any time within this prescribed period.  WCHG shall, however, not be bound to accept the lowest tender or any tender submitted.
2.1.8 In the event that WCHG does not indicate its acceptance or non-acceptance of a tender within the first 90 days of the 270 days stated at paragraph 2.1.1 above, the following procedure shall apply;

2.1.9 (a) WCHG will notify the bidder of the actual date of acceptance or non-acceptance of the tender 30 calendar days before that date and shall at the same time invite the bidder either to confirm that the price, pricing schedule or rates on the submitted bid is or are still valid. If the bidder chooses to submit an updated bid price or updated pricing schedules or rates, it shall do so not later than 14 calendar days from the date of receipt of the notification referred to in this paragraph. 

2.1.9 b) Should WCHG not receive any confirmation from the bidder as required under paragraph 2.1.9 (a) above and within the specified period of 14 working days, or should it not receive any updated price as indicated at paragraph 2.1.9

(a) WCHG will proceed on the basis that the bidder does not intend to update the submitted price and therefore it will go on to evaluate the bid on the price submitted on the tender closing date

2.1.9 Bidders must note that WCHG will inform all the bidders (save those who whose bids may have been earlier disqualified or those who may have already been informed that their bids have not attained the minimum qualify threshold and have already been informed) all at the same time, i.e. simultaneously.  
2.1.10 WCHG does not bind itself to accept the lowest; or any tender submitted and shall be at liberty to accept or reject (either in part or wholly) any tender (or modification of such tender) and/or abort the tender process at any time prior to award. In such circumstances WCHG shall not incur any liability in respect of the tender submitted and will not be obliged to commence evaluation, or continue to evaluate tender submissions, or be liable for any costs incurred in connection with preparing and/or submitting and/or negotiating a tender. All such costs shall be borne by the Bidder themselves
2.1.12 Where estimated annual/whole-life usage/service levels/volumes are indicated in the Invitation to Tender, such levels are approximate estimates of the annual/whole-life requirements of the proposed Contract.  WCHG does not guarantee that the usage/service levels/volumes will be restricted to/achieve the amounts stated in the Invitation to Tender.  The successful Bidder will be expected to honour the actual required usage/service levels at the tendered rates
2.1.13 WCHG may, and hereby reserves the right to, alter the contents but not the intention of the Invitation to Tender prior to the closing date for tender submission. WCHG will forward these amendments, in writing, to all Bidders.  No person other than WCHG’s authorised service officer shall have the authority to vary any part of the Invitation to Tender and shall do so only in writing
2.1.14 Before submitting their tender, Bidders are deemed to have fully satisfied themselves of the accuracy and sufficiency of the rate and prices stated, which, in the event of the tender being accepted shall (except insofar as it is otherwise provided) cover all the obligations under the Contract including without limitation; all fees, labour, equipment, and other overhead charges, expenses and disbursements and all general risks, taxation duties, liabilities, obligations and liabilities set out or implied as necessary to comply with the Contract.  No claim against WCHG shall be allowed whether in contract or tort or under the Misrepresentation Act 1967 or otherwise on the grounds of any inconsistencies
2.1.15 Tenders are submitted on the condition that WCHG’s authorised service officer may, after opening the tender, discuss verbally or in writing with the Bidder the details of the documents submitted prior to formal acceptance of a tender by way of clarification (please note that such clarification enquiry does not in any way invite negotiation), without in any way committing WCHG to accept such tender
2.1.16 Bidders are required to complete Part One of the Invitation to Tender (Supplier Questionnaire) and Part Two of the Invitation to Tender (Tender Response Document) in accordance with the Instructions for Tendering document
2.1.17 Variant Tenders will not be accepted 
2.1.18 Submissions must be made in a font size no smaller than 11 point.  Please note that that if a font size smaller than 11 point is used, WCHG reserves the right not to proceed to evaluate the tender submission and it may result in rejection of the tender 
2.1.19 The successful Bidder will be required to execute a formal agreement prepared by WCHG, which will include or refer to all relevant documents or information in the Invitation to Tender as forming the Contract.  No work should be undertaken in respect of the delivery of the Supplies/Services procured until the formal agreement has been signed or sealed by both the successful Bidder and WCHG
Modern Slavery and Responsible Procurement
2.1.20 WCHG is committed to responsible and ethical procurement practices, and aims to achieve this through the WCHG Corporate Plan and supporting policies
2.1.21 WCHG recognises its responsibility to take a robust approach to ethical and sustainability issues, especially around modern slavery and human trafficking, which it is absolutely committed to preventing, within its supply chains
2.1.22 WCHG is committed to sourcing services, supplies, and/or works in a way that considers ethical and sustainable considerations, including: economic, social, labour, and environmental factors, whilst always aiming to procure and act in a way that is morally right, open, fair, and transparent
	3. INSTRUCTIONS FOR THE RETURN OF TENDERS


