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1. INVITATION TO TENDER
You are invited to tender for the provision of Walkden House Demolition under the terms and instructions set out in this document. 
1.1
BACKGROUND TO WIGAN COUNCIL
With a population of 320,000, Wigan is the ninth-largest metropolitan authority in England and the second largest in Greater Manchester. Wigan occupies an enviable geographic position, lying between the major cities of Manchester and Liverpool.

Wigan experienced dramatic expansion during the industrial revolution with the development of major mills and a coal mining district.  The historic towns and villages which grew during this period punctuate the landscape and residents enjoy a significant ‘greenheart’ area, with 70 percent of Wigan’s 77 square miles consisting of expansive countryside. Spanning the length and breadth of the borough, this area includes stunning parks, woodlands, wetlands, canals and green space, rich in flora and fauna.  

Wigan has a strong sporting tradition, embedding passion and belief within the fiercely proud local population.  The amateur sports scene is particularly prevalent in Wigan and Leigh, with a wide range of sports clubs ensuring that people are able to engage in regular physical activity to improve health and wellbeing. 

Wigan Councils vision for the Borough can be described in two major ambitions: -

CONFIDENT PEOPLE; CONFIDENT PLACE

To help us achieve this vision Wigan is work together with communities to deliver the Deal.  More information on this can be found on our web site -: 

https://www.wigan.gov.uk/Council/Strategies-Plans-and-Policies/Deal-for-the-future.aspx
1.1.1 BACKGROUND TO THE REQUIREMENT
The Employer requires the complete demolition and grubbing out of foundations of existing sheltered accommodation (2 storey) comprising 25 flats, communal and support accommodation, off 26 Priory Road, Wigan, WN4 9UG together with grubbing out of all associated works, roads, hardstandings, drainage and service connections as per Employer’s Requirement Document and other documents on The Chest.
1.2
SUMMARY INSTRUCTIONS AND DETAILS OF TENDER
	ITEM
	CONTRACT DETAILS

	OJEU reference:
	n/a

	Contract Description:
	Demolition of Walkden House as per Employer’s Requirement and other documents on The Chest

	Scope:
	See alternative documents

	Geographic focus
	WIGAN BOROUGH

	Insurance Requirements:
	Insurance cover (for any one occurrence or series of occurrences arising out of one event): 
Public liability £5,000,000
Employer’s Liability £5,000,000


	Period of Contract:
	6 weeks approx.

	Procuring Officer:
	Kieran Hough 

	Questions or requests for clarification:
	Any questions or requests for clarification in relation to the tender process must be submitted via 'The Chest'.  The Council will not respond to any communications (e-mails etc.) which are submitted outside 'The Chest'.

	Submission instructions:
	Electronic upload via ‘The Chest’ e-procurement portal (https://www.the-chest.org.uk).  

	Date/time for Tender return:
	Thursday 4th January 2018 at 12pm
Submissions will be received up to the above deadline.  The Council does not undertake to consider tenders received after the return date/time.  Those received before the return date/time will be retained unopened until then. For information regarding uploading information to 'The Chest' please refer to the attached guidance note accompanying these Tender documents. 


1.3
TIMETABLE

NB. This timetable is indicative only.  The Council reserves the right to change it at its discretion.

	Stage
	Date(s)/time

	Issue of Invitation to Tender
	24th November 2017

	Cut off deadline for questions to be submitted via ‘The Chest’ – Questions cannot be answered after this deadline  
	21st December 2017

	ITT Submission deadline
	4th January 2018 at 12pm

	Evaluation of Tenders
	5th – 12th January 2018

	Interviews (if required)
	5th-12th January 2018

	Internal Approvals
	15th January 2018

	Intention to award letter
	15th January 2018

	Pre-Contract Meeting
	Week commencing 15th January 2018

	Service Start Date 
	22nd January 2018


The Council reserves the right to amend this timetable.

2. TENDER INSTRUCTIONS AND INFORMATION

2.1
About These Instructions

These instructions are designed to ensure that all tenderers are given equal and fair consideration.  It is important therefore that you provide all the information requested in the format and order specified. 

Full details of the Service required under the Contract and all other relevant information is provided in the accompanied Service Specification.  All enquiries concerning this Invitation to Tender should be submitted via ‘The Chest’ e-procurement portal: -

https://www.the-chest.org.uk  
We will only provide information and answer any enquiries via ‘The Chest’ portal    https://www.the-chest.org.uk.  We will keep the source of any questions confidential however we must make all questions and answers available to all tenderers.  In doing this we are unable to amend the questions and they will be made available in their entirety as they are submitted. Please do not include any information in questions that you are not prepared to have made available to others. 

You should not contact any other person regarding this matter unless expressly advised by ‘The Chest’. 

Assistance in submitting an application via The Chest is available on the website. You can log issues directly with Due North (Proactis) who operate The Chest website by either sending an e-mail to ProContractSuppliers@proactis.com or by going directly to http://proactis.kayako.com/default or by following the support options in product and via the corporate website. Wigan Council uses Version 3 (V3) of The Chest. Telephone calls direct to The Chest’s helpdesk must only be used for time sensitive issues. The current helpline number is 0330 005 0352 (Mon – Fri 9am – 5:30pm). Otherwise, for issues which are not time sensitive you are advised to use the electronic helpdesk facility.

There is also a series of guidance notes available on ‘The Chest’ web site and embedded below:
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2.2
General Information

The contents of this Invitation to Tender (ITT) and of any other documentation made available to you in respect of this tender process are provided on the basis that they remain the property of the Council and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this ITT and all associated documents immediately and not to retain any electronic or paper copies. 

