[bookmark: _Toc367969522]Instructions for Tenderers
By an OJEU Notice submitted on 7 December 2016, the City of Wolverhampton Council (The Council) is conducting an Open procurement procedure. The Council intends to follow the principles of the Public Contract Regulations 2015 in relation to this project. These Instructions to Tender is for participants wishing to tender for the services. Please carefully read all sections of this Instructions to Tender.

These Instructions to Tenderers (ITT) are issued simultaneously to all organisations and are made available electronically on www.wolverhamptontenders.com

The ITT describes The Council’s requirements for the Services, the tendering process, and the commercial terms on which The Council will contract in due course with the successful Tenderer.

Tenderers are invited to submit Tenders by no later than noon on 9 January 2017 (‘Deadline’).
What you must do:
Comply with these instructions or we may have to reject your tender;
Submit your tender through the Council’s e-tendering system www.wolverhamptontenders.com (we cannot accept paper tenders);
Please follow this link….. https://www.wolverhamptontenders.com/procontract/wolverhampton/help.nsf/dsp_frm_application_help/The%20Tender%20Process%20within%20ProContract%20v2.1.pdf/$FILE/The%20Tender%20Process%20within%20ProContract%20v2.1.pdf  for information on how to submit your tender paying particular attention to p34-36
All information provided by the Council to Providers must be treated in strict confidence and must not be disclosed to any third party except so far as necessary in order for the Provider to obtain any sureties or quotations for the purposes of compiling and submitting the information.
Reply in English;
Complete all sections of the tender whether marked as mandatory or not;
Make sure your submission covers all of the requirements of the ITT;
You must satisfy yourselves of the accuracy of any information issued by the Council as no responsibility is accepted by the Council for any loss or damage arising from the use of such information.  You must inform the Council of any found irregularities as soon as possible.  
[bookmark: _GoBack]Ensure that you submit your tender on time.  It is the Council’s discretion as to whether it accepts late tenders or not. Tender submissions must be submitted by 12:00 noon on 9 January 2017. Submission received after this closing date and time will not be considered. Please note that submissions which are partly through being uploaded at the closing time will be considered to have not been received. As internet speed varies it strongly recommended that you leave yourself plenty of time (i.e. a few hours) to upload all of your submission. In the event of any dispute with the electronic tendering system the Council will rely on the report logs provided by the 3rd party system provider.
The ITT and all other documents provided to the Tenderers will remain the property of The Council.
The Council intends to enter a contract for the Tendered services as specified. The proposed contract details are:
Commencement date: 6 February 2017
Contract duration: 3 (three) years plus 2 (two) year extension. In the event the contract is extended, the extension shall be on the same Terms and Conditions of the original contract.

Right to Cancel or Vary the Process

The Council reserves the right:
· To abandon the tender process at any stage;
· Not to award a contract
· To require a tenderer to clarify its submission in writing and/or provide additional information (failure to respond adequately may result in a Tenderer not being successful); and/or
· Amend these Instructions to Tenderers.
What you must not do:
Make alterations to any part of the tender including pricing schedule and specification; 
Leave any gaps or omissions in the tender;
Qualify any tender; 
(Unless it has been pre agreed with the Council through the e-tendering system)
Do anything that might distort the competition.   If we consider that a cover price (i.e. a bid that is not intended to be considered seriously) has been submitted, we may reject the tender and may decide not to invite you to tender for future work.  
Queries:
Once the procurement event is live, a Tenderer is able to submit clarification questions through the Portal. This should be used for all queries and requests for clarification regarding the procurement, as it provides an effective and auditable trail. The Council will publish the questions and the response in a suitably anonymous form. It is your responsibility to satisfy yourselves about the requirements of the ITT.  Should you have any queries they should be raised using the Council’s e-tendering system.
We will endeavour to answer any query promptly however you should submit your queries at the earliest possible opportunity. The conclusion date for clarification questions will be 28 December 2016 at 13:00 
Tenderers are reminded that this is an EU Procurement Open procedure and that Tenderers must be capable of acceptance in their own right and that negotiation is not permitted.
Please Note:
The Council’s decision as to whether or not a tender is in an acceptable form will be final.
The Council is not bound to accept the lowest or any tender and will not be liable for any expense or loss incurred by yourselves in the preparation of its tender.
If there appears to be a genuine error in a tender resulting in a disparity between the total of individual prices and the Tendered Sum, where the total of the individual prices is less than the amount entered in the Tendered Sum, the total of the individual prices will prevail.  Where the total of the prices exceeds the Tendered Sum, the Tendered Sum will prevail.  In both cases you will be given the opportunity to stand by this or withdraw your bid. If this situation occurs the Council can choose to clarify with you to understand what has happened.
If it is a framework – it will also be available for use by the Council's delivery organisations such as trading companies, joint ventures and arm’s length organisations.
Tenderers are responsible for obtaining all information necessary for the preparation of their Tender Submissions. All costs, expenses and liabilities incurred by any Tenderer in connection with the preparation and submission of a tender submission; and in the case of acceptance of a tender submission by The Council, are to be borne by that Tenderer.

