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Invitation to Quote – ‘Statement of Requirements’ Document (Goods) 
Your organisation has been invited to participate in the following Invitation to Quote:

	Introductory information:

	Project Title:
	Purchase of Narrow Aisle Fork Lift Truck 

	Project Reference (If applicable):
	FL/BW001

	Business:
	Prescription Services – Benton Warehouse

	Clarification questions to be received by (via email):
	05-03-2018

	Closing date and time:
	12-03-2018  12:00 noon


	Procuring officer: 
(name and title )
	Phil Reay, Lead Team Manager, Benton Warehouse

	Contact details:
	phil.reay@nhs.net


	Background to requirement:


	The NHSBSA require a narrow aisle fork lift truck to operate within their warehouse based at Unit 5, Wesley Drive, Benton Square Industrial Estate, Newcastle Upon Tyne, NE12 9UP.



	Requirement:


	
	
	Essential
	Desirable
	Advise

	Specification
	Operate in 1850m aisle width loading / unloading 1200mm (w) x 1000mm (d) pallets.
	X
	
	

	Specification
	Maximum end aisle clearance 3.5m
	X
	
	

	Specification
	Electric fork lift.
	X
	
	

	Specification
	Mast height 9m
	X
	
	

	Specification
	Capacity (minimum 600kg required at 9m height)
	X
	
	

	Specification
	Minimum height clearance (mast retracted) – 4.0m
	X
	
	

	Specification
	Greater than 180 degree mast rotation
	
	X
	

	Specification
	Fork length 1m
	X
	
	

	Specification
	Fork Spread suitable for 4-way entry 1200 x 1000mm pallets
	X
	
	

	Specification
	Side-shift
	X
	
	

	Specification
	Tilt
	X
	
	

	Specification
	Load guard
	X
	
	

	Specification
	Height control / cctv / safety feature for loading at height.
	X
	
	

	Specification
	Front Spot Lights
	X
	
	

	Specification
	Rotating beacon or strobe
	X
	
	

	Specification
	Reversing alarm
	X
	
	

	Specification
	Adjustable seat
	X
	
	

	Specification
	Enhanced driver safety protection such as roll bars/seat belts 
	X
	
	

	Specification
	Mirror
	
	X
	

	Specification
	Dead-man cut out
	X
	
	

	Specification
	Horn
	X
	
	

	Specification
	Outdoor suitability
	
	X
	

	Specification
	Space around the cab to attach a small shelf / basket to carry items
	
	X
	

	
	
	
	
	

	Health & Safety
	Has the reach truck got a good health and safety record? ie: RIDDOR reportables?
	
	
	X

	Health & Safety
	Has the truck got full CE markings?
	
	
	X

	Health & Safety
	What is the un-laden weight - any anticipated issues with floor damage?
	
	
	X

	
	
	
	
	

	Battery Charging
	Battery charger to be included
	X
	
	

	Battery Charging
	3-Phase or Single Phase charger?
	
	
	X

	Battery Charging
	Auto-fill battery top-up?
	
	X
	

	Battery Charging
	Who wires in the charger at NHSBSA site?
	
	
	X

	Battery Charging
	How long does a full charge last?
	
	
	X

	Battery Charging
	How long to re-charge the battery?
	
	
	X

	Battery Charging
	How much electricity consumed to fully recharge a battery?
	
	
	X

	Battery Charging
	Anticipated battery life?
	
	
	X

	
	
	
	
	

	Warranty
	12 month parts and labour warranty
	
	X
	

	
	
	
	
	

	Miscellaneous
	What is the lead time?
	
	
	X

	Miscellaneous
	Are there delivery charges?
	
	
	X

	Miscellaneous
	What are the payment terms?
	
	
	X

	Miscellaneous
	Do discounts apply for early payment?
	
	
	X

	Miscellaneous
	Removal of existing 2 x Toyota Reach Trucks
	
	X
	

	Miscellaneous
	Demonstration truck to be provided?
	X
	
	

	Miscellaneous
	Provide price for a new truck and a price for a reconditioned truck.
	
	X
	

	Miscellaneous
	Suppliers may have multiple solutions to our requirements so may submit more than one quotation
	
	
	X


	Health & Safety/ Environmental:


	High Risk

1. The Contractor will in the performance of its obligations under the Contract be able to identify and manage all health and safety / environmental risks associated with the performance of the Contract. 

