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1. [bookmark: _Toc79416790][bookmark: _Toc391029210]Introduction
0. [bookmark: _Toc79416791]Invitation to Tender
[bookmark: _Toc391029211]
On receipt of the Invitation to Tender (ITT), bidders are advised to read all the tender documents listed below.  
The ITT document pack includes: -
· Document A (this document) – Invitation to Tender
· Document B – Requirements and Specification
· Document C – Bidder’s Response
· Document D – Pricing Response
· Document E – Data Protection Terms 

Bidders are requested to register their interest to: procurement@rooftopgroup.org to ensure that any clarification questions or amendments can be shared will all interested parties.
Tenders must be submitted in Microsoft Word with the exception of supporting documents which may be submitted in a PDF format.
If bidders have any queries in relation to the above documents or require further information/support in order to complete the documents, please contact: 
Melissa Bunn
Procurement Officer
Email: procurement@rooftopgroup.org

Should a bidder wish to withdraw from this tender process then please confirm via the above email address.  

0. [bookmark: _Toc3879530][bookmark: _Toc69140446][bookmark: _Toc79416792]Introduction to Rooftop Housing Group
Formed in 1994, Rooftop Housing Group (referred to as Rooftop in this document) have since helped people in housing need get a safe, secure, and appropriate home. The organisation is at the heart of the communities in which we operate, having over 6,700 homes in South Worcestershire and North Gloucestershire making some vibrant communities.
Rooftop Housing Group Limited (RHG) is a non-charitable, non-asset holding registered provider and the parent company for one active subsidiary:
· Rooftop Housing Association Ltd (RHA) – a charitable asset holding registered provider.
Purpose - Our most powerful asset is our purpose, which illuminates everything we do and fires our passion and commitment.
Mission - We build great homes and support successful lives by being a better business.
Values - Everything we do, for our customers and for each other, is underpinned by our values. 
[image: ]
Further information can be found on the organisation’s website - https://www.rooftopgroup.org/

1. [bookmark: _Toc79416793]Contract Details 
Rooftop wishes to appoint an experienced Service Provider with the ability to supply, deliver and install a range of domestic appliances, also including removals, on an ad-hoc basis to various sites, including domestic households, temporary accommodation, older person schemes and keyworker hospital accommodation. These sites are located across South Worcestershire, North Gloucestershire, and Weston-Super-Mare.
The Service Provider may also be required to provide maintenance and repairs to appliances during the term of this contract.
Please refer to Document B – Requirements and Specification for the full details related to the scope of services that Rooftop wish to procure.
It is intended that the contract established following the procurement will run for a term of 5 years with annual break clauses. The anticipated start of the contract is June 2024.
The annual contract value is estimated between £40k - £80k per annum however this is estimated and annual spend may be less.  Please note that spend is dependent on appliance requirements which will vary from year to year.
It is Rooftop’s understanding that TUPE regulations will not apply to this contract.
Rooftop reserve the right to agree the final terms and conditions with the successful provider post-tender, pre-contract. Rooftop acknowledges the agreement between the bidder and funder. 
In addition, bidders are required to comply with Rooftop data protection terms for data processing contracts which are included within Document E. Bidders should note that Rooftop reserves the right to reject your tender if you do not agree to accept the data protection terms.
If any bidder has any queries regarding the terms of the agreement, then these should be clarified in writing prior to submission of tenders, and in line with the query deadline set out in the tender documents.

1. [bookmark: _Toc391029214][bookmark: _Toc79416794]Procurement Process
2. [bookmark: _Toc391029215][bookmark: _Toc79416795]Overview of the Process

Bidders will need to review all documents enclosed within this pack and will be required to complete Documents C & D, along with the requested supporting documentation, for their submission. Submissions will then be evaluated in line with section 5 of this document.
Following evaluation of tender responses, Rooftop may issue clarifications.  
Any clarifications on bidders’ responses will be assessed at the time of submission and included within the evaluation. Please note the deadline for a response to a clarification may be short, but it will be necessary. 

