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	NAME OF AUTHORITY:  LONDON BOROUGH OF HARROW

	TENDER RETURN DATE & TIME (DEADLINE):  3rd February 2016 at 12 noon


1. Introduction and background

Contents of the ITT
This invitation to tender (ITT) comprises:

· Background, scope, Tender completion requirements, evaluation model, and schedules.

· Specification.

· Technical and commercial questions.

Introduction
The Authority, is conducting the procurement using an OPEN Procedure for the purpose of procuring the services described in the Specification. The value of the service is expected to fall under the “light touch regime”.
This ITT contains information about the procurement process, the Services, and assessment questions for Tenderers to complete. Each Tenderer's response (Tender) should be detailed enough to allow the Authority to make an informed selection of the most appropriate solution.
Background 
Ewart House is Harrow Council’s first modern Extra Care Sheltered Housing Scheme and first care service contract, provided by funding from Adult Social Care Services working alongside a housing related support service commissioned separately by the Supporting People Programme. This specification is for the care element of the Extra Care Sheltered Scheme which is to be of a core/flexi model and will support vulnerable older people living in their own homes in a purpose built building to maintain and develop their independent living skills, through provision of appropriate care. 

Contract Governance
· The contract will be managed internally by Sandie Roberts  

· The contract Manager will report to Sandie Roberts
2.  
Description and Scope of the Project

Value of the contract 
Details of current expenditure, budgets or potential future uptake are given in good faith as a guide to assist you in submitting your Tender. They should not be interpreted as an undertaking to purchase any goods or services to any particular value and will not form part of the contract.
Contract term
The Council is looking for potential service provider(s) to be awarded a contract for a period of 5 years. 
The anticipated contract award will be made 8th March 2016 and contract commencement will be 1st May 2016.
2. Service Specification
(See Specification attached – under public documents)
4. 
Tender completion information
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Purpose and scope of this ITT
This ITT:

· Asks Tenderers to submit their Tenders in accordance with the instructions set out in the remainder of this ITT.

· Sets out the overall timetable and process for the procurement to Tenderers.

· Provides Tenderers with sufficient information to enable them to submit a compliant Tender (including providing templates where relevant).

· Sets out the Award Criteria and the Tender Evaluation Model that will be used to evaluate the Tenders.

· Explains the administrative arrangements for the receipt of Tenders.

Clarifications about the Services or ITT

Any clarifications relating to this ITT must be e-mailed via the E-tendering portal messaging tool.


The Authority will respond to all reasonable requests for clarifications as soon as possible through issuing a document listing Tenderers' questions and the Authority's response to them (Clarifications Log), which will be broadcast to all Tenderers. If a Tenderer wishes the Authority to treat a clarification as confidential and not issue the response to all Tenderers, it must state this when submitting the clarification. If, in the opinion of the Authority, the clarification is not confidential, the Authority will inform the Tenderer and it will have an opportunity to withdraw it. If the clarification is not withdrawn, the response will be issued to all Tenderers.

The deadline for receipt of clarifications relating to the Services or this ITT is set out in the Timetable.

Any enquiries or requests for clarification of any matters arising from this ITT should be sought from Lisa Taylor – Commercial Business Specialist at the Authority and must be made in writing via the E-tendering portal messaging tool:

Access to the messaging tool can be found by logging in to your account (https://www.londontenders.org/procontract/supplier.nsf/frm_home?ReadForm) and accessing the relevant ITT.
Tenderers are advised not to rely on communications from the Authority in respect of the Services or ITT unless they are made in accordance with these instructions.

Clarifications about the contents of the Tenders
The Authority reserves the right (but shall not be obliged) to seek clarification of any aspect of a Tenderer's Tender during the evaluation phase where necessary for the purposes of carrying out a fair evaluation. Tenderers are asked to respond to such requests promptly. Vague or ambiguous answers are likely to score poorly.

Tender Timetable

Key dates
This procurement will follow a clear, structured and transparent process to ensure a fair and level playing field is maintained at all times, and that all Tenderers are treated equally.

