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Contract for: 
THE PROVISION OF A REPAIRS AND MAINTENANCE SERVICE FOR COMMUNAL LAUNDRY EQUIPMENT AND DISHWASHER EQUIPMENT, CITYWIDE, THROUGHOUT NEWCASTLE UPON TYNE (C-012000)
Part 1 – Introduction, Background and Organisation’s Guide to the Open Procedure
Clients: Newcastle City Council, Your Homes Newcastle and Leazes Homes Limited

Nominated Representative: Your Homes Newcastle Limited

-------------------------------------------------------------------

Part 1 – Introduction, Background and Organisation’s Guide to the Open Procedure
Introduction

The Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited have a requirement for ‘the provision of a repairs and maintenance service for the communal laundry equipment and dishwasher equipment, citywide, throughout Newcastle upon Tyne’.
Background
Your Homes Newcastle, on behalf of Newcastle City Council, has procured this requirement and awarded this Contract over several previous periods of time. The latest Contract was procured in 2016 and, with the initial Contract period plus additional options to extend, this current Contract was due to be renewed during 2020. However, various Covid-19 lockdowns prevented this from happening.
In order to meet this need, Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited are inviting expressions of interest from eligible and suitably qualified Contractors able to supply any identified goods, deliver all identified services and, undertake any identified works linked to this requirement.

This guide is intended to help you:

· understand the procurement process; and

· prepare your tender.

Further details of the various stages are shown below to help you through the process.

1 Tender
Those organisations that express an interest in tendering (the Tenderers) will be sent the Invitation to Tender (ITT) which will contain:

· instructions for completion; 

· details of the information you should include in the tender response;

· further information on the Contract needs (such as the Specification);
· the Contractual terms which you will have to agree to if you are the successful Tenderer;

· Selection Questionnaire (SQ);

· the evaluation criteria; and

· details and timetable of the tender process.

You should read the ITT carefully.  It is important that you understand Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited’s needs and requirements as:

· you need to be able to demonstrate that you can meet those requirements in the information which you provide; and

· to make sure that you have considered all aspects of the Contract when calculating your pricing.

If you want your tender to be considered, you must complete the SQ.

You must comply with all of the instructions and include the signed undertaking in your submission.

Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will consider the information which you submit in your SQ to decide if you are capable to carry out the Contract.

The SQ asks about different aspects of your business as follows.

Part 1
- Supplier Information

Part 2 - (Section 2) Grounds for Mandatory Exclusion

Part 2 - (Section 3) Grounds for Discretionary Exclusion

Part 3 - Selection Questions

Section 4
Economic and Financial Standings

Section 5 
Parent company information

Section 6
Technical and Professional Ability

Section 7 
Modern Slavery Act
Section 8.1
Insurance
Section 8.2
Environmental Management
Section 8.3
Health and Safety
Section 8.4
Skills and Apprentices
Section 8.5 
Equality legislation 

The SQ explains how Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will evaluate the information you provide so please consider these statements throughout the SQ very carefully when answering.

· Part 1 is required for information purposes only.

· Part 2 (Section 2 and 3) asks you to confirm certain circumstances about your business.  If you do not confirm some of these (mandatory grounds) this means that Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited must treat you as ineligible for the tender opportunity. If you do not confirm the other (discretionary grounds) this means that Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited may treat you as ineligible and will consider the public interest in applying this discretion.  Please contact the Procuring Officer for guidance if you have any queries about this.  If you are eligible Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will consider the other sections and evaluate them as explained in the SQ.

· Part 3 Sections 4, 5, 6 and 7 ask you for information to cover areas in which the Lead Authorities have certain policy needs. Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited must be sure that you can meet the requirements in these policies so it can consider you as a potential Contractor.  Some may relate to future obligations under the Contract should you be successful in the procurement and details of these will be provided as relevant through the procurement.

You should also take time to understand how your tender is going to be evaluated by reference to the evaluation criteria.  This is so that you can make sure that your information gives you the best opportunity of success.

This includes understanding all of the obligations you will have under the Contract - the Contract will include:

· the Contract including the Pricing Schedules and any specific provisions for the Contract, for example, method statements or lists of services;

· the Special Terms and Conditions of Contract;

· the Standard Terms and Conditions of Contract; and 

· your Tender (except for any parts of the Tender included as part of the Contract particulars which means they are considered to be essential and any parts which Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited have specifically stated that we do not accept).

If there is any inconsistency between any of the items listed, they will take priority as listed.  For example, anything in the Special Terms and Conditions would override an inconsistent term in the Standard Terms and Conditions.

If there is anything that you do not understand about the ITT, you should ask the Procuring Officer at Your Homes Newcastle for clarification.  

Tender Submission and Delivery 

Your Tender must be submitted electronically in accordance with the details set out in the ITT.

You must note any requirements to deliver by e-tendering system and that you must not submit tenders by email.

All submissions relating to Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited tenders must be responded to and returned as instructed. Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited reserves the right to disqualify a company if their submission does not comply with the instructions.
It is important to allow sufficient time for your completed submission to be uploaded into the NEPO Electronic Tendering Portal before the closing date and time.  Failure to do so will result in your response being registered as a late submission and will not be accepted by Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited.

a) Submissions which have commenced being uploaded before the closing time but have not finished being uploaded by the closing time will be registered by the system as a late submission.
b) Uploading files can take a lot longer than you may expect. Your Internet provider may quote figures like 8Mbps when they are selling their product. This does not mean that you can upload at that speed. Most broadband users will find download speeds are much faster than the upload speed. In our experience, most broadband connections only have an upload speed of depending on the time of day and traffic; between 128Kbps and 512Kbps. 

c) You are advised to ensure that you allow sufficient time to upload your tender submission and any supporting documents.

d) Any images and/or graphics included as part of your submission may further increase the amount of time taken to upload your submission onto the Portal. 

e) Submissions delivered to Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited by post, fax or other electronic means will not be accepted.

f) Failure to comply with the above may invalidate your submission.
Tender Evaluation and Contract Award
The ITT will state whether the tenders are going to be evaluated on the most economically advantageous tender or the tender which offers the lowest price.

In either case Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will evaluate your tender using the following process:

· Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited evaluation panel for this procurement will check the tenders to make sure Tenderers have kept to the requirements.

· If compliant we will evaluate the information provided against the evaluation criteria as set out in the ITT.

· Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will clarify your tender as required.  

You should make sure that there is somebody available to answer questions or queries that we may have as soon as possible in order to assist the evaluation process.  Your responses will be to clarify elements of the tender submission.

Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited may decide to use interviews or clarification meetings as part of the evaluation process and if so will indicate whether or not these are to be scored or whether they are simply to be used for clarification. 

Once we have chosen the successful Tenderer(s) we will let them and, all unsuccessful Tenderers know the outcome.

If you are unsuccessful Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited will tell you who the successful Tenderer(s) are and, what their score was in comparison to your score.

After this notification, Your Homes Newcastle, Newcastle City Council and Leazes Homes Limited must leave at least 10 calendar days before it awards the Contract.  This is to give you an opportunity to raise any issues you have before the Contract is actually awarded.

Contract Start
If you are the successful Tenderer, we will send you the Contract documentation to sign before you start fulfilling your obligations under the Contract. This is subject to you meeting any pre-conditions or checks before entering into the Contract.
You will also need to complete any performance bonds or other documentation that may be needed for this Contract.

You should be ready to start on the day shown in the procurement documents and should make sure that all relevant people are available for that start date.

