HOUSING, HEALTH & ENGINEERING SERVICES

INSTRUCTIONS TO PERSONS TENDERING USING ‘THE CHEST’


[image: image1.png]



Instructions for the tendering process when using ‘The Chest’

· On receipt of an e-mail for ‘invitation to tender’, the attached documents relating to the tender should be first opened then saved on to the recipient’s computer.

· The documents should then be examined in full before replying via ‘The Chest’ to whether the recipient is intending to tender for the contract or not.

· Further information can be requested via ‘The Chest’ and full size paper copies of all the drawings can be collected from Nelson Town Hall if required.

· In order to complete the tender, the following documents should be completed, extended and summed where required –

1. Conditions of Contract – Specifications and Form of Tender
2. Bill of Quantities 
3. Pre-Construction Phase Plan

4. Contractor Health and Safety Questionnaire

· Where asked to sign the Form of Tender your full name should be typed.
· Once all four documents have been completed, extended and summed, the documents should be saved on to the recipient’s computer and then uploaded on to ‘The Chest’ before the tender submission deadline stated in the Conditions of Contract – Specifications and Form of Tender.
· Upon completion of the tender period, the Council will then evaluate the documents and determine the outcome of the tender process. Incomplete documents may be rejected and not considered in the tendering process. The successful and unsuccessful contractors will then be informed about the outcome of the tender process.
· If you are successful in your tender bid then completed paper copies of the Bill of Quantities and Form of Tender will be required by the Council to formalise the tender process if a formal tender is required (above £50,000).
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