No Tenderer will undertake any publicity activities with any part of the media in relation to the Contract or this ITT process without the prior written agreement of the Council, including agreement on the format and content of any publicity.

This ITT is made available in good faith.  No warranty is given as to the accuracy or completeness of the information contained in it and any liability or any inaccuracy or incompleteness is therefore expressly disclaimed by the Council and its advisers.  The Council reserves the right to issue supplementary documentation at any time during the tendering process to clarify any issue or amend any aspect of the ITT.  All such further documentation that may be issued shall be deemed to form part of the ITT and shall supplement and/or supersede any part of the ITT to the extent indicated.
If Tenderers have any questions about the Invitation to Tender, such questions should be submitted to the Council using the ‘Messages’ facility within the opportunity advertised on The Chest. A copy of the question and a copy of the written reply may be circulated to all tenderers, with anonymity of the tenderer preserved.  Tenderers must not raise questions through any other channels, including emails direct to the Council.  No questions will be responded to, other than those raised through The Chest as described above

The Council reserves the right to amend the enclosed tender documents at any time prior to the deadline for receipt of tenders.  Any such amendments shall be numbered, dated and issued by the contact officer(s) named above. Where amendments are significant, the Council may at its discretion extend the return date for receipt of tenders. 
Tenders comprising all the documents requested MUST be submitted via ‘The-Chest’ Portal, www.the-chest.org.uk no later than 12 pm on 4th January 2018 The closing time/date for receipt of tenders is clearly marked on the portal.  You are recommended to upload all documents and submit your tender submission in sufficient time for it to reach the server prior to the closing time/date stated. The server automatically time/date stamps all tender submissions.

Tenders received after the above date and time may not be considered.

NB: It can take up to two working days for ‘The-Chest’ Technical Team to respond to any technical enquires. Wigan Council will not be liable for any difficulties encountered uploading documents and the closing date and time will be strictly adhered to. 

Assistance in submitting an application via The Chest is available on the website. You can log issues directly with Due North (Proactis) who operate The Chest website by either sending an e-mail to ProContractSuppliers@proactis.com or by going directly to http://proactis.kayako.com/default or by following the support options in product and via the corporate website. Wigan Council uses Version 3 (V3) of The Chest. Telephone calls direct to The Chest’s helpdesk must only be used for time sensitive issues. The current helpline number is 0330 005 0352 (Mon – Fri 9am – 5:30pm). Otherwise, for issues which are not time sensitive you are advised to use the electronic helpdesk facility.

Ideally, where possible, all supporting documents should be embedded into the tender document, at the relevant question/section, rather than being attached as a separate document(s). This will benefit tenderers by reducing the time to upload their submission, and it also greatly assists the Evaluation Team in identifying the response to each specific area.  

It is critical that the documents are read carefully prior to completion. Any questions which are received after 21st December 2017 may not be considered. 
By issuing this invitation to tender the Council is not bound in any way and does not have to accept the lowest or any tender. 

The Council reserves the right to accept the whole or any specified part of the tender unless the tenderer expressly stipulates otherwise.

You will not be entitled to claim from the Council any costs or expenses which you may incur due to this invitation to tender whether or not your tender is successful. The Council reserves the right to cancel the tender process at any point.  The Council is not liable for any costs resulting from any cancellation of this tender process nor for any other costs incurred by those tendering for this Contract.

You are deemed to understand fully the processes that the Council is required to follow under relevant European and UK legislation, particularly in relation to The Public Contracts Regulations 2015. 

2.3
Freedom of Information Act and Environmental Information Statement0 TC "
FREEDOM OF INFORMATION ACT AND ENVIRONMENTAL INFORMATION STATEMENT" \l 1 

The Council is subject to The Freedom of Information Act 2000 (“Act”) and The Environmental Information Regulations 2004 (“EIR”).

As part of the Council’s obligations under the Act or EIR, it may be required to disclose information concerning the procurement process or the Contract to anyone who makes a reasonable request.

If Tenderers consider that any of the information provided in their Tender is commercially sensitive (meaning it could reasonably cause prejudice to the organisation if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information being exempt from disclosure under the Act and the EIR.

The Council will endeavour to consult with Tenderers and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR.  However the Council shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information.  The Council must make its decision on disclosure in accordance with the provisions of the Act or the EIR and can only withhold information if it is covered by an exemption from disclosure under the Act or the EIR. 

The Council will not be held liable for any loss or prejudice caused by the disclosure of information that:

· has not been clearly marked as "Not for disclosure to third parties" with supporting reasons (referring to the relevant category of exemption under the Act or EIR where possible); or

· does not fall into a category of information that is exempt from disclosure under the Act or EIR (for example, a trade secret or would be likely to prejudice the commercial interests of any person); or

· in cases where there is no absolute statutory duty to withhold information, then notwithstanding the previous clauses, in circumstances where it is in the public interest to disclose any such information.

2.4
Clarification Meetings, Site Visits and Interviews

0 TC "
CLARIFICATION MEETINGS, SITE VISITS AND INTERVIEWS" \l 1 

The Council reserves the right to hold clarification meetings, site visits and/or interviews as it considers appropriate both before and after Tender submission.

Tenderers may be required to make available key members of their delivery team who will be responsible for the provision of the Contract to demonstrate their understanding and approach as outlined in the Tender and to allow the Council an opportunity to clarify any aspect of the Tender.

2.5
Transfer of Undertakings (Protection of Employment)
TUPE refers to the "Transfer of Undertakings (Protection of Employment) Regulations 2006" as amended by the "Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014". The TUPE rules apply to organisations of all sizes and protect employees' rights when the organisation or service they work for transfers to a new employer.