The key dates for this procurement (Timetable) are currently anticipated to be as follows:

	Event
	Date

	Publish Open ITT advert
	4th January 2016

	Issue Open Invitations To Tender 
	3rd February 2016

	Deadline for submitting clarifications
	29th January 2016

	EOI & Tender submission deadline
	3rd February 2016 

	Evaluate Tender submissions 
	3rd February – 11th February 2016

	Award recommendation 
	18th February – 22nd February 2016

	Notification of decision to award 
	24th February 2016

	Standstill period (supplier debriefs)
	24th February – 7th March 2016

	Contract Award
	8th March 2016

	Mobilisation 
	8th March – 30th April 2016

	Contract commencement date
	1st May 2016


Any changes to the procurement Timetable shall be notified to all Tenderers as soon as practicable.

Deadline for receipt of Tenders

Responses to this ITT must be submitted in the manner prescribed under paragraph 3 no later than the Deadline.

Any Tender received after the Deadline shall not be opened or considered. The Authority may, however, in its own absolute discretion extend the Deadline and in such circumstances the Authority will notify all Tenderers of any change.
References

Tenderers may be requested to supply references. References will be used to verify the technical proposals put forward in the Tender and will not be scored.

The Authority reserves the right to seek references from any of the Tenderer's customers, including the Authority, whether or not the Tenderer has listed such customers as referees.
Contract award

The Authority may award Contract(s) on the basis of a Tender submitted in accordance with the instructions below.

Contract award is subject to the formal approval process of the Authority. Until all necessary approvals are obtained and the standstill period completed, no Contract(s) will be entered into.

The Authority does not bind itself to accept the lowest or any offer, and reserves the right to accept tenders in whole or in part.
Once the Authority has reached a decision in respect of a framework contract award, it will notify all Tenderers of that decision.
Debrief

The contract award notification will be sent to each Tenderer. The Authority will inform all unsuccessful Tenderers of the identity and relative advantages and characteristics of the successful Tender as compared with the addressee's Tender.

5. 
Instructions To Tenderers

Formalities

Tenders must be submitted via the E-Tendering Portal response envelopes in accordance with the instructions in this ITT. The portal Home page can be found at: http://www.londontenders.org
Tender response Instructions
All Tenders must be submitted via the E-Tendering portal response questionnaires. The ITT has 3 questionnaire section to complete: 

1.
Qualification Section 

This section contains, Form of Tender, compliance declarations and pre-qualification questions. Tenderers must sufficiently upload the declarations and pass the pre-qualification questions for their technical and commercial submissions to be evaluated. All questions are evaluated on a pass / fail basis.
2.
Quality / Technical Sections 

This section contains technical questions that Tenderers need to respond to. Tenderers response to this questionnaire will be scored and evaluated in accordance with the Quality / Technical evaluation criteria.

3.
Commercial Section 

This section contains commercial questions and is where bidders will upload their pricing information. 

Submission Guidelines
For security reasons your access to the portal will 'time out' if inactive for 15 minutes if you do not click "Save" within this time. Failure to do so means you risk losing your work- this is part of strict government requirements to maintain security and tender integrity and cannot be changed. NOTE: typing does not mean you are active on the portal - you MUST CLICK 'SAVE'!

Please ensure that 'pop ups' are NOT blocked on your browser. Should you be inactive for 15 minutes, the portal will notify you through a 'pop up'. It is vital that that you are able to see this in order to click the 'OK' link in this 'pop up' so you are not disconnected from the portal and lose any unsaved information.

Please ensure that you read and digest all the required actions and appropriate deadlines and any subsequent communications. 

DO NOT leave your response until the last minutes/hours before the deadline (if you experience connection problems you will miss the deadline and your response may be deemed non-compliant and rejected by the Authority - always upload generic information early to avoid last minute time pressure). 

If the Authority makes any changes to the settings and questions area of a live tender, suppliers MUST re-publish their response – this is to ensure that changes are brought to your attention – you will receive a message prompt from the Authority – generally this will not mean re-entering information. 

Whilst the portal allows for large individual attachment sizes, we recommend that you keep attachments to a manageable size to ensure ease & speed of access. Only attach documents that the Authority has requested.

"Please attach files only into the Questions specified by the Authority. When attaching files at When the Authority has asked for an attachment at Question level, upload the file to the correct Question in order to complete your response.

Use the secure messaging to communicate with the Authority and seek clarifications – this will give you an audit trail of all discussions/clarifications. 

If you have any software queries refer to online help in the first instance. If you still have an issue email or phone the ProContract helpdesk, ensure you have the PQQ/ ITT code, a clear description of the problem and your contact details (ensure that you leave plenty of time for issues to be resolved prior to any deadlines), The help desk contact details are: Email: support@due-north.com
Note that Numeric fields will not accept text, spaces, symbols etc. 
Note the red asterisk indicates a mandatory field - this must be completed in order to submit your response to the Authority. 

