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INSTRUCTIONS TO INTERESTED ORGANISATIONS

1 Introduction

1.1 If you intend to return the Pre-Qualification Questionnaire (PQQ) for the Contract for Apprenticeship Training Agency (ATA), please read the following instructions carefully and prepare your PQQ accordingly.

1.2 We will not be responsible for any costs or expenses you incur in preparing, delivering or in the evaluation of the PQQ, or for any costs or expenses incurred during subsequent stages of the procurement should you be invited to tender.

1.3 Prior to the date for return of PQQs, we may ask you to clarify, or add to the documents.  A copy of each such alteration will be issued by the Authority to every respondent who has registered an interest with the Authority via the following email address:  procurement@bucksfire.gov.uk
1.4 Any request for clarification of these documents must be made by email addressed to: procurement@bucksfire.gov.uk.  Please quote the ref number BMK00084 on all correspondence
1.5 We will respond by email as soon as is practical after receipt of any request for clarification. We will not normally respond to any request for clarification which is received later than 6 working days prior to the PQQ submission date (see paragraph 3 below).  

1.6 You should treat all information contained in the Instructions to Interested Organisations as confidential except where you find it necessary to use quotes for the purposes of preparing of your PQQ. 

2 PQQ Response

2.1 Format

The PQQ document is designed to be self explanatory and uses plain English.

Please use the format set out in the PQQ document itself.  

Please answer all questions in Forms A to F where relevant to your organisation.  

Please check to make sure you have completed “Form F – Undertaking” and dated the completed questionnaire before returning it.

2.2 Return Arrangements

You should submit your completed PQQ (2 hard copies plus one electronic version, on CD or Memory stick) by post to:
Procurement Department

c/o Jarvis Osborne – Procurement Officer
Buckinghamshire & Milton Keynes Fire & Rescue Service 
Brigade Headquarters, 
Stocklake

Aylesbury, Bucks

HP20 1BD

2.3 Deadline

Your PQQ must be returned by no later than 1400hrs on 08th January 2016
2.4 External Reference Material

If you use any external reference material, such as brochures, specifications and system descriptions, to support your PQQ, we will disregard any statements within the reference material which may allow change to obligations or reduce liability, such as "specifications subject to change without notice", or other disclaimers.

2.5 Cross References

Where a particular section of the PQQ response relates to information given in another section, or in external reference material, you must ensure that the response is clearly cross-referenced.

3 Evaluation of PQQs

3.1 We will consider the information supplied with the PQQs and invite a minimum of five to tender for the contract. 

3.2 We will evaluate the PQQs using the scoring mechanism described in the document ‘Evaluation Criteria and Scoring Scheme’
3.3 We are under no obligation to invite any interested organisation to participate in a tender for these services

3.4 You may be asked to answer our queries on your PQQ or to submit further evidence to support the information contained in the PQQ. 
4 Timetable

	
	Event
	Date

	1 
	OJEU Notice Published
	27 November 2015

	2 
	Deadline for return of PQQ
	1400hrs 08 January 2016

	3 
	Evaluation of PQQ - Shortlisting Process
	12 January 2016

	4 
	Issue Invitation to Tender (ITT) to shortlisted suppliers
	15 January 2016

	5 
	Final Date for Submission of Tender Clarifications
	29 January 2016

	6 
	Issue Clarifications to all bidders
	5 February 2016

	7 
	Deadline for Tender Submissions
	1400hrs 12 February 2016

	8 
	Evaluation of ITT Submissions
	15 February 2016

	9 
	Supplier Presentations
	19 February 2016

	10 
	Notice of recommendation of contract award
	22 February 2016

	11 
	Start of Standstill Period
	23 February 2016

	12 
	End of Standstill Period – Contract award Notice Published
	5 March 2016

	13 
	Contract Commencement
	7 March 2016


These dates are provided for information purposes only.  The Authority does not guarantee to complete each phase by the date stated above.
5 Canvassing 

5.1 Any Interested Organisation who directly or indirectly canvasses any member or official of the Authority concerning the evaluation of the PQQs, or who directly or indirectly obtains, or attempts to obtain, information from a member or official concerning any other PQQ will be disqualified. If at any stage during the process we discover canvassing has taken place, we will be entitled to disqualify that organisation from the process.
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