1. [bookmark: _Toc79416796][bookmark: _Toc391029216]Tender Submission 
3. [bookmark: _Toc391029217][bookmark: _Toc79416797]Instructions for Submission and Deadline
Bidders must ensure that all of the required information requested is submitted with their tender. Any tender that has not been submitted in line with the instructions provided may be deemed to be incomplete and may not be evaluated.
Bidders should complete and submit the following documents:
· Document C – Bidder’s Response (please include copies of policy certifications/documents) 
· Document D – Pricing Response

The deadline for online submissions is 12:00pm Monday 13 May 2024 
Submissions received after this deadline may not be accepted. 
Submissions must be sent via email to tender@rooftopgroup.org

3. [bookmark: _Toc79416798]Clarifications
Bidders will have the opportunity to ask clarification questions whilst writing/completing their submissions. Questions should be sent to procurement@rooftopgroup.org
The deadline for clarification requests from applicants is set out in Section 7 of this document. After this point clarification requests will not be considered. 
To ensure equality of treatment of bidders, Rooftop intends to publish all questions and clarifications raised by bidders and its responses (but not the source of the question) to all bidders on a regular basis. Bidders should indicate if a query is commercially sensitive or cannot be responded to without breaking the requirement to treat all bidders equally, the bidder will be given the opportunity either to withdraw the query before it is answered or to have the answer circulated to all bidders.
A bidder making a request for further information may be asked to pay the client reasonable costs of obtaining and providing that information. The bidder will be advised beforehand if a charge will be made.
Rooftop reserves the right not to respond to a request for clarification where it considers that the answer to that request would or would be likely to prejudice its own commercial interests.
If any of the documents within this tender pack are perceived to be ambiguous, inconsistent or is absent of crucial information, Rooftop may as its discretion extend the tender submission deadline.
Any contact made directly with any other employee of Rooftop or persons working with Rooftop regarding this tender is a breach of the terms on which this tender is issued and may result in a rejection of your tender without it being constructed further.

1. [bookmark: _Toc79416799]Tender Evaluation
4. [bookmark: _Toc79416800]Evaluation of Tenders
Following the submission deadline, tenders will be evaluated by a scoring team comprising representatives of Rooftop. 
Based on the evaluation of submissions, bidders may be required to clarify aspects of their submission to ensure that they have understood the specification requirements. Bidders will be contacted individually regarding any such clarifications. 
Tender responses will be assessed on the basis of the ‘most economically advantageous tender’ (MEAT).
Tenders will be subject to a staged evaluation process as follows:
4. [bookmark: _Toc79416801]Stage 1:  Initial Screening Assessment
Each submitted tender will be subject to an initial screening assessment to confirm that:
· The tender has been submitted on time, is completed correctly, is materially complete and meets the requirement of this invitation to tender.
· The tender is sufficiently complete to enable it to be evaluated in accordance with the evaluation criteria.
· The bidder has not breached the tender process provided in the Invitation to Tender. 
Tenders that are not substantially complete or which are non-compliant with the requirements of the invitation to tender may be rejected at this stage.

4. [bookmark: _Toc79416802]Stage 2: Quality and Price Evaluation 
Tenders which are successful following the initial screening assessment will be subject to a detailed evaluation in accordance with the criteria and weightings set out in the below table:
	Criteria
	Sub Criteria
	Weighting

	Quality
	Organisation Experience
	10%

	
	Service Delivery
	10%

	
	Contract Management
	10%

	
	Social Value
	10%

	
	Subtotal
	40%

	Price
	60%

	Total
	100%



2. Quality Evaluation
Bidders must complete Document C – Bidder’s Response for the quality element of the tender. The document has a Part A and Part B section. 
[bookmark: _Hlk84334518]Part A assesses the ability of the supplier to perform a contract based on qualitative information related to economic and financial standing, suitability, equalities, and insurance. Some of the questions within this section are pass/fail, if a bidder fails these questions, the application will be rejected. 
If the bidder’s application passes Part A it will progress to Part B which will be scored out of a maximum of five marks, using a standard method of scoring as set below. 
	Judgement
	Score
	Performance

	Excellent
	5
	Meets all the Contracting Authority’s requirements in the area being measured in accordance with the Contract Documents so that the services will be delivered in an excellent way that will be highly responsive to the needs of the Contracting Authority.

