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[bookmark: _THE_TENDER_PERIOD][bookmark: _Toc211773759][bookmark: _Toc214282159][bookmark: _Toc322589713]THE TENDER PERIOD PROCESS
[bookmark: _General][bookmark: _Toc214282160][bookmark: _Toc322589714]General
These Instructions for Tenderers apply to the submission of tenders for Tyre Supply and Fit services, via the Eastern Shires Purchasing Organisation (ESPO) 222 Tyres and Related Services framework.
Tenders must be submitted in accordance with these Instructions. Tenders not complying with these Instructions will be rejected by Highways England whose decision in the matter will be final. These Instructions will not form part of the proposed contract.
For enquiries contact Highways England via the Bravo Portal only. The Procurement Officer is Darrel Waka. Except where otherwise directed in these Instructions, tenderers must not contact any person in relation to this Call Off other than the Procurement Officer.
Tenderers are to identify a single point of contact in their organisation as part of their tender return.
The tender must be treated as private and confidential. Tenderers should not disclose the fact that they have been invited to tender or release details of the tender documents, other than on an "in confidence" basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the tender. Tenderers should not release information concerning the Invitation to Tender and/or the tender documents for publication in the press or on radio, television, screen or any other medium.
Under the Freedom of Information Act 2000 and the Environmental Information Regulations 2004, Highways England may be obliged to disclose information relating to responses to this tender. Tenderers may request that certain information is not disclosed if to do so would prejudice their legitimate commercial interests or is otherwise exempt from disclosure under the Act. Requests for non-disclosure must accompany the tender and include clear and substantive justification together with a time limit when any confidential information could be disclosed. The terms of any confidentiality agreement would, if requested, be available for disclosure.
Under the Cabinet Office’s Guidance Note dated December 2010 entitled “Transparency - Publication of New Central Government Contracts”, Highways England is obliged to publish the responses to this tender and the provisions of any contract let pursuant to it, excluding only information which is exempt from disclosure pursuant to the Freedom of Information Act 2000.
The tenderer is invited to identify (with reasons) those materials which they wish to see excluded from publication .The tenderer acknowledges that the final decision as to which materials are excluded from publication rests with Highways England in its sole discretion.  Any submission by the tenderer under this paragraph is for information only and will not be taken into account in the tender assessment process, nor will it form part of any contract between Highways England and the tenderer.

Tenderers must advise Highways England if
their ownership or the ownership of any member of their tendering consortium (or their parent company) changes, or 
any organisation involved in the preparation of this contract is acquired by them or by any member of their consortium (or an associated company). 
If Highways England considers that a change in ownership has created a potential conflict, Highways England may exclude a conflicted tenderer from the tender assessment. If excluded, the tenderer will be notified by the Procurement Officer via the Bravo Portal.
[bookmark: _Documents][bookmark: _Toc214282161][bookmark: _Toc322589715]Documents 
Instructions relating to documentation are contained in Annex A.
Any drawings, prints, specifications, data, calculations and analyses issued to tenderers in connection with this tender remain the property of Highways England. All such information issued to tenderers may only be used for the purpose of tendering. 
Such information should not be disclosed to persons unconnected with the tender and should be returned to Highways England on completion of tender procedures. These provisions apply equally to drawings and other information supplied for the purpose of the tender, the property rights of which vest in a third party.
[bookmark: _Tender_communications][bookmark: _Toc214282162][bookmark: _Toc322589716]Tender communications
Any queries from tenderers regarding the tender documents must be made via the Bravo Portal on the form supplier in Annex C and sent no later than 7 days prior to the date of return of tenders.
All tender queries will be acknowledged and answered via the Bravo Portal and notified to all tenderers. If any answer requires a change to the tender documents then a tender amendment will be issued.
Tender amendments are changes to the tender documents that are made in writing and issued to all tenderers via the Bravo Portal. 
Only in exceptional circumstances will tender amendments be issued after tenders have been submitted. In such circumstances, the Procurement Officer will notify all tenderers of the required action.
Highways England officers and their consultants do not have the authority to make any change to the tender documents except through a tender amendment issued by the Procurement Officer. 
If a statement is made at any meeting that a tenderer considers is not in accordance with the tender documents then the tenderer must refer the matter to the Procurement Officer as a tender query.
[bookmark: _Not_used][bookmark: _Toc271639324][bookmark: _Toc272313072][bookmark: _Tender_Programme][bookmark: _Toc214282165][bookmark: _Toc322589718][bookmark: _Toc51986105][bookmark: _Toc10092664][bookmark: _Toc521834320][bookmark: _Toc176150953]
Tender Programme
The indicative tender programme is included at Annex B.  
[bookmark: _SUBMISSION_OF_TENDERS][bookmark: _Toc214282166][bookmark: _Toc322589719]SUBMISSION OF TENDERS
[bookmark: _General_1][bookmark: _Toc214282167][bookmark: _Toc322589720]General
Tenders and supporting documents must be written in English. 
Tenders must be submitted in accordance with the tender documents including any tender amendments. Tenders must not be qualified or accompanied by statements or a covering letter that might be construed as rendering the tender equivocal. Unauthorised alterations or additions must not be made to any component of the tender documents. Highways England’s decision as to whether or not a tender complies with these instructions will be final.
Tenders not received by Highways England by the tender return date and time will be excluded from further consideration and returned to tenderers. Offers should remain open for acceptance for 60 calendar days from the tender return date.
The tender should be returned together with the documents listed in Annex A to the Highways England Procurement Officer via the Bravo Portal.
Tenders must be returned together with signed copies of the;
Highways England Fair Payment Charter
Highways England Anti-Bribery Code of Conduct
Highways England Anti-Fraud Code of Conduct 
 