In submitting your tender you:
Warrant it to be true, complete and accurate in all respects;
Confirm you have the full power and authority to enter into the Contract and carry out the services in your tender;
Confirm you are of a sound financial standing and have sufficient working capital available to carry out services in accordance with the Contract;
Will be deemed to have read all of the documentation, satisfied yourself as to the nature, extent and character of the services to be supplied, the extent of staff required for execution and supervision and all other matters which may affect your tender.
[bookmark: _Toc367880258]Interviews 
Following submitting your tender you may be asked to attend an interview to clarify your tender. No new information will be accepted or considered during this interview. 
The outcome of this interview may result in the scores being adjusted down but not up.
Tender Time Table
	Stage of Tender
	Date

	OJEU Advert / Contract Notice
	7 December 2016

	Closing Date for submissions  
	9 January 2017 at 12pm (noon)

	Intention to Award Contract Period (under Alcatel period)  
	25 January 2017

	Contract Award notice
	6 February 2017

	Contract Start Date
	6 March 2017



These dates are given for guidance purposes only and may be subject to change.

Award Criteria:
The Award following the ITT will be based on the most economically advantageous tender (MEAT).
Quality – 50%
Price – 40%
Social Value – 10%
How we will evaluate your Tender - Price
Pricing evaluation will be calculated on the following basis:
· The lowest bid will be scored 100% of the Weighting (stated on the e-tendering System).
· Other prices will be scored pro-rata as below.
Lowest Price    x   Price Weighting
 Your Price		

· It will be the responsibility of the Tenderer in accordance with the contract to establish value for money, in relation to all elements comprising the Service. Prices must be in GBP exclusive of VAT.
How we will evaluate your Tender – Quality Submission
If the ITT indicates that a written submission is required and will be assessed then the following will apply:
Weighting will be identified on the e-tendering portal or in the specification for each section of your tender.
Each weighted section will be made up of number of questions.
Each question will have its own weighting.
Your answer to each question will be scored out of 5 based on the evaluation criteria.  
The question weighting will be applied to the score for each answer and then added together for the total score.

The quality questions (and allocated weightings are as below):

1.	Please provide evidence of successfully delivering care and support, whilst promoting independence for people with complex and profound disabilities. 20%

2.	How will you implement the least restrictive model of care for people at Pear Tree Lane 15%

3.	Submit a delivery plan with milestones to mobilise the service by 28th Feb – pass / fail

4.	please indicate how you will manage the self-repairing lease and costs. – finance breakdown – 5%

5.	Please outline your experience of a successful TUPE transfer and detail your plan for Pear Tree Lane should you be successful 10%

The written submission will scored using the following criteria and scoring:
	Standard of Response
	Score

	Exceptional standard of response supported by robust evidence, with detailed plans and methodologies.  
Demonstrates clearly and convincingly how all the Council’s requirements in the area being evaluated will be delivered in accordance with the contract documents so as to deliver the works/services in an excellent way
	
5

	Very good standard of response supported by a very good level of credible and detailed evidence, with detailed plans and methodologies.
Demonstrates how all the Council’s requirements in the area being evaluated will be delivered in accordance with the contract documents so as to deliver the works/services very well
	
4

	Good standard of response supported by a good level of comprehensive evidence showing full understanding of the requirements with plans and methodologies.
Gives the Council confidence the requirements of the Specification will be met.
	
3

	Basic response that achieves reasonable standards in most respects but unsatisfactory in others and/or has a number of omissions. 
Gives the Council concerns around the Bidder’s ability to meet some of the Specification requirements.
	
2

	Inadequate response that is unsatisfactory and/or has significant omissions. 
Gives the Council many concerns about the Bidder’s ability to provide the services in accordance with the requirements of the Specification.
	
1

	Very poor response. Insufficient information provided.
Gives the Council very low confidence/serious concerns in the Bidder’s ability to provide the services in accordance with the Specification.
	
0


If a response to a quality question is scored 1 or below then it may be deemed that the tender submission as a whole is not acceptable. 
Example of the evaluation
	
	Provider 1
	Provider 2
	Provider 3

	Quality Weighting
	Max Score
	Percentage
	score out of 5
	Weighted Score
	score out of 5
	Weighted Score
	score out of 5
	Weighted Score

	Question 1
	5
	10%
	3
	6%
	3
	6%
	4
	8%

	Question 2
	5
	10%
	4
	8%
	2
	4%
	5
	10%

	Total Quality
	
	20%
	
	14%
	
	10%
	
	18%

	
	
	
	
	
	
	
	
	

	Social Value Weighting
	
	Percentage
	
	
	
	
	
	

	Social Value Question 1
	5
	30%
	2
	12%
	1
	6%
	4
	24%

	Total Social Value
	
	30%
	
	12%
	
	6%
	
	24%

	
	
	
	
	
	
	
	
	

	Price Weighting
	
	Percentage
	
	
	
	
	
	

	Price Score
	
	50%
	£100
	=100/100 x50%
=50%
	£150
	=100/150 x50% = 33.3%
	£125
	=100/125 x50% = 40%

	Total Price 
	
	50%
	
	50%
	
	33.3%
	
	40%

	Overall Total
	
	100%
	
	76%
	
	49.3%
	
	82%

	Ranking
	
	
	
	2
	
	3
	
	1



