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8th May 2017
Dear Sir/Madam
Kitchen Flooring Works to Support In-House Delivery Teams
You are invited to tender for the provision of the works as listed in the enclosed specification in accordance with the attached terms and conditions.

Your tender must be received by the Director (Law and Democratic Services, Swindon Borough Council) with the attached label (with no marks identifying the sender) provided not later than 1200 hrs UK Local time on Wednesday 31st May 2017.
Any tender received after this date and time will not be considered.
Tenders delivered by hand must be presented at the address given on the attached labels and a receipt obtained from the receptionist showing the date and time of acceptance.

It should be noted that for a tender to be considered it must be completed in full and in accordance with the instructions given in the Instructions to Tenderers’ section of the attached documents. Tenderers’ should note that the Council does not bind itself to accept the lowest or any tender and will not be responsible for any loss or expense incurred in the preparation and submission of this tender.

The evaluation of tenders will be based on 70% total price and 30% quality.
As a guide to completing and returning your tender, I should point out that all of the pricing schedules, certificate of Bona Fide Tender and Form of Tender need completing in full and signing before returning the documents. 
Any queries relating to the tender documents should be put in writing and emailed to, in the first instance, LBishop-Smith@swindon.gov.uk.  In the second instance sprovis@swindon.gov.uk.

Yours faithfully

Lisa Bishop-Smith

Tender Project Manager 