No unauthorised alteration or addition should be made to any component of the tender documents. Any response in the negative may lead to the rejection of your tender. 
Further notes on the contents of these documents are given below.
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Quotation Procedure

VOLUME 1

If selected for a Call Off Contract, Highways England issues a brief to the Supplier for the proposed Call Off Contract. 
The specification includes:
A description of the tyres required,
Overview of the fleet of vehicles requiring tyres,
Estimated volume of tyre supply required.
The Supplier responds within 2 weeks, or within the period stated in the brief, by completing the information and submitting the documents requested. 
If Tenderers consider that any page limit referenced in the specification is insufficient to provide the information required by these Instructions then a tender query should be raised.  No guarantee can be given that the page limit will be increased. 
[bookmark: _Toc272313079]VOLUME 2
The financial information in the submission should be completed using the ESPO 222 Appendix 5 Price Schedule document.
The proposal may be subject to discussion to clarify the extent and scope of the work, proposed timescales or other matters.
[bookmark: _Toc12994026][bookmark: _Toc176150977]Validation, Sustainability & Tender Award
	Validating the financial information
0. The Financial Assessment Panel will validate the tenders to check that the Commercial Rates are representative of the likely costs to be incurred.  
0.0.1 The Financial Assessment Panel will establish whether the Tenderer has satisfactorily demonstrated that the build-up of the Commercial Rates is in accordance with the contract requirements and representative of the likely costs to be incurred.
0.0.2 As part of this assessment, the Financial Assessment Panel may ask to be provided with original evidence that demonstrates that the allowances made are based on costs actually incurred. The team may wish to interview appropriate accounting staff to provide the level of satisfaction required.
0.0.3 Failure to provide satisfactory evidence to support any part of this aspect of the tender may result in the tender being rejected.
[bookmark: _Toc536618372][bookmark: _Toc12994027]
Sustainability check
0.0.4 The Contract must operate as a viable business for both partners.   Highways England seeks to have the required level of service at an affordable cost, whilst providing a reasonable profit for the Tenderer. Excessively low or high tenders will be subject to scrutiny, and may be rejected if considered not sustainable over the contract period or not affordable.
0.0.5 The Financial Assessment Panel will review the material submitted with the tender to verify submitted prices.  
0.0.6 During this stage of the assessment, the Financial Assessment Panel may seek further clarification from a Preferred Tenderer to enable them to understand the submission better. These clarifications may be sought in writing or at a meeting called for that purpose.
0.0.7 [bookmark: _Toc176150993]Failure to provide satisfactory evidence to support any part of this aspect of the tender may result in the tender being rejected.
Tender Award – General 

0.0.8 Highways England reserves the right not to proceed with any proposal made in response to this invitation.
0.0.9 Tenderers will be given feedback on their tenders shortly after the assessment has been completed. 
0.0.10 The contract will be executed via the ESPO 222 Framework. 
0.0.11 This tender is being conducted by Highways England. 
0.0.12 Details of the Contract Award will be published on Contracts Finder and other databases in accordance with Government transparency regulations.
0.0.13 Any documents not returned with the tender should be deleted from the Tenderer’s computers and all hard copies destroyed.
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1 List of Documents with Invitation to Tender

1.1 The following documents are included with the invitation:

VOLUME 1

i. Instruction for Tenderers and Annexes
ii. Highways England Tyre Specification
iii. ESPO 222 Appendix 4 Call Off Terms
iv. Highways England Data Handling Policy
v. Highways England IT Security Policy
vi. Highways England Company Records Policy

VOLUME 2

vii. ESPO 222 Appendix 5 Price Schedule 
viii. Highways England Fair Payment Charter
ix. Highways England Anti-Bribery Code of Conduct
x. Highways England Anti-Fraud Code of Conduct

1.2	The following parts of the tender documents are included in a form to allow electronic preparation of the information required:

i. Tender Query Form (Annex C of the Instructions for Tenderers)
ii. ESPO 222 Appendix 5 Price Schedule

2 List of Documents to be returned with the Tender

The following documents are to be completed and returned by tenderers with their tender submission;
VOLUME 2

i. ESPO 222 Appendix 5 Price Schedule 
ii. Highways England Fair Payment Charter (signed)
iii. Highways England Anti-Bribery Code of Conduct (signed)
iv. Highways England Anti-Fraud Code of Conduct (signed) 
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Annex B – Indicative Tender Period
The following table shows and indicative timetable for the procurement of this Work Package.

	Activity
	Date

	Issue Tender Documents
	27/01/2020

	Deadline for receipt of tender queries
	31/01/2020

	Deadline for tender submissions
	07/02/2020

	Tender submission assessment
	10/02/2020 

	Sustainability & Sustainability check
	11/02/2020 –14/02/2020

	Internal approvals
	17/02/2020

	Notification of intention to award
	n/a

	Standstill (10 calendar days) including feedback
	n/a

	Contract award
	[bookmark: _GoBack]26/02/2020
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[bookmark: _Annex_C_–]Tender queries are to be entered in the form as below and submitted to Highways England via the Bravo Portal.  All details are to be included on this form, and no further attachments are to be sent. One question should be asked for each row, insert additional rows if necessary;

	Query No.
	Date Received
	Supplier Query
	Project Sponsor / Procurement Response
	Date Responded
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