2. The tenderer is required to demonstrate how it will effectively manage health and safety / environmental risks and ensure compliance with the NHSBSA Health & Safety Policy and Environmental Policy, relevant health and safety / environmental legislation, guidance and relevant codes of practice during the performance of the Contract. The documents listed below will be considered by the Authority as relevant evidence:

1.1. The name, position and qualifications of the individual responsible for the supervision of health and safety / environmental performance on behalf of the tenderer for the performance of the Contract;

1.2. The tenderer’s proposed health and safety / environmental method statement and risk assessment for the performance of the Contract; and

1.3. Copies of any health and safety / environmental permits, licenses or other permissions required for any facilities or activities controlled or operated by the tenderer and necessary for the performance of the Contract and details of any pending applications for new health and safety / environmental permits or variations to existing permits which will be necessary for the performance of the Contract.






	Training:


	Supplier to provide operator familiarisation training for the equipment supplied. Note, all operators are trained and experienced in the use of pivot steer (articulated) forklift trucks.



	Implementation (and Contract Management Requirements [If applicable]):


	


	Delivery Requirements:


	Equipment to be delivered to NHS Business Services Authority, Unit 5, Wesley Drive, Benton Square Industrial Estate, Newcastle Upon Tyne, NE12 9UP.
Delivery between 07:00 and 13:00 (Monday to Friday).




	Expenses:


	Any expenses claimable in line with the following NHS rates:

Travel and Subsistence Allowances (NHS Rates)

Mileage allowance (rate per mile):  24p

Rail fares: Standard Class

Flights:
  Allowable, subject to costs being similar to Standard Class rail fare.


Night Allowance:

Vouched expenditure for B&B accommodation:   (Up to a maximum of) £100.00

Vouched expenditure for B&B (London):              (Up to a maximum of) £120.00

Meals Allowance

To cover cost of a main evening meal and one daytime meal:
£20.00

Day allowance where overnight stay is not required:

5-10 hours, including lunchtime absence:


£5.00

Over 10 hours absence, until after 1900 hours:


£15.00



	Evaluation:

	The purpose of evaluation in the procurement process is to establish which Bidder(s) have submitted the best quotation; ensuring that the assessment applied is dealt with in a transparent, fair and consistent manner so that an effective comparison can be made. 

NHSBSA at its sole discretion, reserves the right to accept or reject all or any part of the quotation or if you have failed to provide the information requested in this quotation or you have submitted any modification or any qualification to the terms and conditions of contract.  NHSBSA does not bind itself to accept the lowest priced, or any, quotation or guarantee any value or volume and shall not be liable to accept any costs you have incurred in the production of your quotation. NHSBSA will check each quotation for completeness and compliance with the requirements in this Invitation to Quote document, thus, you should ensure that you carefully examine this document in full.  

Quotes will be evaluated on the following basis:

· Minimum requirement/quality compliance: Pass/Fail
· If quality compliant, response will be evaluated on the basis of Costs



	Contract Award:

	A Purchase Order will be raised with the successful bidder. Terms & Conditions: Purchase of Goods will apply.




	Terms & Conditions: Purchase of Goods 

	This Invitation to Quote and any resulting contract is subject to the stated NHSBSA Terms & Conditions: 
http://www.nhsbsa.nhs.uk/2578.aspx



This invitation to quote (ITQ) has been prepared by the NHS Business Services Authority (NHSBSA). 
The information contained in this ITQ and all subsequent information provided pursuant to this ITQ is confidential and shall not be forwarded to any third party.

The NHSBSA has taken reasonable care to ensure that the information provided is accurate in all material respects.  However, the bidders attention is drawn to the fact that no representation, warranty or undertaking is given by the NHSBSA in respect of the information provided in respect of this transaction and/or any related transaction.  The NHSBSA does not accept any responsibility for the accuracy or completeness of the information provided and shall not be liable for any loss or damage arising directly or indirectly as a result of reliance on this ITQ or any subsequent communication.  Only the express terms of any written contract, as and when it is executed, shall have any legal effect in connection with the matters to which it relates.

No warranties or opinions as to the accuracy of any information provided in this ITQ or otherwise or as to the powers and/or status of the NHSBSA shall be given at any stage by the NHSBSA.

Any person considering making a decision to enter into contractual relationships with the NHSBSA or any other person on the basis of the information provided should make their own investigations and form their own opinion of the NHSBSA. The attention of bidders is drawn to the fact that, by issuing this ITQ, the NHSBSA is in no way committed to awarding any contract and that all costs incurred by bidders in relation to any stage of the quote process are for the account of the relevant bidders only.