Supplier sub-users can be set up on the portal to allow colleagues to be involved with various stages of the tender – see the online help function for details. 

Please treat your eTendering portal logins securely - if you believe that you have lost your password - please log onto the website and click onto "Forgotten your password?" and follow the instructions.

The following requirements must be adhered to when submitting Tenders:

· All Response questionnaires must be completed and 

· The Tender must be in English and drafted in accordance with the drafting guidance set out in this ITT.

· Each uploaded document must be uniquely named or referenced.

· Electronic documents of the Tender shall be in either Microsoft Office or PDF formats only.

For further guidance on the technicalities of submitting a tender using the ProContract tendering portal please download the following help guide:


ProContract Supplier Guide
The Tender must be clear, concise and complete. The Authority reserves the right to mark a Tenderer down or exclude them from the procurement if its Tender contains any ambiguities or lacks clarity. Tenderers should submit only such information as is necessary to respond effectively to this ITT. Unless specifically requested, extraneous presentation materials are neither necessary nor desired. Tenders will be evaluated on the basis of information submitted by the Deadline.

Where the Tenderer is a company, the Tender must be signed by a duly authorised representative of that company. Where the Tenderer is a consortium, the Tender must be signed by the lead authorised representative of the consortium, which organisation shall be responsible for the performance of the Contract. In the case of a partnership, all the partners should sign or, alternatively, one only may sign, in which case he must have and should state that he has authority to sign on behalf of the other partner(s). The names of all the partners should be given in full together with the trading name of the partnership. In the case of the sole trader, he should sign and give his name in full together with the name under which he is trading.

Assessment questions for completion by Tenderers

Responses to individual text questions will be limited to a character restriction, please ensure you check the restriction before compiling your response. Diagrams/appendices are not included in word count. Questions are to be found in the response questionnaires in the E-tendering portal.

All Tenders received by the Deadline will be checked for compliance with the submission requirements set out in this ITT. If the Authority does not consider a bid compliant, it reserves the right not to carry out any further evaluation and may eliminate the Tenderer from the procurement.

Tenderers must respond to all of the questions in E-tendering response questionnaires. You should ensure your answers are as clear and concise as possible. 

All proposals contained in a Tender must be capable of delivery and the Tender must have commitment from within the Tenderer's organisation.

Where a section of a Tender is duplicated between different sections, or in respect of a different Lot, Tenderers may cross-refer to the part of their Tender where the information has been provided, rather than repeat that information for each section. This should be clearly referenced.

Contract terms
The draft Contract that the Authority proposes to use is provided as a separate document.

If the Tenderer wishes to propose any variations to the proposed contract terms and condition, they should be included in part 2 of the declarations document. Any amendments which are proposed, but not approved by the Authority through this process, will not be acceptable and may be construed as a rejection of the terms leading to the disqualification of the Tender.

Documents forming the contract
The Contract Documents are set out in the draft Contract, including the Appendices.

Consortia and subcontractors
The Authority requires all Tenderers to identify whether and which subcontracting or consortium arrangements apply in the case of their Tender and precisely which entity they propose to be the Contractor 

For the purposes of this ITT, the following terms apply:
· Consortium arrangement. Groups of companies come together specifically for the purpose of bidding for appointment as the Contractor and envisage that they will establish a special purpose vehicle as the prime contracting party with the Authority.

· Subcontracting arrangement. Groups of companies come together specifically for the purpose of bidding for appointment as the Contractor, but envisage that one of their number will be the Contractor, the remaining members of that group will be subcontractors to the Contractor.

Warnings and disclaimers
While the information contained in this ITT is believed to be correct at the time of issue, neither the Authority, its advisors, nor any other awarding authorities will accept any liability for its accuracy, adequacy or completeness, nor will any express or implied warranty be given. This exclusion extends to liability in relation to any statement, opinion or conclusion contained in or any omission from, this ITT (including its appendices) and in respect of any other written or oral communication transmitted (or otherwise made available) to any Tenderer. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Authority.

If a Tenderer proposes to enter into a Contract with the Authority, it must rely on its own enquiries and on the terms and conditions set out in the Contract(s) (as and when finally executed), subject to the limitations and restrictions specified in it.

