INVITATION TO TENDER


SECTION A: INSTRUCTIONS AND INFORMATION 
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ITT section A – below-threshold (February 2015/PCR 2015)


1. [bookmark: _Toc403556501][bookmark: _Toc403556506]INTRODUCTION AND BACKGROUND
[bookmark: _Toc403555077]The Norfolk and Norwich University Hospitals NHS Foundation Trust ("the Authority") is issuing this invitation to tender ("ITT") in connection with the competitive procurement of the supply of taxi services.  
[bookmark: _Toc403555078]This ITT Section A contains further information about the procurement process.  
[bookmark: _Toc403555079]ITT Section B contains the questions that Bidders must complete. Each Bidder's response ("Tender") should be detailed enough to allow the Authority to make an informed award decision.
[bookmark: _Toc403555080]All Tenders must be returned no later than the deadline for receipt of Tenders specified on the front cover of this ITT.
[bookmark: _Toc403555081][bookmark: _Ref406062423]The Authority is using the SourceDogg e-tendering portal to conduct the procurement process ("the e-Tendering Portal"). The e-Tendering Portal can be accessed https://secure.sourcedogg.com/. All communications (including submission of Tenders) should be carried out via the e-Tendering Portal.
This procurement process is not regulated by Parts 2 and 3 of the Public Contracts Regulations 2015.
[bookmark: _Toc403555082]Contents of the ITT 
[bookmark: _Toc403555083][bookmark: _Ref405452631]This ITT document consists of:

	Section A – Instructions and information

	1
	Introduction and background


	2
	Tender timetable 


	3
	Instructions to Bidders 


	4
	Tender evaluation methodology and criteria
 

	[bookmark: _Ref405453364]Annex A1
	NHS Terms and Conditions 


	Section B – Tender Schedules (to be returned by Bidders)

	Annex B1
	Eligibility questions and responses


	Annex B2
	Specification


	Annex B3
	Tender Response Document


	Annex B4
	Commercial Schedule


	Annex B5
	Confidential and commercially sensitive information

	[bookmark: handonesix]

	Annex B6

	Form of Tender
	



[bookmark: _Toc403555084]Introduction to the procurement 
[bookmark: _Toc403555086][bookmark: _Ref405452668]Norfolk and Norwich University Hospitals NHS Foundation Trust consists of the Norfolk and Norwich University Hospital and Cromer and District Hospital, with some services available at other sites across Norwich.  The Trust carries out nearly one million outpatient appointments, day case procedures and inpatient admissions annually 
[bookmark: _Toc403555087]Full details of the Authority's requirements are set out in the Specification in Annex B2 of Section B. 
[bookmark: _Toc403555089]The Authority is committed to supporting the Government’s small and medium-sized enterprise (SME) initiative; its aspiration is that 25% of spend, direct and through the supply chain, goes to SMEs by 2015. Suppliers are encouraged to work with the Authority to support the wider SME initiative.
[bookmark: _Toc403555090][bookmark: _Ref405452851]The link below to the Cabinet Office website provides information on the Government’s Crown Representative for SMEs, a link to the definition of an SME and details on the SME initiative:  https://www.gov.uk/government/policies/buying-and-managing-government-goods-and-services-more-efficiently-and-effectively/supporting-pages/making-sure-government-gets-full-value-from-small-and-medium-sized-enterprises. 
[bookmark: _Toc403555093]Questions about this ITT
[bookmark: _Toc403555094][bookmark: _Ref405452872]You may submit, by no later than 4th April - 09:00 any queries that you have relating to this ITT.  Please submit such queries via the e-Tendering Portal. 
[bookmark: _Toc403555095]Any specific queries should clearly reference the appropriate paragraph in the ITT documentation and, to the extent possible, should be aggregated rather than sent individually.  The Authority may decline to answer queries received after the above deadline.
[bookmark: _Toc403555096]Answers to the questions received by the Authority will be circulated to all Bidders via the e-Tendering Portal. Answers will not reveal the identity of the individual Bidder that asked a particular question.  The Authority may decide not to disclose answers, or parts of answers, which would reveal confidential or commercially sensitive information in relation to a particular Bidder. 

