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PART 1 – INTRODUCTION, SCOPE AND INSTRUCTIONS FOR COMPLETION OF THE STANDARD SELECTION QUESTIONNAIRE
1.1
Introduction 

Thank you for your interest in tendering for the provision of LSBU 22-006 – Marketing Services.
LSBU require the information sought in the attached Standard Selection Questionnaire (SSQ) from companies responding to the OJEU Notice published via its e-Tendering portal.
This is a competitive procurement conducted in accordance with the Public Contracts Regulations 2015. Responses to the SSQ will be used as the first stage of the selection process to identify companies to be invited to submit a tender. The top ranked 6 Companies that meet the requirements will be invited to participate in the second stage (Invitation to Tender) of the procurement.

Please read the following important information before you complete the SSQ.

1.2
Disclaimer

The information is offered in good faith and for the guidance of interested parties only. No warranty or representation (express or implied) is given to the accuracy or completeness of the information, and LSBU and/or its advisers shall not be liable for any loss or damage arising as a result of any error, misstatement or omission. 

LSBU shall not have any liability (directly or indirectly) to any interested party as a result of the use by that party or any other person of the information provided.

None of the information in the SSQ can constitute a Contract or part of a Contract.  Only the express terms of any written Contract with selected preferred Tenderers as and when it is executed, shall have any contractual effect in connection with the matter to which the Information relates.

Interested parties must bear all their own costs and expenses relating to their expressions of interest, any subsequent negotiations, tenders and contractual arrangements.

1.3
Scope of work

Introduction:

Marketing Services 
The Framework length is for two years with an option to extend for a further two 12 month periods.

The Marketing Services Framework will consist of a single lot covering all elements of marketing services required to create and deliver a marketing campaign for LSBU.
1.4
Expression of interest

Interested companies are required to express their interest in this opportunity by completing the attached SSQ (Volume 1) and returning their responses by the deadline.  Following the SSQ evaluation, only the shortlisted companies will be invited to the next stage.
1.5
Responding to the Standard Selection Questionnaire (SSQ)
1.5.1
You must upload your SSQ to the online e-Tendering portal at https://lupc.bravosolution.co.uk
1.5.2
Should need assistance uploading your SSQ please contact: help@bravosolution.co.uk or telephone 0800 0698630
1.6
Instructions for completion of the Standard Selection Questionnaire.
1.6.1
The SSQ process will be managed online using LSBU’s e-Tendering portal.
1.6.2
The completed SSQ must be submitted via the e-Tendering portal on or before 9 January 2023.  Responses received after this date may be rejected.
1.6.3
The completed SSQ must be in electronic format such as Word, Excel or PDF.  Please do not send any other form of documentation transmission e.g. hard copy of the questionnaire.
1.6.4
Please complete Volume 1 – SSQ.  Full details are in Volume 1.

1.6.5
Interested companies must complete the Commercial and Technical Questions.

1.6.6
Please answer all questions as accurately and concisely as possible. 
1.6.7
Questions should be answered in English.

1.6.8
Monetary values should be in GBP Sterling.

1.6.9
Where appropriate, response formats have been indicated alongside the SSQ question.

1.6.10
Responses will be evaluated in accordance with the criteria set out in Volume 1.
1.6.11
Failure to provide the required information or make a satisfactory response to any question within the specified timescale may result in a company not being invited to participate further.

1.6.12
Please do not provide supporting documents e.g. Accounts, Certificates, Statements or Policies with the questionnaire. You may be asked to clarify your answers or provide more details and LSBU may ask to see these documents at a later stage.
1.6.13
The SSQ and all accompanying documentation (together the “Information”) contains confidential information and is issued solely for the purpose of parties assessing their interest in the Services opportunity. The Information is supplied on the basis that interested parties will keep the Information and all subsequent information (whether written or oral) given to them about the Services opportunity strictly confidential at all times.

1.6.14
The SSQ and the information contained in it does not form the basis of any  Agreement, nor does it constitute an invitation or offer to participate in the Agreement.

1.6.15
Companies are solely responsible for costs incurred in participating in this tendering process. LSBU will not in any circumstances accept responsibility for any costs incurred by any company.
1.6.16
LSBU cannot be held responsible for the non-receipt of any SSQ and reserves the right to reject or disqualify a company if the SSQ is submitted late, is completed incorrectly, is incomplete, or fails to meet the submission requirements.
1.6.17
Only one expression of interest may be submitted by a company. If more than one expression of interest is made, that company will be disqualified.

1.6.18
Deliberately misleading, false or fraudulent information will lead to disqualification.

1.6.19
Please ensure that you complete the declaration at the end of this document before submitting the completed SSQ via the e-Tendering portal.
1.7
Organisation contact point

Companies are asked to include a single point of contact in their organisation for their response to the SSQ.  LSBU shall not be responsible for contacting the company through any route other than the nominated contact.  The Tenderer must therefore undertake to notify LSBU and make any changes relating to the contact to the e-Tendering portal promptly.

1.8
Queries about the Procurement

LSBU will not enter into detailed discussion of the requirements of the SSQ. If you have any queries, either about completing the SSQ or the tendering process as a whole, please contact the Category Manager via the Clarifications Service on the LSBU eTendering portal.
If LSBU considers any question or request for clarification to be of material significance, both the query and the response will be communicated to all the companies who have responded (the identification of the company asking the question will be withheld).  All responses received and any communication from companies will be treated in confidence. 
1.9
Awarding the Contract Agreement
LSBU reserves the right not to award this Agreement to the lowest or any Tenderer and will have no liability (contractual, tortious or otherwise) for failure to consider any tender. Following receipt of tender documents, LSBU reserves the right to prepare a shortlist of prospective companies without any reference to, or communication with, any of the Tenderers. 

LSBU reserves the right to award the Agreement for which tenders are being invited in whole, or in part, or not at all. LSBU intends to award the Agreement based on the most economically advantageous tender (MEAT) received.

1.10
Indicative Procurement Timetable 

The indicative dates for the tendering process are as follows:
	ACTIVITY
	DATE



	OJEU Notice Publication and issue of SSQ
	06/12/2022

	Closing date for return of SSQ responses
	09/01/2023 (noon)

	SSQ Evaluation


	Completed by 13/01/2023

	Notification of SSQ results

 
	16/01/2023

	Issue of Invitation to Tender to shortlisted bidders
	17/01/2023

	Deadline for ITT Clarification questions.
	03/02/2023

	Closing Date for return of ITT responses
	13/02/2023

	ITT Evaluation (including internal governance)

	15/02/2023 – 30/03/2023

	Mandatory Standstill Period


	31/03/2023 – 10/04/2023

	Contract Award 
	11/04/2023

	Service Commencement 
	12/04/2023


Please note that LSBU reserves the right to change the above dates 
and timings
	
	DECLARATION

	
	I declare that to the best of my knowledge the answers submitted in the SSQ are correct.  I understand that the information will be used in the evaluation process to assess my company’s suitability to be invited to tender for the Authority’s requirement.

	5 
	FORM COMPLETED BY

	
	Name
	

	
	Position (Job Title)
	

	
	For and on behalf of (Company Name)
	

	
	Signature
	

	
	Date
	

	
	Email
	

	
	Telephone number


	


This declaration is to be signed by an authorised representative or Director in their own name and on behalf of the organisation and submitted with your completed SSQ.

BEFORE RETURNING THE SSQ, PLEASE ENSURE THAT YOU HAVE:

· Answered all questions appropriate to your response.

· Signed the above declaration.
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