TUPE has impacts for the employer who is making the transfer (also known as the outgoing employer or the transferor) and the employer who is taking on the transfer (also known as the incoming employer, the 'new employer' or the transferee).

The Council considers that in the event of this contract being awarded other than to the present provider, then the terms of the EU Council Directive on Acquired Rights (Number 2001/23/EC) and/or the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended) (“TUPE”) may apply.

If the event that TUPE does apply, upon which the tenderers must reach their own view, tenderers should take into account the following requirements which would then arise:​

· The need to inform and consult with recognised trade unions or other appropriate workforce representatives;

· The need to maintain existing rates of pay and conditions of employment of employees. 

The Council will provide to tenderers such employment details of the workforce presently employed in connection with the Services as may be provided by the present contractor only on receipt of a written undertaking on the part of tenderers that such information will be treated as strictly confidential and will be used for no other purpose than in connection with the submission of a tender for the Services. 

Tenderers are advised to seek independent professional advice as to the application and the effects of the Directive and/or the Regulations on your Company/Firm should you be in the position of being the successful tenderer.

2.6
Submission Requirements

Error! Reference source not found. TC "
CONDITIONS OF TENDER
" \l 1 



Tenders must be written in the English language.
Only one Tender is permitted from each Tenderer.  In the event that more than one is submitted by a Tenderer, the one with the latest time of submission will be evaluated and the other(s) disregarded.

The Tender must be submitted in a full and complete manner and not be qualified in any way. Tenders may be rejected if the complete information called for is not given at the time of tendering. 

Your full registered business/name and main office address must also be provided on all documents and any signatures must be made by a person who is authorised to commit the Tenderer to the Contract.

2.7
Pricing

Tenderers must complete the Form of Tender / Pricing Schedule, to provide all of the obligations under the Contract as set out in the Specification attached to the tender package. 

You are requested to price your tender on a fixed price basis, for the duration of the contract period, incorporating all the costs associated with providing the service including fees and expenses, stated in pounds sterling and exclusive of VAT, the Council will not except any qualifications to the Cost Schedule / Schedule of Rates submitted.
The tender submission shall remain valid for a period of 120 days from the tender return date. 
2.8
Conditions of Contract

The Council reserves the right to award one, any number, or no contracts. 
The conditions of Contract are detailed in the draft form of contract, you are required to confirm acceptance of these when you submit your tender.  Any queries / clarifications required must be submitted via the Chest as directed in item 2.1 

Any resulting Contract will consist of the Form of Agreement, the Conditions of Contract, the Specification, the Pricing Schedule, the Management of Contract Document (including performance targets, service levels social value & continuous improvement commitments) and any agreed Relevant Correspondence (including the response to the invitation to tender). Tenderers are required to confirm their acceptation of the Conditions of Contract.  All relevant Contract Documents are included or referenced in the tender package. 

Under the Contract the Council will require compliance with the Council’s policies including the following, non-exhaustive list:

Health and Safety;

Equality and Diversity;

Whistleblowing;

Information governance requirements;

Incident reporting requirements. 

Further information, where required, can be found at https://www.wigan.gov.uk/Council/Strategies-Plans-and-Policies/index.aspx 

2.9
Collusion

Tenderers are requested to complete the Certificate of Bona Fide Tendering detailed at Attachment 1.  Any breach of the undertakings covered will invalidate your tender.

2.10
Costs and Expenses

Tenderers will not be entitled to claim from the Council any costs or expenses associated with the preparation of the response to this invitation to tender.  Costs associated with follow up documentation, together with any required presentations or demonstrations shall be borne fully by the tenderer.  

Tenderers are advised to satisfy themselves that they understand all of the requirements of the Contract before submitting their Tender.

Any contract award will be conditional on the Contract being approved in accordance with Council’s internal procedures.
2.11
TUPE Information Sharing

In the event that TUPE is considered applicable, the Council will require a signed "TUPE Details Confidentiality Form".  Once the signed form is received, any relevant TUPE information will be shared. 

Tenderers are requested to respect the sensitive nature of this information and ensure it remains confidential.
2.12
Tender Evaluation and Award Criteria0 TC "
TENDER EVALUATION AND AWARD CRITERIA" \l 1 

The evaluation will be assessed in 3 sections. The instructions for each section are provided in this document. The documents for completion are found as separate attachments as indicated in brackets below.
Section 1. Pass/Fail (Appendix A)
Section 2. Cost (Final Summary)
Section 3. Quality (Appendix B)
Each Tender will be checked initially for compliance with all requirements of the ITT, any non-compliance areas may result in your tender being rejected. During the evaluation period, the Council reserves the right to seek clarification in writing or by means of a clarification meeting from any or all of the Tenderers, to assist it in its consideration of their Tenders. 
Tenders which pass Section 1 will be evaluated to determine the most economically advantageous tender taking into consideration the specified award criteria of cost (section 2) and quality (section 3.) The Council does not undertake to accept the lowest or any tender and reserves the right to accept the whole or any part of any tender submitted.  
The award criteria will balance the issues of quality and costs to ensure that the successful tenderer chosen offer the most economically advantageous tender.  Tenders which pass the eligibility stage will be assessed on a 60% Price / 40% Quality basis. 
2.12.1 Section 1 – Instructions for evaluating Pass/Fail section
Please complete Appendix A.
The pass/fail requirements are as follows

Declaration that work can be completed in accordance with tender documentation

Company information from Constructionline including requirement for Constructionline minimum notational value against Demolition of £100,000
Membership of National Federation of Demolition Contractors
Mandatory and discretionary exclusion criteria
A note on Constructionline

Wigan Council has adopted Constructionline to reduce the administrative burden on suppliers wishing to apply for this opportunity.