1. [bookmark: _Toc403556502][bookmark: _Toc403556507]TENDER TIMETABLE
[bookmark: _Toc403555097]Key dates
[bookmark: _Toc403555098]The procurement will follow a clear, structured and transparent process to ensure a fair and level playing field so that all Bidders are treated equally. 
[bookmark: _Toc403555099][bookmark: _Ref405452883][bookmark: _Ref406061800][bookmark: _Ref406062870]The key dates for this procurement are currently anticipated to be as follows: 

	Event
	Date

	ITT issued
	26th March 2018


	Deadline for the receipt of clarification questions
	4th April 2018
09:00


	Target date for responses to clarification questions
	5th April 2018
17:00


	Deadline for receipt of Tenders
	16th April 2018
12:00


	Evaluation of Tenders
	W/C 16th April 2018


	Notification of contract award decision
	20th April 2018


	Mobilisation period
	W/C 23rd April 2018


	Contract work starts 
	1st May 2018




[bookmark: _Toc403555100][bookmark: _Ref405452899]Whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any stage.  
[bookmark: _Toc403555104]Deadline for receipt of Tenders 
[bookmark: _Toc403555105]Bidders must submit their Tenders in the manner prescribed in section 3 below no later than the date and time specified on the front cover of this ITT.
[bookmark: _Toc403555106][bookmark: _Ref405452913]Any Tender received after the deadline or by any method other than via the e-Tendering Portal may not be considered. The Authority may at its discretion extend the deadline and in such circumstances the Authority will notify all Bidders of any change.