3.1 INSTRUCTIONS FOR THE RETURN OF TENDERS
3.1.1 Tender submissions shall be received by WCHG by the closing date and time stated in this Instruction for Tendering document.  No submission received after the closing date and time will be accepted other than where there are exceptional circumstances which may be considered.  Please note that tender submissions which are only partly uploaded at the closing date and time will be considered to have not been received and will be rejected by WCHG
3.1.2 Tender submissions shall be made in Microsoft Word (.doc; docx) format and any supporting documentation shall be submitted in either Microsoft Word (.doc; .docx), Excel (.xls; .xlsx) or Adobe PDF format

3.1.3 WCHG accepts no responsibility for any tender received in any way other than specified above. Tenders submitted in any other manner will be rejected by WCHG
	4. TENDER EVALUATION AND AWARD CRITERIA


4.1 TENDER EVALUATION AND AWARD CRITERIA
4.1.1 The evaluation in this tender process is undertaken in stages, as follows
4.1.2 Evaluation of the Bidder’s business, generally by way of the Supplier Questionnaire (Part One) by applying the Selection Criteria as set out in that Questionnaire
4.1.3 Evaluation of the Bidder’s tender response for successful companies passing 4.1.2.  The criteria described in 4.2 Tender Award Criteria, is the criteria that will be used by WCHG to determine the Most Economically Advantageous Tender. The information supplied by Bidder’s in response to the Quality Assessment question, the Pricing Schedule will be evaluated by WCHG using the criteria and designated weightings as set out. The Contract will be awarded in accordance with these criteria
4.2
TENDER AWARD CRITERIA
	Award Criteria for Quality Questions
	Percentage Weighting (80%)

	4.2.1
	Quality Assessment
The Bidders’ responses to each of the Quality Assessment questions 1 to 4 will each be evaluated and  a score from 0 (zero) to 5 (five) in accordance with the Scoring Criteria (set out in Section 4.9 below) will be allocated to each response. Each score  will then be weighted in accordance with the weightings allocated to each question, such that the total weighting applied to the Quality Assessment shall be that stated in this table

	

	4.2.1.1
	Question 1 – Service Methodology 

	30%

	4.2.1.2
	Question 2 – Data Migration

	20%

	4.2.1.3
	Question 3 - Implementation Experience

	20%

	4.2.1.4
	Question 4 - Managing Risks

	10%

	Award Criteria for Price Evaluation
	Percentage Weighting (20%)

	4.2.2
	Price Evaluation

Price will be evaluated from the Bidder’s Total Prices for both Required and Provisional Services set out in the completed Pricing Schedule

Any tender which does not comply with the instructions regarding completion of the Pricing Schedule or where the Bidder’s Price submission is considered by WCHG to be economically unviable will result in exclusion


	20%


	Total Weighting
	100%


4.3
Mandatory Requirements 
· WCHG requires suppliers to have delivered previous Salesforce implementation programs across the housing sector 

· WCHG has determined that organisations must be registered in the UK and on Shore to deliver the requirements detailed within the specification 

· As part of the delivery of Salesforce implementation, WCHG require suppliers to deliver service on site at Wythenshawe House and further details will be agreed with the WCHG contract manager as part of the pre-contract process
	
	Social Value Fund

Wythenshawe Community Housing Group is committed to increasing its Social Value engagement within the local community. We aim to do this by working towards the below four community priorities: 
· Young People. Supporting young people with social, education, employment and training opportunities

· Community Connections. Wythenshawe residents want an increased feeling of belonging in the local community.