In accordance with the NHSBSA’s internal financial instructions and general principles applicable to public procurement, the NHSBSA seeks best value for money in terms of the contract reached with the successful bidders.  The NHSBSA has endeavoured, therefore, to express as clearly as possible in this ITQ the terms on which it would propose to contract with the successful bidders and in particular the obligations, risks and liabilities which it expects to become the responsibility of the successful bidders.  

The quote must be submitted in the form specified in the document ‘Invitation to Quote – Bidder Response Document (Goods)’.  Failure to do so may render the response non-compliant and it may be rejected.

The NHSBSA reserves the right to issue supplementary documentation at any time during the quotation process to clarify any issue or amend any aspect of the ITQ.  All such further documentation shall be deemed to form part of the ITQ and shall supersede any part of the ITQ to the extent indicated.  The NHSBSA may, in its absolute discretion, exercise the option to extend the quotation period and postpone or change the closing date, in the event that subsequent documentation is issued or for any other reason.

The Contract shall supersede any terms and conditions which the Contractor purports to apply to its supply of Services and Software to the NHSBSA (including any terms contained in invoices or delivery notes).

Acceptance of contract

The bidder in submitting the quote undertakes that in the event of the quote being accepted by the NHSBSA and the NHSBSA confirming in writing such acceptance to the bidder; the bidder will execute the contract prior to contract implementation.

Queries relating to quote

Please read this ITQ carefully. All requests for clarification about the requirements or the process of this procurement exercise shall be made in accordance with the paragraph below.

The NHSBSA will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time. 

Clarification requests must be submitted via the Procuring Officer. 
In order to ensure equality of treatment of bidders, the NHSBSA intends to publish the generalised questions and clarifications raised by bidders together with the NHSBSA’s responses (but not the source of the questions) to all participants on a regular basis.

The NHSBSA reserves the right not to respond to a request for clarification or to circulate such a request where it considers that the answer to that request would or would be likely to prejudice the commercial interests of NHSBSA.

Amendments to quote documents

At any time prior to the deadline for the receipt of quotes, the NHSBSA may amend the information to be submitted. In order to give Bidders reasonable time in which to take the amendment into account in preparing their responses, the NHSBSA may, at its sole discretion, extend the deadline for receipt of quote submissions.

The NHSBSA reserves the right to:

· amend the terms and conditions of this procurement exercise;

· cancel the evaluation process at any stage; and/or

· require the Bidder to clarify, where appropriate, its quote in writing and/or provide additional information. The NHSBSA reserves the right to reject a Bidder, where in its opinion the Bidder fails to respond adequately.

Confidentiality

All information made available to the bidders by the NHSBSA in any form relating to the contract and the project shall be treated as confidential and shall not be disclosed to any third party without the consent of the NHSBSA.

Freedom of information and Transparency

Suppliers should note that the NHSBSA is subject to the Freedom of Information Act 2000 (FOIA) and the Environmental Information Regulations 2004 (EIR). This means that, subject to certain exemptions, an individual may request access to any information held by the NHSBSA and the NHSBSA may have to accede to such a request.  This may include information on a quote or details of a procurement process.

You are hereby formally notified that the NHSBSA may be obliged to provide such information under the FoIA or EIR unless there is an overriding reason for its non-disclosure. 

In making the decision whether or not to disclose such information, the NHSBSA will endeavour to consult with you, particularly about identifying sensitive information, before making any decision on a Freedom of Information request. 

In addition to the above, the NHSBSA is subject to the greater requirements for across Government operations outlined in ‘The Coalition: our programme for Government’.  You are hereby formally notified that the NHSBSA is obliged to publish the contract resulting from this tendering exercise.  In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security.

Non-collusion and inducements

Any Bidder which:

· fixes or adjusts its quote by arrangement with any other person; or

· communicates to any person other than the NHSBSA the details of its quote; or

· enters into any arrangement with any other person that it will cease to negotiate with the NHSBSA; or

· offers or agrees to pay or give or does pay or give any sum of money, other inducement or consideration, directly or indirectly, to any person in respect of its quote or the contract (excluding details communicated to its advisers and payments made in relation to the valid remuneration of its advisers);


will be disqualified from any further involvement in this process, without prejudice to any other civil remedy that may be available to the NHSBSA and any criminal liability that may be incurred.  

