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Invitation to tender for: Fire Risk Training
Tender reference number: MEH-FRA DN592557
Tenders are invited for the services specified in accordance with the Terms and Conditions of Contract and the Specifications.

LiveWest does not bind itself to accept the lowest or any tender and reserves the right to accept a tender either in whole or in part, each item being for this purpose treated as offered separately. LiveWest reserves the right to award the contract for services in Devon and Cornwall to more than one supplier.

This Invitation to Tender package comprises the following documents (if any of these documents are missing please contact me immediately):

1. This invitation to tender and Form of tender

2. Tender evaluation criteria
3. Terms and conditions of contract

4. Specifications 
5. Pricing schedule 
The estimated timetable for the tender activity is:

Tender open for bids from 

19th January 2022

Tender questions closing date
21st  February 2022

Tender response closing date 
22nd February 2022

Tender response evaluation
25th February 2022
           Contract Award


7th March 2022
Please note the following important points when completing and submitting your tender:
1.
All offers must be written in English.

2.
All offers must be submitted in accordance with the documentation provided herein. This must not be amended in any way.
3.
All offers must be submitted via the ProContract e-tendering system by the deadline.

4
Information and confidentiality

4.1
Information that is supplied to bidders as part of the procurement exercise is supplied in good faith. However, bidders must satisfy themselves as to the accuracy of such information and no responsibility is accepted for any loss or damage of whatever kind or howsoever caused arising from the use by the bidders of such information, unless such information has been supplied fraudulently by LiveWest.

4.2
All information supplied to bidders by LiveWest in connection with this procurement exercise shall be regarded as confidential. By submitting a tender the bidder agrees to be bound by the obligation to preserve the confidentiality of all such information.

4.3
This invitation and its accompanying documents shall remain the property of LiveWest and must be returned on demand.
5
Freedom of Information Act 2000

The Freedom of Information Act 2000 (FOIA) does not currently apply to LiveWest but may do so in the future.

6
Prices and orders
6.1
Prices must be stated in the Pricing Schedule and must remain open for acceptance for 30 days from the closing date for the receipt of tenders.

6.2
Prices must be firm (i.e. not subject to variation) for the Contract subject only to any variation provisions contained in the contract documents.
6.3
Currently LiveWest uses purchases orders from various systems, however in the future we will be moving to the use of a portal. Suppliers should raise any concerns they have with this in their tender submission.
7
Tender documentation and submission

7.1
Tenders must be submitted for the full scope of the Contract.

7.2
Offers must comprise 

· This invitation to tender and Form of tender

· Standard Selection Questionnaire

· Tender evaluation criteria

· Pricing schedule

· Contractor Code of Conduct

7.3
The Form of Offer must be signed by an authorised signatory: in the case of a partnership, by a partner for and on behalf of the firm; in the case of a limited company, by an officer duly authorised, the designation of the officer being stated.

7.4
The Form of Offer and accompanying documents must be completed in full. Any offer may be rejected which:

7.4.1 
contains gaps, omissions or obvious errors; or

7.4.2 
contains amendments which have not been initialled by the authorised signatory; or

7.4.3 
is received after the closing time.

7.5
For help in completing the Form of Tender please contact LiveWest for commercial and technical queries.

8
Contract award criteria and scoring methodology
8.1
The contract(s) will be awarded on the basis of the most economically advantageous tender judged on: 

Price – 
60%

Quality – 
40%
8.2
Bidders should ensure they look at the correct evaluation sheet for the services they bid for. The following scoring methodology will apply to the evaluation of tenders received:

Price – a maximum of 10 points will be appointed to the bidder tendering the lowest priced option.  Remaining tenders are scored by dividing the lowest price by the quoted price then multiplied by 10.
Quality - we will score each criteria as follows:

	SCORING SCALE

	Score
	Commentary

	0
	Unacceptable

	1
	Very weak - almost unacceptable

	2
	Weak - well below expectations

	3
	Poor - below expectations

	4
	Satisfactory but below expectations

	5
	Meets expectations

	6
	Slightly exceeds expectations

	7
	Good - well above expectations

	8
	Very good

	9
	Outstanding

	10
	Exceptional


The scores are then adjusted in accordance with the weighting for the respective criteria.

9
Contract Duration
All contracts to be awarded are anticipated to be for the duration of the work.
10
Contract monitoring

LiveWest is committed to helping improve the efficiency of contracted suppliers. The criteria for measuring performance in the delivery of the services shall be agreed with the supplier and formally documented. 
11.
KPI’s
Successful contractors will be expected to agree to a reasonable set of KPI’s for the performance of the contract. These will include criteria such as:

· Client satisfaction, 

· Prompt receipt of certificates (where applicable)
Yours sincerely
M Hitchcox
Supply Chain Manager

Document No 2 - Standard Terms and Conditions of Contract for Fire Risk Training
Please see attached T&C’s Services April 2018
Document 3 – XXXXXX
Bidders are invited to tender for the requirements listed in the specification and a Pricing Schedule should be completed for requirement.
Document 4  - Pricing Schedule

See separate sheet 
All costs should be exclusive of VAT where applicable
Document 5
Form of Tender

LiveWest Tender for Fire Risk Training
[insert your company name] (‘the Bidder’) of [insert address]
Agrees:

1.1
That this offer and any contracts arising from it shall be subject to the Terms of Tender, the Standard Terms and Conditions of Contract and Supplementary Conditions of Contract and all other terms (if any) issued with the Invitation to Tender; and

1.2
to supply the goods/services in respect of which its offer is accepted (if any) to the exact quality, sort and price specified in the Pricing Schedule in such quantities, to such extent and at such times and locations as ordered; and

1.3
that this offer is made in good faith and that the Bidder has not fixed or adjusted the 
amount of the offer by or in accordance with any agreement or arrangement with any other person. The Bidder certifies that it has not and undertakes that it will not:

1.3.1
communicate to any person other than the person inviting these offers the amount or approximate amount of the offer, except where the disclosure, in confidence, of the approximate amount of the offer was necessary to obtain quotations required for the preparation of the offer, for insurance purposes or for a contract guarantee bond;

1.3.2
enter into any arrangement or agreement with any other person that he or the other person(s) shall refrain from making an offer or as to the amount of any offer to be submitted.
Dated this [insert day] day of [insert month and year]
Name (print)

Signature

Title

The Form of Tender must be signed by an authorised signatory: in the case of a partnership, by a partner for and on behalf of the firm; in the case of a limited company, by an officer duly authorised, the designation of the officer being stated.