The Constructionline website is available at:- https://www.constructionline.co.uk/ 

Constructionline registered Prospective Providers need to have the relevant Category and Value showing on their Constructionline account and their account must not be suspended at the time of ITT Close Date.
As a word of caution Constructionline registered Prospective Providers must ensure they log-in to their Constructionline profile and confirm the information they hold on their company is accurate, along with ensuring that you are registered for the necessary Work Categories and values you are bidding for. They must do this by 3 DAYS PRIOR TO THE ITT CLOSING DATE to ensure any changes can be made to their information prior to the closing date of this notice. Please contact Olga Gough on 07808 010229 or olga.gough@capita.co.uk for assistance.
Non-Constructionline registered Prospective Providers would need to register. 

To register in relation to this contract notice please contact Kerry Telford on 07808 010218 or Kerry.telford@capita.co.uk.
They will need to start the registration process as soon as possible and ensure that they achieve a fully registered status 5 DAYS PRIOR TO THE ITT CLOSING DATE.
If the winning supplier fails to provide the required evidence within set timeframes, or the evidence proves unsatisfactory, the award of the contract may not proceed. Wigan Council may then amend the contract award decision and award to the second placed supplier, provided that they have submitted a satisfactory bid. Alternatively, the procurement process may be terminated.

Wigan Council however reserves the right to require information from any supplier at any stage if it is necessary to ensure the proper conduct of the procurement procedure. 
2.12.2 Section 2 - Instructions for evaluating Cost
For the pricing element tenderers are required to complete the Final Summary
	Criterion 


	Weighting

	Lowest submitted tender having taken into account any other priced risks or benefits to the Council
	60%




Each tenderers completed pricing schedule tender sum submission will be awarded a score based on its relationship with the lowest Tender which will take into account any other risks or benefits.  

The tender with the lowest tender sum will be awarded the full 60% each of the remaining tenders will be awarded percentages on a pro-rata basis in accordance with the following calculation.

Example

Company A overall tender sum £450,000
Company B overall tender sum £500,000
Company C overall tender sum £520,000

to work out the adjusted weighting of each price submission:

= lowest price submitted divided by actual price submitted multiplied by Price weighting


Therefore:

Company A overall contract price £450,000 = £450,000/£450,000 x 60= 70%
Company B overall contract price £500,000 = £450,000/£500,000 x 60=54%
Company C overall contract price £520,000 = £450,000/£520,000 x 60 = 51.9%  

2.12.3 Section 3 – Instructions for evaluating Quality
For the quality elements tenderers are required to complete Appendix B: Quality Evaluation Submission Document attached which outlines what is required from tenderers and outlines the percentage weightings or information only status given to each requirement. 
The objective of the quality evaluation process is to assess the responses to the Specification (this will include any clarifications / interviews / presentations) and then select a preferred bidder with the intention to appoint, in line with the timetable indicated above. 

The submission of a tender that can meet the full requirements of the Specification will be evaluated as a pass or fail.  Partial service provision will not be considered therefore a fail in this category will result in the tender being rejected. 
All tenders will be evaluated in terms of understanding and meeting the requirements as set out in the specification.  
The evaluation will be carried out by a panel representing a range of Council stakeholders, against pre-determined evaluation criteria as set out below and in the in the Appendix B: Quality Evaluation Submission Document
Quality Criterion 40%
	Criterion
	Weighting

	Method Statement
	12

	Project Plan
	5

	Environment
	5

	Emergencv/Out of Hours
	3

	References
	10

	Social Value/Community Benefits
	3

	Business Continuity
	2


Scoring Methodology

The evaluation panel, using the (0–5) scoring methodology detailed below, will evaluate the responses in each quality criterion individually. 

	Score
	Category
	Specification
	Detail
	Compliance
	Competency

	0
	Unsatisfactory
	Not addressed
	No relevant detail
	Non-compliant
	Unable to assess due to lack of evidence

	1
	Poor
	Major deficiencies and only minimally addresses the specification
	Little relevant / qualified detail
	Non-compliant; Tenderer has submitted evidence of partial compliance, but this is not sufficient to demonstrate the Tenderers ability to meet the requirement or is qualified
	Little evidence of competency

	2
	Partial
	Partial satisfaction of some aspects of the specification but with some deficiencies apparent
	Contains some relevant detail, but incomplete
	Details provide some evidence of the Tenderers potential ability to meet requirement. Tenderer has indicated partial compliance
	Some evidence of competency

	3
	Satisfactory
	Specification is addressed in full, but provides only basic detail
	Complete but basic
	Tenderer indicates compliance
	Sufficient evidence of competency

	4
	Good
	Specification is addressed in full and contains a good level of detail
	A good level of detail which evidences that the Tenderer can meet the requirements
	Tenderer indicates compliance with clear evidence of ability to meet the requirements
	Good evidence of competency

	5
	Excellent
	Specification may be enhanced by Tenderers approach. Responses add value and may contain some innovation
	An impressive level of explicit detail which clearly evidences that the Tenderer can meet the requirements and further offers to add value and /  or provide innovation to service delivery 
	Tenderer indicates compliance with a high level of evidence of ability to meet / enhance requirements.
	Excellent evidence of competency


The weighted score for each question is calculated by taking the final score, which is multiplied by the question weighing and divided by the maximum available score.  

Example

Response to question 1 scores 3 out of a maximum of 5

The section carries a weighting of 10%

(Actual Score*Weighting) Divided by Maximum Score
(    3              *    10         ) Divided by  5 = 6
DECLARATION

I declare that to the best of my knowledge the answers submitted to these questions are correct. I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement, and I am signing on behalf of......................... (Insert name of Supplier). 