1. [bookmark: _Toc403556503][bookmark: _Toc403556508]INSTRUCTIONS TO BIDDERS 
[bookmark: _Toc403555122]Formalities for submission of Tenders 
[bookmark: _Toc403555123][bookmark: _Ref405452954]Bidders must submit their Tenders by completing the Annexes to Section B of the ITT.   Completed Tenders must be submitted using the e-Tendering Portal. Bidders should ensure that they allow plenty of time to upload the Tender response, particularly where there are large documents.  If Bidders have any problems with the e-Tendering Portal, they should contact the helpdesk or use the ‘click to chat’ function. As noted above, any Tender received after the deadline may not be considered.
Point to contacts page
[bookmark: _Toc403555124]The maximum file size for uploading documents is 100MB.  You should split your Tender into small enough file sizes to upload.  Note: the Authority does not guarantee that you will be able to upload files up to the maximum size, particularly at busy times.  For this reason it is recommended that Bidders should ensure files are well below the maximum stated and allow plenty of time to upload, so they have enough time to resolve any technical difficulties before the deadline.
[bookmark: _Toc403555125][bookmark: _Ref405453188]Bidders must adhere to the following standard requirements when submitting their Tenders:
2.1.1 Do not embed documents within other documents. Instead provide separate electronic copies of the documents, clearly labelled and referenced if necessary.
2.1.2 The Tender must be in English and drafted in accordance with the drafting guidance set out in this ITT.
2.1.3 The Tender must be fully cross-referenced and include a table of contents.
2.1.4 The Tender must include a list of all supporting material.
2.1.5 Electronic copies of the Tender shall be in Microsoft Office 
2.1.6 Bidders should use font Arial and size 11.
2.1.7 Line spacing must be 1.15.
[bookmark: _Toc403555126]Where a word count limit is specified, Bidders should state how many words their response contains. The Authority reserves the right not to consider any part of a response exceeding the word limit. Words included within diagrams or other graphic representations will count towards the word limit.  
[bookmark: _Toc403555127][bookmark: _Ref405453197]The Tender must be clear, concise and complete. The Authority reserves the right to mark Bidders down or exclude them from the procurement if their Tenders are ambiguous or lack clarity. Bidders should submit only such information as is necessary to respond effectively to this ITT. Unless specifically requested, do not include extraneous presentation materials. 
[bookmark: _Toc403555128][bookmark: _Ref413143046]Tenders will be evaluated on the basis of information submitted by the deadline. Where information or documentation submitted appears to be incomplete or erroneous or specific documents are missing, the Authority reserves the right to request the Bidder to submit, supplement, clarify or complete the information or documentation. 
[bookmark: _Toc403555129]The Tender must be signed by a duly authorised representative of the Bidder.  
[bookmark: _Toc403555130]Modification and withdrawal of Tenders
[bookmark: _Toc403555131]Except as set out in paragraph 3.6, no Tender may be modified after the deadline for receipt of Tenders.
[bookmark: _Toc403555132][bookmark: _Ref405453207]Tenders may be withdrawn at any time before the deadline for receipt of Tenders.  Revised Tenders may be submitted up until the deadline for receipt of Tenders, provided such intention is notified to the Authority using the e-Tendering Portal.
[bookmark: _Toc403555134]Terms and conditions
[bookmark: _Toc403555135]The contract will include the NHS Terms and Conditions set out in Annex A1.  It is vital that the Bidder reviews these carefully, and takes account of all information such as key performance indicators and insurance requirements and that the Tender fully takes account of these. By submitting a Tender, Bidders are agreeing to be bound by the terms of this ITT and the NHS Terms and Conditions without further negotiation or amendment.
[bookmark: _Toc403555136]Consortia and subcontractors 
[bookmark: _Toc403555137][bookmark: _Ref405453227]If the Bidder is a consortium or will rely on sub-contractors to deliver the contract, it must explain in its Tender precisely which entities will be the supplier.
[bookmark: _Toc403555139]If the Bidder intends to sub-contract any material parts of the contract, it must explain which parts will be sub-contracted, who the sub-contractor is, confirm the sub-contractor has agreed terms of supply and what contractual commitment it has from the sub-contractor to deliver.
[bookmark: _Toc403555140]Warnings and disclaimers
[bookmark: _Toc403555141]While the information contained in this ITT is believed to be correct at the time of issue, neither the Authority nor its advisors will accept any liability for its accuracy, adequacy or completeness, nor will any express or implied warranty be given. This exclusion extends to liability in relation to any statement, opinion or conclusion contained in or any omission from, this ITT (including its annexes) and in respect of any other written or oral communication transmitted (or otherwise made available) to any Bidder. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Authority.
[bookmark: _Toc403555142]If a Bidder proposes to enter into a contract with the Authority, it must rely on its own enquiries and on the terms and conditions set out in the contract(s) (as and when finally executed), subject to the limitations and restrictions specified in it.
[bookmark: _Toc403555143]Neither the issue of this ITT, nor any of the information presented in it, should be regarded as a commitment or representation on the part of the Authority (or any other person) to enter into a contractual arrangement.
[bookmark: _Toc403555144]Freedom of Information Act 2000 and Environmental Information Regulations 2004
[bookmark: _Toc403555145][bookmark: _Ref149547605]As a public body, the Authority is subject to, and must comply with, the Freedom of Information Act 2000 ("FOIA") and the Environmental Information Regulations 2004 ("EIR"). The Authority may therefore be required to disclose information submitted by the Bidder. 
[bookmark: _Toc403555147]If a Bidder considers any part of its Tender to be confidential or commercially sensitive, it must complete Annex B5 to Section B of this ITT, with a statement of which exemptions are relevant under FOIA and/or the EIR.
[bookmark: _Ref149547621][bookmark: _Toc403555148]Where a Bidder identifies information as commercially sensitive, the Authority will take those views into account.  Bidders should note, however, that, even where information is identified as commercially sensitive, the Authority may be required to disclose such information in accordance with FOIA or the EIR.  Accordingly, the Authority cannot guarantee that it will withhold information marked ‘confidential’, 'commercially sensitive' or otherwise exempt.
[bookmark: _Toc403555149]Publicity
[bookmark: _Toc403555150]No publicity regarding the procurement or the award of any contract will be permitted unless and until the Authority has given express written consent to the relevant communication. 
[bookmark: a699927][bookmark: _Toc403555151]Bidder conduct and conflicts of interest
[bookmark: _Toc403555152]Any attempt by Bidders or their advisors to influence the contract award process in any way may result in the Bidder being disqualified. Specifically, Bidders shall not directly or indirectly at any time:
2.1.8 devise or amend the content of their Tender in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance; 
2.1.9 enter into any agreement or arrangement with any other person as to the form or content of any other Tender, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other Tender; 
2.1.10 enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a Tender;
2.1.11 canvass the Authority or any employees or agents of the Authority in relation to this procurement; and/or
2.1.12 attempt to obtain information from any of the employees or agents of the Authority or their advisors concerning another bidder or Tender (except for debrief information requests made through the e-Tendering Portal).
[bookmark: _Toc403555153]Bidders are responsible for ensuring that no conflicts of interest exist between the Bidder and its advisers, and the Authority and its advisors. Bidders should notify the Authority promptly of any possible conflict and the proposed steps that the Bidder believes can be taken to avoid the conflict. Any Bidder who fails to comply with these requirements may be excluded from the procurement at the discretion of the Authority.    
[bookmark: a582432][bookmark: _Toc403555154]Authority's rights
[bookmark: _Toc403555155]Subject to its obligations to act in a transparent, proportionate and non-discriminatory manner, the Authority reserves the right to:
2.1.13 waive or change the requirements of this ITT from time to time;
2.1.14 seek clarification or documents in respect of a Bidder's submission;
2.1.15 disqualify any Bidder that does not submit a compliant Tender in accordance with the instructions in this ITT;
2.1.16 disqualify any Bidder that is guilty of serious misrepresentation in relation to its Tender or the Tender process;
2.1.17 withdraw this ITT at any time, or re-invite Tenders on the same or any alternative basis; 
2.1.18 choose not to award any contract as a result of the current procurement process; and
2.1.19 make whatever changes it sees fit to the timetable, structure or content of the procurement process.
[bookmark: a934916][bookmark: _Toc403555156]Bid costs
[bookmark: _Toc403555157]The Authority will not be liable for any bid costs, expenditure, work or effort incurred by a Bidder in proceeding with or participating in this procurement, including if the procurement process is terminated or amended by the Authority.
[bookmark: _Toc403555158]Language
[bookmark: _Toc403555159]Tenders, all documents and all correspondence relating to the Tender must be written in English.
[bookmark: _Toc403555160]Transparency  
[bookmark: _Toc403555161][bookmark: _Ref405453244]In accordance with the Public Contracts Regulations 2015 and the Government’s policy on transparency, Bidders should be aware that the Authority intends to make the ITT and details of any subsequent contract publicly available, by publication on the Government's Contracts Finder portal. 
[bookmark: _Toc403555162]Governing Law and Jurisdiction 
[bookmark: _Toc403555163]This ITT and any dispute concerning it (including non-contractual disputes or claims) shall be governed by English law and subject to the jurisdiction of the English Courts.
[bookmark: _Toc403556504][bookmark: _Toc403556509]