Canvassing

Any Bidder who, in connection with the contract:

· offers any inducement, fee or reward to any employee of the NHSBSA or any person acting as an advisor for the NHSBSA or in connection with the project; or

· does anything which would constitute a breach of the Prevention of Corruption Acts 1889 to 1916; or

· contacts any employee of the NHSBSA about any aspect of the project, except through the agreed communication channel(s) authorised in this document;


will be disqualified from any further involvement in this process (without prejudice to any other civil remedies available to the NHSBSA and without prejudice to any criminal liability which such conduct by a Bidder may attract).

Copyright

The copyright in this ITQ Pack is vested in the NHSBSA. 

Suppliers shall not reproduce any of the ITQ Pack in any material form (including photocopying or storing it in any medium by electronic means) without the written permission of the NHSBSA, other than for use strictly for the purpose of preparing their quote submission in relation to the procurement process. This ITQ Pack and any document at any time issued as supplemental to it are and shall remain the property of the NHSBSA and must be returned upon demand.

NHSBSA’s Employees

No employee of the NHSBSA has the authority to give any undertaking, guarantee or warranty or make any representation (express or implied) in relation to this ITQ or any other matter relating to the contract.

Publicity

Bidders must obtain the express written approval from the NHSBSA before any disclosures are made to the press or in any other public domain relating to this quote process or any subsequent contract.  No bidders will undertake any publicity activities with any part of the media in relation to the project without the prior written agreement of the NHSBSA, including agreement on the format and content of any publicity.  The NHSBSA wishes to make it clear that, prior to contract award, no publicity activities of the bidders shall be allowed.

The NHSBSA expects all its Bidders to adhere to the same ethical principles. For this purpose, the NHSBSA has drawn up this Supplier Code of Conduct which is based on the United Nations Global Compact:

1. Laws & Ethical Standards: All Bidders shall comply with all laws applicable to its business and the country in which it operates.

2. Supplier Relationships: The provisions of this Code of Conduct sets forth the expectations of all Bidders with whom the NHSBSA does business. The NHSBSA expects that these principles apply to Bidders, parent entities and subsidiary or affiliate entities, as well as all others with whom they do business including employees, subcontractors and other third-parties. The NHSBSA expects that Bidders ensure that this Code of Conduct is communicated to the employees and subcontractors of all Bidders, and that it is done in the local language and in a manner that is understood by all.

3. Forced Labour: The NHSBSA expects its Bidders to prohibit any use of forced, bonded or compulsory labour. 

4. Child Labour: The NHSBSA expects its Bidders, at a minimum, not to engage in any practice inconsistent with the rights set forth in the Convention on the Rights of the Child.  The minimum admission to employment or work shall not be less than the age of completion of compulsory schooling, normally not less than 15 years or 14 where the local law of the country permits, deferring to the greatest age. Additionally, all young workers must be protected from performing any work that is likely to be hazardous or to interfere with the child’s education or that may be harmful to the young worker’s health or wellbeing. 

5. Discrimination: The NHSBSA expects its Bidders to follow all relevant legislation, regulations and directives in the country in which they operate in respect of discrimination legislation including any hiring and employment legislation on the grounds of race, colour, religion, gender, sexual orientation, age, physical ability, health condition, political opinion, nationality, social or ethnic origin, union membership or marital status. 

6. Working Hours: The NHSBSA expects its Bidders to comply with all applicable working hour requirements as established by local law.

7. Human Rights: The NHSBSA expects its Bidders to support and respect the protection of internationally proclaimed human rights and to ensure that they are not complicit in human rights abuses.

8. Health and Safety: The NHSBSA expects its Bidders to follow all relevant legislation, regulations and directives in the country in which they operate to ensure a safe and healthy workplace or any other location where production or work is undertaken. 

9. Anti-Corruption: The Bidder shall operate in accordance with international anti-corruption standards as stated in the United Nations Global Compact and local anti-corruption and bribery laws. For the avoidance of doubt, the Bidder may not offer services, gifts or benefits to NHSBSA employees in an attempt to influence that employee’s conduct in representing the NHSBSA.

10. Compliance with the NHSBSA Code of Conduct for Suppliers: The NHSBSA reserves the right upon reasonable notice to check Bidder’s compliance with the requirements of this Code of Conduct. The Bidder agrees that it is responsible for controlling its own supply chain.  
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