I understand that the authority may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information. I have provided a full list of any Appendices used to provide additional information in response to questions.

I also declare that there is no conflict of interest in relation to the authority’s requirement.

The following appendices form part of our submission:


	Section of ITT
	Appendix number or title

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	ITT Completed By:

	Name:
	

	Role in Organisation:
	

	Date:
	

	Signature:
	


CERTIFICATE OF BONA FIDE TENDERING
1. I declare that this a bona fide Tender, intended to be competitive and that I have not fixed or adjusted the amount of the Tender by or in accordance with any agreement or arrangement with any other person ('person' includes any persons, body or association, corporate or incorporate). 

2. I declare that the company is not aware of any connection with a member of the Council staff that could affect the outcome of the bidding process. 

3. I declare that I have not done and I undertake that I will not do at any time any of the 

following: 

a) communicate to any person, including the addressee calling for the Tender, the amount or approximate amount of the proposed tender; 

b) enter into any agreement or arrangement with any other person or body that he or it shall refrain from tendering or as to the amount of any Tender to be submitted; 
c) enter into any agreement or arrangement with any other person or body that we shall refrain from tendering on a future occasion; 
d) offer or pay or agree to pay any sum of money or valuable consideration directly or indirectly to any person for doing or causing to be done in relation to any other tender for the said work any act of the kind described above; 
e) canvas or solicit the Council staff. 

4. I understand that instances of illegal cartels or market sharing arrangements suspected by the Council will be referred to the Office of Fair Trading for investigation. 

5. I understand that any misrepresentations may also be the subject of criminal investigation or used as a basis for civil action.

6. I understand and agree that if our tender is successful that the Organisation will purchase professional indemnity insurance as required if such insurance is not already held.  

7. I understand and agree to the conditions set out in the Freedom of Information and Environmental Information Statement.  

8. In this certificate 'Agreement' and 'Arrangement' includes any transaction private or open, or collusion, formal or informal, and whether or not legally binding. 

9. Disclosure 

Signed: 
Name:  

Title: On behalf of: 
Date: 

 CHECKLIST FOR TENDERERS
Please ensure that you have included all required documents in your tender submission, failure to provide any of the items in the checklist may cause your Tender to be non-compliant and not considered.

	No
	Item
	Included in Tender

	
	Confirmation of Agreement to Wigan Council’s Draft Contract (on the Chest)
	

	
	Completed Appendix A – Pass or Fail
	

	
	Completed Appendix B – Quality 
	

	
	Signed Declaration (within this document)
	

	
	Signed Certificate of Bona Fide Tendering (within this document)
	

	
	Completed Form of Tender / Cost Schedule / Schedule of Rates (Final Summary Document)
	



5
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Registering on the ProContract Portal


To take part in any exercise and to be able to express an interest in a contract opportunity, first you must register on ProContract with details of yourself and also the company that you work for. This process is covered, in detail, in the following section, with explanations of all the key sections and actions required.


On the portal home page there is an option to Register (for free) on the right hand side of the screen, highlighted below.

Click this to begin the step-by-step registration wizard, where you need to enter your details and your own company’s details.
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Supplier Registration Introduction (Stage 1 of 7)

This page is an introduction to the process that you will be taken through in order to complete your registration onto the portal. Please read this text carefully before proceeding through this process. Minimum and recommended system requirements can also be viewed here. If you wish to proceed, click Continue from the options at the bottom of the page, or if you want to abort the registration process click Cancel.
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Contact Info & Security Section (Stage 2 of 7)

At this stage of the registration process you need to enter your own contact details, a username, a password, and a memorable word/hint. These details will be used when logging into the system. You will be the primary account holder for this company (although details can be changed post registration) so this account will be able to modify the details for the company and add more accounts, which is detailed in another guide. 
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Contact Information


In this section your contact information is entered along with your job details. Complete all mandatory fields as required. Note: Further help regarding the fields can be found in the by hovering over the [image: image5.png]



icon.


Department – This will form your work group. All future members of this work group will be able to access events you are involved in.

E-mail- This is the e-mail address that messages will be sent to confirming registration details, and all other system communication that may take place in the tender process (including notifications of new tender opportunities). It is recommended in most instances that a GENERIC EMAIL ADDRESS is used, so that communication will not be lost if that person is away or leaves their position (i.e.  to a sales@... or tenders@... address possible.) Also this must be of standard email format e.g. name@company.com

Security Information


The second part of this stage is dedicated to setting your security information. This is where you asked to specify a password, a memorable word and a hint to help you in case you forget. It must be something that is secure and also that is memorable to you.


When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Company Info (Stage 3 of 7)


In this stage you will need to populate details regarding the company you work for/are registering on behalf of. The screen will look as follows.
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At this stage you are required to enter the name of the company you work for and also details of the location. 

If any of the fields do not apply but are mandatory, such as “Postcode/ZIP” for companies based outside of the United Kingdom, by entering “N/A” here you can still proceed.


Note: Some of the fields (County and Country) are chosen using a dropdown menu. To select a County/State click the arrow to the right of the box to reveal a drop down menu containing all the possibilities that can be chosen


From the list select the required option by clicking on its name and this will populate the field as required.
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If United Kingdom is selected, then fields will appear requiring Registration number and VAT number.


When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Description (Stage 4 of 7)
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The first part of this stage requires a Company description and up to 6 keywords. Here more information on the company is entered to help the contracting organisation understand what it is your company does. The description helps promote your company to potential buyers, while the keywords can improve the ‘searchability’ of your company. 