1. TENDER EVALUATION METHODOLOGY AND CRITERIA 
[bookmark: _Toc403555164]Overview
[bookmark: _Toc403555165]This section of the ITT sets out the criteria that the Authority will use to evaluate Tenders.
[bookmark: _Toc403555166]Bidders are required to submit a Tender strictly in accordance with the requirements set out in this ITT, to ensure the Authority has the correct information to make the evaluation. If a Tender is equivocal or unclear, the Authority may deduct marks when scoring it or it may treat the Tender as non-compliant and reject it.
[bookmark: _Toc403555167]The Authority will award the contract to the Tender that scores the highest marks, applying the methodology below. Scoring will be carried out as follows: 
3.1.1 The Bidder must pass all eligibility questions in Annex B1 of Section B (Annex of eligibility questions and responses) ("Eligibility Questions").
3.1.2 The Authority will then mark Annex B2 of Section B (Specification) and Annex B3 of Section B (Tender Response Document) ("Scored Questions") for all Bidders that pass all the Eligibility Questions. 
[bookmark: _Toc403555168]The Authority will mark Eligibility Questions as described in paragraphs 4.5 to 4.7 below.  It will mark the Scored Questions as described in paragraphs 4.8 to 4.12
The Authority will treat any tender with an answer of “NO” to full compliance with the specification, as per paragraph 1.2 of ITT part B, as non-compliant and the tender will be eliminated from the process
[bookmark: _Toc403555169]Criteria – Eligibility Questions
[bookmark: _Ref403484377][bookmark: _Toc403555170]The Authority will score Eligibility Questions on the following basis:

	Eligibility Questions 
	Selection criteria

	1.  Supplier information
	For information only

	2. Grounds for mandatory exclusion
	Pass or Fail

	3. Grounds for discretionary exclusion 
	Pass or Fail



[bookmark: _Toc403555171]To score a "pass" for the Eligibility Questions, the Tender must adequately address all key points and include adequate supporting evidence / examples / information.  It must give a reasonable degree of confidence that the Bidder has the capability, resource and experience to properly perform the contract.
[bookmark: _Ref403484379][bookmark: _Toc403555172]Where a Bidder scores a "fail" for any question, the Authority will treat the Tender as non-compliant and it will not award a mark for the Scored Questions. 
[bookmark: _Toc403555173]Criteria – Scored Questions

	Evaluation criteria
	Weighting

	Capacity and Capability to meet the requirements
	Pass or Fail

	Complaints
	10%

	Courtesy
	10%

	Pricing:
a) Starting charge and first mile
b) Price per mile thereafter
c) Waiting charge – per hour
a) % uplift for Bank Holiday journeys
b) % uplift for provision of wheelchair/disabled access 
	
30%
30%
5%
5%
10%

	Total
	100%



[bookmark: _Toc403555175]Criteria – Scored Questions:  pricing evaluation
[bookmark: _Toc403555176][bookmark: _Ref405453282]Each component of the pricing evaluation will be scored on a comparative basis, with the lowest compliant submission (excluding any Tenders that the Authority rejects as being abnormally low or non-compliant) receiving 100% of the available marks.  All other submissions will be compared against that lowest submission using the formula: 

(A / B) x (percentage for relevant part) 
A = price of lowest compliant Tender
B = price of the Tender being scored   
For example;
Part a)
Weighting for Part a) is 30%
Bidder A submits a price of £2.50 for starting charge and first mile.
Bidder B submits a price of £3.00 for starting charge and first mile
A = £2.50
B = £3.00
Calculation for Bidder A score: (£2.50/£2.50) x 30 = 30
Calculation for Bidder B score: (£2.50/£3.00) x 30 = 25
	
[bookmark: _Toc403555178]If it appears to the Authority that any Tender may be abnormally low then the Authority may ask the Bidder to explain its price or costs.  If following the Bidder's explanations the Authority is not satisfied with the Bidder's account for the low level of price or cost in the Tender, the Authority may treat the Tender as non-compliant and reject it.
[bookmark: _Toc403555179]Criteria – Scored Questions:  technical and quality evaluation
[bookmark: _Toc403555180][bookmark: _Ref405453301][bookmark: _Ref408579700]The technical evaluation will be scored in accordance with the table below: 

	Grade label
	Grade
	Definition of Grade

	Unacceptable
	0
	The proposal completely fails to meet the required standard or does not provide an answer

	Weak
	1
	The proposal significantly fails to meet the standards required, contains significant shortcomings or is inconsistent with other aspects of the Tender

	Satisfactory
	2
	The proposal meets the required standard in most material respects, but is lacking or inconsistent in others 

	Good
	3
	The proposal meets the required standard in all material respects

	Excellent
	4
	The proposal meets the required standard in all material respects and exceeds some or all of the major requirements 



[bookmark: _Ref403489615]

[bookmark: _Toc403556511]ANNEX A1
NHS TERMS AND CONDITIONS
The Authority intends to enter into a contract with the successful Bidder on the NHS Terms and Conditions for the Provision of Services (Purchase Order Version). 
The Specification and Tender Response Document are set out in Annex B2 and B3 section of this ITT. 
The NHS Terms and Conditions will be enclosed in a separate document. 
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