· A Place for Everyone. Wythenshawe residents want to see an increase in activities and projects available to diverse groups that currently feel underrepresented in the area. Groups include people from ethnic minorities and people from the LGBTQI+ community. 

· Wythenshawe Garden City. The Wythenshawe community values existing parks and green spaces in the area. Residents want to create more green spaces and to make improvements to existing spaces for the purposes of play, leisure, growing food and increased biodiversity.
WCHG ask that suppliers commit to donating 1% of the annual contract value or project value, each year of the contract, that will be used to fund projects within the local community.

This will be raised as an invoice on an annual basis.

Please note, this is a mandatory PASS / FAIL question

 

	
	Please respond to this question within the tender response document


4.4 DUE DILIGENCE
4.4.1 Following the evaluation of tenders, WCHG may conduct a period of due diligence with the top scoring Bidder(s) prior to making a decision to award the Contract
4.5 WCHG reserves the right to reject any tender where the tender response has not been fully completed
4.6 SCORING METHODOLOGY
4.6.1 The Quality Assessment and any scored Interview submissions requested in this Invitation to Tender will be evaluated in accordance with the Scoring Methodology set out in section 4.9
4.7 QUALITY ASSESSMENT
4.7.1 Bidders shall submit responses to Quality Assessment Questions set out in Part Two of this Invitation to Tender
4.7.2 Bidders are permitted to append any relevant supporting evidence in support of their responses however this will count towards the word count for each quality question
4.7.3 Any such supporting evidence:
i) must be clearly marked with the question number or reference to which question of this Invitation to Tender it to which it relates; and
ii) will be taken into consideration with regards to any set word limit determined by WCHG in respect of one or more responses to this Invitation to Tender but, Bidders must not use appendices as a means to continue its response
4.7.4 WCHG has the absolute discretion to disregard any appendices, either in part or in full, that contain information that is not relevant supporting information
4.7.5 Responses to each Quality question will be scored on a grading system from 0 (zero) to 5 (five) as set out in Section 4.9.1 and that score shall then be weighted in accordance with the percentage weighting allocated to the individual Quality Assessment question or Social Value Statement within the Invitation to Tender
4.8 SCORING METHODOLOGY
4.9.1 Quality Questions Scoring Methodology

	Score 

	Score award criteria 

	0
	Unacceptable – Information required has either not been submitted or is deemed unacceptable 

	1
	Very Poor - The information submitted includes insufficient evidence that the requirements will be met 

	2
	Poor - Some requirements are met; however, the response has key omissions and/or demonstrates knowledge gaps.

	3
	Satisfactory - The information submitted has met the requirements and/or demonstrates an adequate level of quality/knowledge 

	4
	Good – The response evidences that the requirements will be fully met and indicates the ability to deliver to a high standard. 

	5
	Excellent – The response demonstrates that requirements will be fully met and exceeded in some areas. The response also evidences a comprehensive knowledge and understanding in required areas. 