Neither the issue of this ITT, nor any of the information presented in it, should be regarded as a commitment or representation on the part of the Authority (or any other person) to enter into a contractual arrangement.
Confidentiality and Freedom of Information
This ITT is made available on condition that its contents (including the fact that the Tenderer has received this ITT) is kept confidential by the Tenderer and is not copied, reproduced, distributed or passed to any other person at any time, except for the purpose of enabling the Tenderer to submit a Tender.

As a public body, the Authority is subject to the provisions of the Freedom of Information Act 2000 in respect of information it holds (including third-party information). Any member of the public or other interested party may make a request for information.

The Authority shall treat all Tenderers' responses as confidential during the procurement process. Requests for information received following the procurement process shall be considered on a case-by-case basis, applying the principles of the FOIA.

While the Authority aims to consult with third-party providers of information before it is disclosed, it cannot guarantee that this will be done. Therefore, Tenderers are responsible for ensuring that any confidential or commercially sensitive information has been clearly identified to the Authority in the template provided in the qualification questionnaire.

Tenderers should be aware that, in compliance with its transparency obligations, the Authority routinely publishes details of its contract(s), including the contract values and the identities of its suppliers on its website.

Publicity
No publicity regarding the Services or the award of any Contract will be permitted unless and until the Authority has given express written consent to the relevant communication. For example, no statements may be made to the media regarding the nature of any Tender, its contents or any proposals relating to it without the prior written consent of the Authority.

Tenderer conduct and conflicts of interest
Any attempt by Tenderers or their advisors to influence the contract award process in any way may result in the Tenderer being disqualified. Specifically, Tenderers shall not directly or indirectly at any time:

· Devise or amend the content of their Tender in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance.

· Enter into any agreement or arrangement with any other person as to the form or content of any other Tender, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other Tender.

· Enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a Tender.

· Canvass the Authority or any employees or agents of the Authority in relation to this procurement.

· Attempt to obtain information from any of the employees or agents of the Authority or their advisors concerning another Tenderer or Tender.

· Commit or attempt to commit any act that would constitute an offence under the Bribery Act 2010

Tenderers are responsible for ensuring that no conflicts of interest exist between the Tenderer and its advisers, and the Authority and its advisors. Any Tenderer who fails to comply with this requirement may be disqualified from the procurement at the discretion of the Authority.
Authority's rights
The Authority reserves the right to:

· Waive or change the requirements of this ITT from time to time without prior (or any) notice being given by the Authority.

· Seek clarification or documents in respect of a Tenderer's submission.

· Disqualify any Tenderer that does not submit a compliant Tender in accordance with the instructions in this ITT.

· Disqualify any Tenderer that is guilty of serious misrepresentation in relation to its Tender, expression of interest, the PQQ or the tender process.

· Withdraw this ITT at any time, or to re-invite Tenders on the same or any alternative basis.

· Choose not to award any Contract as a result of the current procurement process.

· Make whatever changes it sees fit to the Timetable, structure or content of the procurement process, depending on approvals processes or for any other reason.
Bid costs
The Authority will not be liable for any bid costs, expenditure, work or effort incurred by a Tenderer in proceeding with or participating in this procurement, including if the procurement process is terminated or amended by the Authority.

Guarantees
The Authority may have qualified the Tenderers on the assumption that, where the Tenderer is an operating company, it will be guaranteed by the parent company. As a result, the Authority may require each Tenderer to confirm the identity of the guarantor of its obligations under any Contract(s). This guarantor should be the ultimate parent company of the Tenderer, except in exceptional circumstances. In the case of consortia, the Authority will require confirmation that the consortium will provide either a parent company guarantee from the lead consortium member or an equivalent level of security.

6. 
Tender evaluation model

Award Criteria and Evaluation Criteria
Any Contract(s) awarded as a result of this procurement will be awarded on the basis of value for money, quality, capacity to deliver and the extent it addresses identified need. The Award Criteria are set out below:

Tenderers are required to submit a Tender strictly in accordance with the requirements set out in this ITT, to ensure the Authority has the correct information to make the evaluation. Evasive, unclear or hedged Tenders may be discounted in evaluation and may, at the Authority's discretion, be taken as a rejection by the Tenderer of the terms set out in this ITT.

The Tender Evaluation Model showing the Evaluation Criteria and the maximum scores attributable to them is set out below. 

Procurement Evaluation Criteria
Tenderers are requested to complete 3 question sections in a single ITT, Qualification, Technical and Commercial. 

