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Invitation to Tender
Scrivener Notary Services
Contract Ref.No. CPG – 1611 - 2016
CPG/Estate Contracts

1. BACKGROUND INFORMATION

Scrivener Notary Services (“Notary Services”) are required by the Foreign & Commonwealth Office, other Government Departments and other organisations such as the British Council.

Notary services are required for various documents, including estate related documents such as lease agreements. Precise volumes of work cannot be predicted or guaranteed. 

2. GENERAL SERVICES TO BE INCLUDED 
· Provide general legal advice, legal opinions and guidance relating to the grant of power of attorney and delegated authority.

· Draft appropriate supporting documentation for the acquisition, management and disposal of property and property interests in relation to the grant of delegated authority.

· Miscellaneous advice on UK, international and overseas local law pertaining to the operation and implementation of delegated authority and the grant of power of attorney.

· Translation (from all languages) of supporting legal documentation.

· Knowledge of the legal procedure and mechanism allowing the delegation of authority and from key UK Government bodies eg. Minister of Works, Minister of Public Buildings and Works, Secretary of State for the Environment, Secretary of State for Foreign and Commonwealth Affairs, Secretary of State for Communities and Local Government, and their predecessors,  and other titles under which HMG holds or manages properties, dependent upon the appropriate local law.

· Provide notarial, certification and legalisation services, including attendance at FCO offices in the UK at short notice (24- 48 hours, this being the exception not the norm) and liaising with FCO staff and legal advisors overseas.

· Prompt timely turnaround of all legal notarial documentation

· Arranging delivery of documents to UK and overseas addresses.

· Other ad hoc advice/services where required

3. TIMETABLE
Set out below is the proposed procurement timetable. This is intended as a guide and, whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any time.

	Date or Target Date
	Activity

	6 February 2017
	Invitation to Tender issued


	Tender Period
	3 weeks

	27th February 12:00pm
	Submission of Tenders

	To Middle March 
	Bid Evaluations and internal Assurance

	Late March
	Contract Award 

	Contract Start
	4 April 2017


4. AUTHORITY NAMED CONTACT

The Authority’s named contact point for the procurement is:

Mr Jon Meadows
Corporate Procurement Group
Foreign and Commonwealth Office
Old Admiralty Building
London SW1A 2PA

The Authority will not enter into detailed discussion of the Service requirements at this stage.  If the Authority considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all Potential Providers who have expressed an interest.
5. INSTRUCTIONS FOR COMPLETION

Recipients are invited to complete the PQQ and to submit it, together with any requested supporting information, to the Authority by the due date for return (12:00hrs (GMT) 24 January 2017). Potential Providers are required to submit their completed PQQ via the Authority’s eProcurement portal.  There may be restrictions regarding the length of answers or attachments and anything in excess of this may be disregarded. 
Project: 1140 ITT: itt_1573 - FCO – Notary Services
How to Express Interest in this PQQ: 
1. Register your company on the eSourcing portal (this is only required once) - Browse to the eSourcing Portal:https://fco.bravosolution.co.uk and click the link to register. - Accept the terms and conditions and click "continue" - Enter your correct business and user details - Note the username you chose and click "Save" when complete - you will shortly receive an e-mail with your unique password (please keep this secure); 
2. Express an Interest in the Tender - Login to the portal with the username/password - Click the "PQQs/ITTs Open to All Suppliers" link. (These are Pre-Qualification Questionnaires or Invitations to Tender open to any registered supplier) - Click on the relevant PQQ/ITT to access the content - Click the "Express Interest" button in the "Actions" box on the left hand side of the page - This will move the PQQ/ITT into your "My PQQs/My ITTs" page (This is a secure area reserved for your projects only) - You can now access any attachments by clicking the "Settings and Buyer Attachments" in the "Actions" box; 
3. Responding to the tender - You can choose to "Reply" or "Reject" (please give a reason if rejecting) - You can now use the 'Messages' function to communicate with the buyer and seek clarification - Note the deadline for completion, then follow the onscreen instructions to complete the PQQ/ITT - There may be a mixture of online & offline actions for you to perform (there is detailed online help available), You must then publish your reply using the publish button in the "Actions" box on the left-hand side of the page. If you require any further assistance please consult the the online help or contact the eTendering help desk.
Potential Providers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Potential Provider’s organisation, this should be indicated, with an explanation.  Where attachments are requested to be submitted within the ITT, these shall be submitted in a PDF format (Adobe or similar).

Bids not submitted via the FCO’s eProcurement portal will not be considered.
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