The allocation of a score of 1 (one) or less for any of the quality questions in accordance with the above scoring system will result in your submission being excluded as not meeting the minimum requirements and minimum acceptable score required.
4.9 EVALUATION PANEL
4.9.1 The evaluation panel will individually score responses to the Quality Assessment questions in accordance with the above procedure, after which, the panel will come together to moderate and produce a single score for each Bidder’s response to each Quality Assessment question
4.10 PRICE EVALUATION
Bidders shall complete and submit the Pricing Schedule provided at Appendix C in the format provided and in accordance with the requirement of this Part One of the Invitation to Tender
4.10.1 All Rates inserted and Prices must be quoted in pounds sterling to two (2) decimal places (exclusive of Value Added Tax)
4.10.2 All tenders submitted are to a maximum budgetary amount at: N/A. 
4.10.3 Bidders shall insert a Rate or Price for each and every item/service specified and shall not group together items or state “incl.” against any item. A Rate or Price of £0.00 inserted by Bidders will be assumed to be provided by the Bidder free of charge
4.10.4 Bidders must also indicate all other costs that will be associated with the contract e.g. rates, expenses etc. No claim for additional payment will be considered for items that have not been specified
4.10.5 Bidders shall not state a range of Prices for any item or totals calculated
4.10.6 Bidders shall check tenders before submission to ensure that all price elements of the tender have been verified and correctly totalled.  If arithmetical errors in tenders are discovered during evaluation, WCHG will correct those errors and Bidders will be requested to either confirm acceptance of those corrections or withdraw their tender.  For the avoidance of doubt, no rates or lump-sum prices will be adjusted or additional rates or lump-sums added or removed from Bidders’ submissions and only computation errors will be corrected
4.10.7 Detail basis on which prices are to be set- fixed for period, cost plus, annual inflation review
4.10.8 WCHG will seek clarification from Bidders for any submitted tender which is considered by WCHG to be economically unviable and undeliverable in the timescales provided by WCHG.  Following a review of any submission made by a Bidder in response to such a clarification, if WCHG remains of the opinion that the submitted tender is economically unviable, WCHG will reject that tender
	5. TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) TUPE


5.1 TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) REGULATIONS 2006 (AS AMENDED) (‘TUPE’)
5.2
It is WCHG’s view that TUPE will not apply to this Procurement. However, it is each Organisations responsibility to consider whether or not TUPE applies and Organisations should take their own legal advice as to whether TUPE will apply and the financial implications for their Tender
5.3
Organisations must indicate in their Tender whether their Tender submission is not based on TUPE applying
5.4
If TUPE applies there is an obligation to consult with recognised trade unions and employee representatives about any likely consequences for staff (envisaged measures)

	6. ACCESS TO INFORMATION


6.1 ACCESS TO INFORMATION

6.2      WCHG is not subject to The Freedom of Information Act 2000 (“Act”) and The                  Environmental Information Regulations 2004 (“EIR”)
6.3      If Organisations consider that any of the information provided in their Tender is commercially sensitive (meaning it could reasonably cause prejudice to the organisation if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information being exempt from disclosure under the Act and the EIR
6.4      WCHG is committed to open and transparent use of data and information. Any requests for information will be passed to WCHG Information Governance Team for Response 
7. 

	PARENT COMPANY GUARANTEE AND INDEMNITY


7.1 PARENT COMPANY GUARANTEE AND INDEMNITY
7.1.1 Where a successful Bidder has indicated in their response to Section 5 of the Supplier Questionnaire that their immediate or ultimate parent or holding company (as applicable) is prepared to guarantee their performance of the Services under the Contract, then WCHG reserves the right to request at the same time it awards the Contract a Deed of Guarantee and Indemnity in the form set out in Appendix F to the Invitation to Tender
7.1.2 The guarantee:
i) MUST be duly signed by the relevant immediate or ultimate parent or holding company of the successful Bidder (as applicable), as specified in Section 5 of the completed Supplier Questionnaire;
ii) but NOT dated; and
iii) sent in duplicate prior to the Contract being awarded
7.1.3 Failure by the successful Bidder to supply this document, where they have otherwise indicated that they will procure such a guarantee in their response to Section 4.3 of the Company Information Document will result in the award of the Contract and the commencement date for the provision of [services/goods/works] being delayed. If the successful Bidder refuses to provide the required form of Deed of Guarantee and Indemnity then WCHG reserves the right to award the Contract to the next highest scoring Bidder on this procurement exercise
7.1.4 WCHG will not accept any proposed amendments to the terms and conditions to the form of Deed of Guarantee and Indemnity. Any attempt to amend the terms and conditions may also result in the tender being equivocal and the Bidder not being awarded the Contract, whereby WCHG will award the Contract to the next highest scoring Bidder on this procurement exercise
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