Note: A description and at least one keyword are required in this section. This is free text and as much information as required can be entered here. 


This is important as the procuring organisations can search for a company based on the description or keywords specified.


Number of Employees/Classifications

Enter your best estimate as to the number of employees in your organisation within the Number of employees field.
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The final section is the Classifications section. This is where the supplier can show the classifications that the company belongs to, which is used for reporting purposes only. To select a classification hover over the relevant box and left click on the mouse to mark the box to the left with a tick.

Note: The first batch of classifications are mandatory and at least one must be selected from the list.
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Note: The second batch of classifications are optional, and are selected in the same way as detailed above.
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When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Opportunities - Category/Region Selection (Stage 5 of 7)

This is the category and region selection stage of the supplier registration, which will look as shown. 


To select your chosen categories click the Select Categories button. 


 [image: image12.png]Categories
Have opportunities in the following categories emailed o you.

Select categories







Categories List

This section is where you can register your company to receive automatic e-mail notifications of new opportunities that have been published that may be of interest to your company. This will greatly assist you when using the portal and mean that relevant opportunities are not missed. At least one category must be selected. 
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Category: The top level categories that you can register to receive updates under are all listed.


To select a top level category, mark the box to the left of the category by clicking it. You can select multiple categories if required. Ensure that you click on Select Categories to add this to the list.


If you are not sure or if you want to put your company against lower level classifications, you may use the search facility at the top of the page to search specific words to help you narrow down the categories you require adding to your account. 

This can also be done by clicking on the blue diamond to the left of the category and this will take you down to the next level. This can then be repeated to go down further levels in some categories. 


Note: When selecting categories, only categories relevant to the goods or services you can offer as a supplier should be selected.  Category selection can be revisited at anytime to carry out required amendments, and searches of advertised opportunities for all categories can also be carried out at anytime. 
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When all required categories have been chosen, click Select Categories from the options at the bottom of the page.
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Selected categories are now shown as above.  

Note: If a category has been added in error this can be removed by clicking the [image: image16.png]



  button.


Regions


At least one Region must now be selected. These will limit the opportunities that you are emailed about to regions that you supply to. Regions are selected in the same way as categories.
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Additional Classifications/Categories


Also further lists/categories may now also be found (if the procuring organisation/portal have used these) This allows you to register against further supplier lists, as set up by the procuring organisation(s) to allow you to be further categorised and found more easily by procurers.


Note: This is totally independent of the Contract Category Interest that is chosen and this will NOT generate any email notifications.


Each list will show up with the title, followed by a classification structure, which you can register your company against. Tick the options that are applicable from this list, this may be done for several lists.

When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

T&C’s and Privacy Policy (Step 6 of 7)

This is the step where you will be asked to agree to the terms and conditions of using the system and also the privacy policy as laid out by Due North.
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Here you are asked to agree with Due North Ltd’s Terms and Conditions and Privacy Policy by ticking the box placed at the bottom of the page.


When the box is ticked click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Confirmation Page (Stage 7 of 7)

The final screen will be a summary of the details that have already been entered into the system, that need to be checked before completion of registration.  



 If you are unhappy or would like to change any of the information in the sections then this can be done by clicking on the relevant stage title along the top of the page.
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Submitting the Registration


Once you are happy all details are complete and correct the Registration needs to be submitted. 


This is done in the options at the bottom of the summary page.
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When you are happy that all the information is complete and correct, click Submit Registration. Click the Back button to go back to the previous stage, or the Cancel button to cancel the registration.


This will bring the Supplier Registration Confirmation page as shown.
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The system will then send a confirmation e mail to say the application is being considered. The email will also contain an application reference number for your own records. 


Click Continue to return to the supplier portal. 


When the registration is accepted then you will receive an email containing a reminder of your username and the link to the opportunity portal.
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Contract Opportunities


Contract opportunities are posted by buying organisations to notify you of their up and coming contracts and to give suppliers a chance to express their interest in the opportunity and to receive the relevant documents. 

It will also show a list of suggested opportunities, based on the categories and regions selected in your profile, at the bottom of the homepage.
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Searching Opportunities


To search for new opportunities from the supplier home page click on Find Opportunities located across the top of the page.
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This will then open the Opportunities screen which includes a full list of all opportunities. You can specify search criteria to narrow your results in the left hand panel, or just do a key word search (on Title, Buyer or All Data) within the Search area in the top right of the page.
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Narrow your results on:


Portals: This setting allows the Portal you are searching on to be chosen. Only one can be selected, or it can be left to all if required.


Categories: This field allows you to choose the category classification to which the opportunities you wish to search for are associated. To select a category, click on the Add new category and search for the relevant entry.


Regions: This field allows you to choose the region to which the opportunities you wish to search for are associated. To select a region, click on the Add new region and search for the relevant entry.


Include Closed: This defaults to No which will show only opportunities that you can currently express your interest in - so the expression of interest window is open. To view all current opportunities, and also all past and future opportunities that are on the portal but have closed, mark Yes.


Interest Date: Refine your results based on the Expression of Interest date.


Once the search has been set up in the desired way then click on Update and the opportunity results in the middle of the page will refresh.

To view the further details of the opportunity, click the corresponding title.
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The opportunity details will look as shown, with all the relevant opportunity/contract details.
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Main Contract Details

This shows key details of the contract including the title, categories and description.


Key Dates


This section shows the estimated contract dates, the expression of interest dates and any other important information (i.e. Current DPS Round end date, for example.) The expression of interest dates determine the options that will be available regarding the opportunity, as the date must fall within these two dates in order to express an interest.