The Qualification section will be evaluated on a Pass/Fail basis. Any tenderer that fails a qualification question will be eliminated from the process and the Technical and commercial sections will not be evaluated.

The Technical section responses will then be evaluated using the criteria set out below. 

The final stage is the evaluation of the commercial section. 
After all scenarios and variations have been assessed the highest scoring tenderer for the most economically advantageous option for the Authority will be recommended for award of the contract.
The M.E.A.T (most economically advantageous tender) calculation will be based on 60% of the points being awarded for Quality/Technical assessment and 40% of the points being awarded for Price/Commercial assessment.
Quality / Technical Evaluation
Evaluation criteria are set out below.  Where % figure is highlighted this is the overall weighting for that particular criteria.  
Price / Quality ratio = 40% price, 60% quality 
	Evaluation criteria
	Weighting

	Quality / Technical 
	60%

	Social Value 
	10%

	Capacity
	10%

	Service Delivery 
	20%

	Service Delivery 
	10%

	Service Delivery
	10%

	Service Delivery Case Study
	10%

	Service Delivery Case Study 
	10%

	Service Delivery Case Study 
	5%

	Mobilisation / Transition 
	5%

	Presentation 
	10%

	PRICE
	40%


Scoring Methodology

Each criteria will consist of a number of questions in the form of an online questionnaire (sub criteria).
For closed questions will carry a pre-determined score (0-3) and open questions will be scored using the scoring methodology below.
Each written response will be evaluated using the following basic assessment criteria (where applicable):

a) Does the proposal/response answer the question?

b) Does the proposal/response align with the Councils requirements (& the spec)?
d) Is the proposal/response persuasive?
c) Does the proposal/response provide evidence to back up its claims?
e) Is the proposal/response operationally viable?

f) Is the proposal/response deliverable and sustainable?

g) Is the proposal/response financially viable?

Each question response will be assessed and scored using the following simple scoring methodology:
	Points Score
	Rationale

	0
	Major concerns – no convincing evidence provided, major issues and/or discrepancies

	1
	Concerns – some convincing evidence provided, minor issues and/or discrepancies

	2
	Good – good confidence in proposal, convincing evidence provided

	3
	Excellent – high confidence in proposal, compelling evidence provided


The appropriate weighting as stated in the evaluation criteria above will then be applied to the individual scores.

Tenderers scoring ZERO against any single criteria will be disqualified from the process.
Pricing evaluation

Only Tenders that pass the required threshold in the Quality/Technical evaluation (final submission) will be included in the price evaluation. 

Best (lowest) price receives the maximum score available in this section; the remaining bids receive a score pro rata to the best price using the following calculation.

Lowest bid = maximum points

  Lowest Bid    
x  maximum points available 

 Tenderers Bid

Final evaluation & Award Recommendation

After all bids have been assessed following the process outlined above, the highest scoring tenderer(s) will be recommended for award of the contract(s).

Technical score and Price score will be combined to produce final scores for all bidders.  The award of a contract will then be subject to the internal approval processes and governance of the Authority.

The Authority does not bind itself to accept the lowest or any offer, and reserves the right to accept tenders in whole or in part.
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The Tender Process within ProContract (including ITT/PQQ/RFQ) 


When the tender is published an e mail will be sent by the system to inform you of this and 


that the exercise (Pre Qualification Questionnaire, Invitation To Tender or the Request For 


Quotation) can now be viewed and worked on. The following section of the user guide will 


take you through the whole tender response process. 


 


Note: While this guide covers the questionnaire process (PQQ) it remains the same for the 


return of an ITT or an RFQ, it is just the specific wording that will change, the functionality 


will not. 


 


 


Viewing the Exercise Details/Documents 
Login to the system and then it will take you to the screen highlighted below 


 


  


From here to view your current opportunities that you are working on, from the “My Opportunities” 


section located on the right hand side of the screen click “My Opportunities” to view these. 


This will take you to your own personal Opportunities page as shown below; this is where all your 


tender opportunities will be visible from after they have been published by the procuring 


organisation. 
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From your opportunities page you can take part in 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). 


To view an exercise (ITT/RFQ/PQQ), click on the drop down arrow and choose the relevant 


organisation and click on the green button, as shown.  


 
Note: The process is the same in the system for all types of tender opportunity, PQQ, ITT and RFQ’s, 


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 questionnaire or a quotation then the screens will remain the same, it 


is only the terminology that will change. 