	Very Good
	4
	Meets the Contracting Authority’s requirements in the area being measured well although not completely in one or two aspects but   still so that the services will be delivered in a very good way that will be responsive to the needs of the Contracting Authority.

	Good
	3
	Meets the Contracting Authority’s requirements in the areas being measured in the majority of aspects but fails in some aspects so that the services will be delivered in a good way that recognises the needs of the Contracting Authority.

	Adequate
	2
	Meets the Contracting Authority’s requirements in the area being measured in some fundamental aspects but fails in the majority of aspects so that there will be only adequate arrangements for the services.

	Poor
	1
	Fails to meet the Contracting Authority’s requirements in the area being measured in nearly all aspects so that there will be poor delivery of the services.

	No Score
	0
	Either no answer is given or the Bidder’s proposals in that area completely fail to meet the Contracting Authority’s requirements in the area being measured or do not answer the question raised.


Rooftop reserves the right to call for further information or clarification from applicants, when evaluating submissions.  Rooftop also reserves the right to exclude from the sourcing process any organisation that is found to have provided false information or has misrepresented themselves during this process. 

2. Price Evaluation
Bidders must complete Document D – Pricing Response for their pricing element of the tender, however bidders are encouraged to review the pricing requirements in both Document B and C.
The bidder with the lowest modelled cost will receive the highest weighted score, the percentage weighting for the pricing element is 60% therefore the lowest cost submitted will be given the full 60%. All other submissions will be awarded scores based on the below formula: 
[bookmark: _Toc83284293]Price score = (lowest submitted cost ÷ submitted cost) x 60
Where costs are incomplete, or where internal or third-party costs will be incurred to deliver in line with the proposals, Rooftop reserve the right to utilise their experience and knowledge to model costs appropriately to arrive at an overall cost for comparison.
In scoring the tenders and at the discretion of Rooftop, where it is considered that a tendered price for an individual item is unrealistically low and/or unsustainable it may be disqualified.

4. [bookmark: _Toc79416804]Stage 3: Contract Award 
Following the completion of the evaluation process above, scores will be ranked. Subject to the completion of reference, financial checks and any other checks Rooftop deem to be appropriate, the contract will provisionally be awarded to the highest-ranking bidder. All tenderers will be informed of the award decisions in writing and following the conclusion of the standstill period Rooftop intends to enter into contract with the successful bidder. An award notice will also be published on Contracts Finder, where required.

1. [bookmark: _Toc391029223][bookmark: _Toc79416805]Additional Tender Conditions
Please note that:
· [bookmark: _Toc83284295]Bidders are responsible for obtaining all Information necessary for the preparation of their tender submission. Rooftop will use its best endeavours to ensure that all Information provided is accurate and truthful and does not accept any liability for any loss of damage caused arising from the use of such information.
· All costs and expenses associated with applying for this opportunity shall be the responsibility of the bidder.
· Rooftop has the right to discontinue with this sourcing exercise at any time and not award any contract and shall notify bidders accordingly.
· Rooftop shall not be legally bound to any organisation until the resulting contract has been agreed and signed by all stakeholders.
· [bookmark: _Toc83284296]Rooftop will not be bound to accept any tender submission or part of any tender submission and reserves the right to accept or reject any form of tender submitted. 
All elements of the tender submissions, including responses to clarifications, will form the basis of the contractual arrangement with Rooftop.
[bookmark: _Toc391029224]
[bookmark: _Toc79416806]7.0	Procurement Timescales
The following table identifies the expected timeline for the remainder of the tender: -

	Activity
	Timing

	Publish Invitation to tender 
	10 April 2024

	Deadline for bidder clarification questions
	8 May 2024

	Deadline for Tender Submissions 
	12:00pm 13 May 2024

	Written Tender Scoring 
	w/c 13 May 2024

	Pricing Analysis
	w/c 13 May 2024

	Intention to Award & 10 Day Standstill Period
	17 May 2024

	Standstill Period Expires
	27 May 2024

	Issue Contract Award 
	28 May 2024

	Contract Go Live
	June 2024



Bidders will be notified if there are amendments made to the above timescales. 
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