Contact Details

This shows details of the Buyer and Main Contact.


Attachments


Any attachments or links relevant will appear in the bottom right, where they can be viewed/downloaded by clicking on the title.


In the top right there are 2 options – either register an interest in the opportunity, or return to the find opportunities page.

Registering Interest in an Opportunity

To register interest in a particular opportunity then first you must be registered on the portal. 

This process is covered in detail in the “How to Do Business on the Portal” user guide.


Once registered, you will have a username and password for the portal. This allows you to register interest in any opportunities that are advertised on the portal.  

Ensure you are logged in, and find the relevant opportunity using the process outlined above.


If after viewing the information regarding the opportunity you decide that you are no longer interested in registering an interest then click the Return to find opportunities button. If you do decide you would like to express your interest then click on Register interest in this opportunity.  
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The same area will now show confirmation of the registered Expression of Interest. Click Return to find opportunities to start a New Search.
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Responding to  RFQ/PQQ/ITT’s (using attachments)

When the RFQ/PQQ//Tender is published an e mail will be sent by the system to inform you of this and that the exercise can now be viewed and worked on. The following section of the user guide will take you through the RFQ/PQQ/Tender response process. 

Note: While this guide covers the attachment of an ITT response, it remains the same for the return of a PQQ or RFQ, it is just the specific wording that will change, the functionality will not. Online Evaluations are covered in a separate User Guide/Help Section.

Viewing the Exercise Details/Documents


Login to the system and then it will take you to the screen highlighted below
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From here to view your current activities that you are working on, from the “Activities” section click on the title of the Activity you wish to work on.

The Activities area shows all the various tenders that you are involved with, so this can be an ITT (Invitation to Tender), RFQ (Request for Quotation), a PQQ (Pre-Qualification Questionnaire) etc.

Note: The process is the same in the system for all types of tender opportunity, PQQ, ITT and RFQ’s, etc. however in this case the ITT has been chosen to look through, and ITT will be referred to at various points. If you are completing a PQQ or Quotation (using attachments) then the screens will remain the same, it is only the terminology that will change. Online responses to online evaluations are covered in a separate guide/help section.

As you can see above, the Buyer, Title of the project, current event and event deadline is shown. In this case it shows a [image: image3.png]



 symbol to reflect it is new and it has not yet been viewed or worked upon yet.

By clicking on the title in blue, further information is now shown. From this screen all aspects of this project can be dealt with; the tender can be viewed, questions can be asked and answers received, additional information can be issued and your response can be put together and sent to the contracting organisation. Each stage of the procurement process will be seen as its own section.


To view the relevant stage of the project click Open Event within the relevant stage, in this instance ‘Example ITT’. 
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This will open the tender screen. This is broken up into different sections; Main details, Public attachments, Terms & conditions, Item breakdown and Messaging. Note: There is also a countdown timer in the top right indicating the time left until the submission deadline.
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The different sections are explained below;

Main details

This section shows the title, description and date and time the completed tender must be returned by.

Public attachments

This section shows the attachments that have been published by the organisation. To download click on the title of the attachment.

Note: There may be no attachments here, however in the majority of cases there will be. Where there are documents, they should be downloaded and saved to your own network or desktop before working on them.


Item Breakdown


This section is the item breakdown for the tender used for pricing, if one has been created by the organisation.


Note: This is an optional section and there may not be one included with an exercise.


This shows the description of the group/line item, the unit the item is measured in, the quantity of these units required and any additional comments regarding the line item (shown by hovering over the [image: image6.png]



 icon.) An example of one is shown below.
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This can also be exported if required, by clicking Export.

Terms and Conditions


The Terms and conditions section shows the terms that have been used with this tender. To view them click on the Terms & Conditions title, shown in blue. There will be at least one set of terms here and there can be more depending what the procuring organisation have set up.
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Messages

During the process all questions should be raised using the portal. The ability to ask questions/send messages is found in the Messaging section. Anything sent through this area will go to the member of staff that is working on this within the procuring organisation. Open this area by clicking on View Messages.

[image: image9.png]Messaging

ou have 0 unread message(s).
View messaces






This will show any messages that have already been sent or received. To send a new message, click on the [image: image10.png]



 button.
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Populate the subject along with the main body of text, and once done then click on the Send button. Attachments can also be added (details of adding an attachment within the system is included later in this guide.)
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Click [image: image13.png]



 to issue the message to the procuring organiation.



The sent message is now shown in the Inbox.
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When a reply to that message is sent by the procuring organisation, you will see that the reply is linked to the original message by the numbering. All messages you send to the procuring organisation will be privately sent to them, shown by the[image: image15.png]



 symbol. When the procuring organisation replies they may reply privately to you alone ([image: image16.png]



), or publically (so all suppliers involved in this stage) can see the response ( ). Note: The system will NEVER show which supplier sent the original message. 
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Completing the Response (using attachments)

To begin the response, from the tender summary screen, click Start my response.
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The Response Wizard


This will open up the response wizard that will take you through each stage of the tender response to make sure it is completed successfully. Stage 1 will always contain a welcome message which should be read carefully.
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From the options section at the bottom of the page click “Continue” to move onto the next page and click “Cancel” to leave the wizard.


Item Breakdown


The next screen is this example is the Item Breakdown, however if there has been no item breakdown specified by the procuring organisation then this stage will not appear.

This stage is where the prices are entered for specific items.

This will show;

Item description- Here the specific item that is being asked for is specified


Unit of measure- Specified by the procuring organisation, this is the items that the item is measured in.

Quantity- The number of items required.

Unit Price-The price per unit of the item, in the specified currency, is entered by you here.