 


The screen will then show all of the contracts you are currently involved with. 


 As shown, the Title of the contract, the unique system contract ID, the date this tender was 


received. In this case it shows as  to reflect it has just been sent and it has not yet been viewed 


or worked upon. 


To view the contract detail, click on the contract ID shown in blue. 


 


By clicking on this, the details will be shown as shown on the screen below, which is the Supplier 


Dashboard screen. From this screen all aspects of the contract can be dealt with, the tender can be 







 
27 March 2013 The Tender Process with Pro Contract Version 2.1 Page 5 of 47 


 


 
 


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 tab. 


To view the relevant stage of the contract click on the tab, in this instance ‘Test Tender (ITT)’. Once 


you have highlighted the relevant stage you require click on either the title in blue or the folder in 


the right hand corner of the stage to view the details. 


This will open the screen shown, which is the Tender screen. This is broken up into two sections the 


top section is the ‘Tender Information’ section and the bottom section is the ‘My Response’ section. 


 


To view the tender information in more detail click on the word ‘View’ to the top right hand corner. 
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This will open the Tender Information in full detail where you can view all attachments and 


download them to work upon.  
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Submission Information 
The first section is the submission information which shows the date and time the complete tender 


must be returned by. It also shows if the contracting organisation has specified that at least one 


attachment will be required before you can submit your response. 


General Information 
The next section is General information and this will show a description of the tender and additional 


information regarding any additional documentation and also the point of delivery for the 


good/service being tendered for. 
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Specification Breakdown 
The next section is the specification breakdown for the tender, if one has been created for this 


tender. 


 


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


 


This shows the description of the line item, the unit the item is measured in, the quantity of these 


units, the currency the amount should be entered in and any additional comments regarding the line 


item. An example of one is shown below. 


Description is the description of the item, unit of measure is the unit that the product is measured in 


(per item, per sheet, per pack of 24 etc) the quantity is the number of these Unit of Measure’s that 


are required and comments allow the buying organisation to enter further. 


 


Evaluation Section 
Within the evaluation section you can view the evaluation that is being used with the tender, this is 


also where you can view online questions if they are being used by the buying authority. 


 


Note: This is optional and the contracting organisation may not have included the evaluation here, 


so if this section may be empty. In this case the evaluation “Standard Evaluation Template” has been 


included with this tender. 


If an evaluation has been included to view, click on the name of the evaluation, which in this 


example is called “Standard Evaluation Template” If no evaluation has been included then nothing 


will appear in this section. 


 


This will open the evaluation summary screen as shown for the evaluation “Standard Evaluation 


Template”.  
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Note: If the organisation has set up the quote/tender/questionnaire so that it must be answered 


online, then this section shows the questions that will have to be answered. 


 


Once you are finished viewing the evaluation criteria, then click on “Cancel” to exit the screen and 


return to the tender information. 


Then once all the details have been viewed that you require click on “Finish” at the bottom of the 


screen in the options section to exit the Tender Detail screen. 


 


The Questionnaire/Tender/Quote Documents 
The attachment section shows all the current attachments to the tender. These can be documents or 


links to a webpage, although in this case both are documents.  A webpage would be shown with a 


link icon rather than a paperclip.  
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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. 


To ensure they are saved, right click on the relevant attachment, and select to “Save Target As” and 


save this somewhere where it can be opened/accessed later. 


The example below shows a tender that has no attachments with it. 


 


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 sets of terms 


here and there can be more depending what the procuring organisation have set up. 


 


When all the details have been viewed, and the documents have been downloaded, click the 


“Finish” button from the bottom of the page to return to the summary page. 
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Discussions 


Question and Answer Facility 
During the process all questions should be raised using the portal. The ability to ask questions is 


found in the Discussion section. 


This is located on the right hand side of the screen and looks as shown, and there are two sections 


within. The Question and Answer section is where questions are asked regarding the tender, and 


they will go to the member of staff that is working on this within the contracting organisation. The 


Post Tender Clarification Section is the area that the contracting organisation can ask you questions 


after the tender responses have been viewed with any queries regarding your response. 


 


To ask a question, click on the Question and Answer section title in the discussions section. 


This will open up the question and answer section as shown on the screenshot below; here any 


existing questions will show up along with any additional information that has been issued. 


To ask the contracting organisation a question, click the “Ask Question” button. 