Total- This is calculated by the system by multiplying the quantity by the item price.

To enter the prices into the system click Edit in the corresponding row and enter the amount per item, with any comments (optional) and click Save to return to the overview, or Next to move to the next item.
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If you prefer, you can export the item template to Excel, complete there, and then upload the completed template using the Import/Export area highlighted below.
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When complete click “Continue” to move onto the next page, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Uploading Attachments


The next stage allows you to upload your relevant tender attachments.

Note: In some cases an attachment will be mandatory, so it may not let you submit until an attachment is added at this stage.
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To add an attachment click  [image: image24.png]



 .

You can now browse your computer for the attachments using the file uploader. You can add as many attachments as you like. 

When uploaded, you can view an attachment by clicking its name, to remove the attachment click the red cross icon. When all required attachments have been added, click on the “Next” button to proceed to the next screen.
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When complete click “Continue” to move onto the next page, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Terms and Conditions


The next stage asks whether you accept the Terms & conditions associated with this tender. 


You can view the terms by clicking on its name in blue, which will open the terms and conditions documents attached.


Then you must select Accept or Decline, and if you do not agree you must specify the reasons why you do not agree in the space provided.
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When complete click “Finish” to go back to the summary screen, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Submitting The Tender Response


When all information is added you can submit the response by clicking Submit response. You will be required to confirm this by clicking Submit response for a second time.
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If the Submit resonse button is greyed out, the Submission checklist can be used to pick out why (anything with a red box will need revisiting.)
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Editing Tender Response and Re-Submission

An important feature that is available after the tender response has been submitted is the ability as a supplier to edit this response before the submission time and date has passed.

All the procuring organisation will see, is the version number of the response but no previous submissions, providing they are all returned on time (further information on this later).

To edit a response from the tender summary screen, click Create new version. 
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When this is clicked it will create a draft version 2.
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Each area can then be amended, either by editing the relevant section or clicking Open response wizard, and then submitted using the process oulined above.
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Managing Account Details


If at any point you need to alter/update your personal details or account information then you can do this from the Your Account section of the system. This area is accessed by logging into the portal and then clicking on the option in the top right of the screen.
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Changing Login Details


To change your Password or Memorable Information used to login to the portal, click Edit within the Login details section.
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To make changes to your password or memorable information you must firstly add your Current Password. You can then add your new password (must be inserted twice) and new memorable information/hint as required.
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Once the changes have been made, click Update login details from the botom of the page. Click Cancel to return to your account without making changes.
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Updating Personal Details


From the Your Account page you can also update your own personal contact information by clicking Edit within the Contact details section.
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This will open the Update contact details screen, and from here you can change and update your contact information as necessary.
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You can also select a different contact address by clicking [image: image8.png]Change address




if required. This will bring up a list of existing addresses linked with this account. To select a contact address, mark the radio button to the left of the relevant address. 
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 button can be used to add a new address to the list. Enter the details and click Create address when complete. That new address will be made available for selection.
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from the options at the bottom of the page when all details have been changed, or Cancel to return without making any changes.

Updating User Image


From the Your Account page you can also update your user image by clicking Edit within the User Image section.
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This will now allow you to choose a image/file to upload. Select Choose File and navigate to the desired file.
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Once the image/photo is selected, click Upload.
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This will now be shown within the User Image area of Your Account.
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Updating Your Workgroup


From the Your Account page you can also update the workgroup you belong to by clicking Edit within the Workgroups section. (Note: This ability to change your assigned workgroups is only available if you have the role of Company Administrator or Workgroup Administrator.)

[image: image17.png]Workgroups JEdit

Workgroups: Support






Tick the boxes to the left of any workgroups you belong to, and click [image: image18.png]



.
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Updating Access Rights


From the Your Account page you can also update your rights by clicking Edit within the Access Rights section. (Note: This ability to change your access rights is only available if you have the role of Company Administrator.)
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There are 2 roles available;


Company Administrator – You will have full access to view and edit Company details, with the ability to create and edit accounts/contact within the Company profile. You can also edit workgroups and user roles.


Workgroup Adminstator – Will be able to add new workgroups to the Company account, and change wich users sit within each workgroup. However, if only this role is selected they will not get full company administrator rights.


Basic – If neither of the above are ticked, then you will have Basic supplier rights, you can change your own contact details, but gain none of the access mentioned above.

Tick the roles that apply, and then click[image: image21.png]



.
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Viewing Audit History


There is also the option to view the Audit History linked to this account.
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Logging In


When visiting the opportunities portal the screen will look similar to that shown below.


Here, click on the login icon on the right hand side of the screen to log into the system.
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This will then go to the portal login screen where user name and password need to be entered. 

[image: image3.png]Log In

User Name

Suppliert

Password

Forgotten your username or password?






User Name: In this field you enter your username that you set within your application for the portal. Click into the text box and type your name, which may contain both text and numbers.


Password: In this field you enter your password that you set within your application for the portal. Again, click into the box and type your password. This is Case Sensitive.


Then once this has been done click on the “Continue” button.


You must now enter 3 characters from your memorable information you set when completing your application for the portal.
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If you have forgotten any of the above information, there are links to click to reset the security details.

Portal Homepage

You are now taken to the supplier home page, however it has changed slightly from before, reflecting the fact that you are now logged in.
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Logout can be clicked at any time to log out of the portal when you are finished. You can also access and make changes to Your Account here too.

The Activities area will show any Active, Archived or Last Viewed Activities you are currently included in.

The Opportunities area will show any suggested opportunities based on the categories and regions selected in your profile.


Company details and Workgroups can also be viewed/amended from this homepage too.
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