 


Populate the question subject needs to be specified along with the main body of text, and once done 


then click on the Send button. 
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Then the screen will look as shown when the question has been asked. 


 


When the procurer has answered the question then the screen will look slightly different as the 


icons will change to reflect the fact an answer has been received and when the answer was received 


 


When the contracting organisation answers your question then the Q&A screen will change and look 


as below. Here the status shows that the question has been answered, the availability shows that 
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the answer was made public to all suppliers in the tender and to view the answer then click on the 


question title, shown in blue. 


 


Note: The answer can be private if the information does not need to go to all suppliers, and the icon 


will reflect this, and only the supplier who asked the question will see the answer. 


 


 


New Discussions 
If after having read the tender details and viewed the attachments there is a question that you need 


to ask regarding the tender then from the Tender Summary Screen you can do this via the 


discussions section and clicking the link. 


 


You will then see any existing questions/discussions for this stage of the tender process and also be 


able to create a new question/discussion by clicking create. 


 


Next the question subject needs to be specified along with the main body of text. Also dependant 


upon the organisations setup, you may have the opportunity to attach a file/document with the 


message/question and once done then click on the Send button. (The screen shown allows for an 


attachment to be added). 
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You are now able to see you question and track the answers. 


 


When a question has been replied to you personally you will see that the reply is linked to the 


original message and shows as an indent to the original message. As per the image below. 


 


Whenever the message initiated or responded to publicly by the buying organisation it will show as a 


new thread (message) which will be broken by a dotted line. See below 







 
27 March 2013 The Tender Process with Pro Contract Version 2.1 Page 15 of 47 


 


 
 


 


Additional Information 
Additional information that is issued will also be shown here, and will appear in the Additional 


Information Section, however by default this will always be public, so all involved suppliers will see 


this. 


To view this information click the 


title of it, shown in blue. 


Here the information issued will show along with any attachments that may have been sent. 


Attachments show on the right hand side and can be viewed and downloaded by clicking their name. 


 


When finished in this section click the “Finish” button from the options at the bottom of the screen  


Then from the Question and Answer screen, click on “Finish” to return to the Tender Summary 


screen. 
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Completing Questionnaire/Tender/Quote Response 
From the tender summary screen as shown below the response to the tender is put together and 


completed. 


You are not able to start your response until you have viewed the PQQ/ITT/RFQ documents which 


you can by clicking on the ‘View ITT’. Also once you have viewed the Tender Information you will be 


able to use the Intent to respond. This allows you to inform the buying organisation of your intention 


to respond to the tender. 


 


In the “My Response” section it will show the status of the tender along with other details, “New” 


shows that it has not yet been worked on. Click on the Response Wizard button to start your 


response. 


You can view your tender response at any point you can click on the “View Response” icon in the top 


right hand corner of this section. 


This will open the response summary screen. From here individual sections can be edited, however it 


is strongly recommended that to complete the response the “Response Wizard” is used. 







 
27 March 2013 The Tender Process with Pro Contract Version 2.1 Page 17 of 47 


 


 
 


 


Note: In this section the “Submit Response” button will be greyed out until all the mandatory 


sections have been complete, allowing you only to “Save as Draft” until all the sections are 


complete. 


The Response Wizard 
To complete your tender response, click on the “Response Wizard” button from the bottom of this 


page. This is used to return your completed response to the procuring organisation. 


This will open up the Tender response wizard that will take you through each step of the tender 


response to make sure it is completed successfully. While it is possible to complete the response 


without using the wizard use of the Wizard is strongly recommended to complete your responses. 
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From the options section at the bottom of the page click “Next” to move onto the next page and 


click “Cancel” to leave the wizard. 
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Tender Information 
Clicking “Next” will open up Step 1 the “Tender Information” screen here complete your tender 


information, filling in the details as required. Ensure that the mandatory field of “My Reference” is 


complete, this is just a free text reference that will help the procuring organisation reference your 


tender. 


The other four fields are non mandatory and do not have to be completed in order to make a 


response. Ensure any dates are entered in the correct/specified format. 


 


When the details have been filled out as required then from the Options section at the bottom of 


the page, click on “Next” to move onto the next screen.  
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Online Response 
The next screen gives you an example of an online Evaluation . It shows you the sections and 


relevant questions in each section, a more information icon, the total weighting value of each 


individual section and question and also shows if the same question has been answered in a 


previous tender and that the answer is valid with a green tick but still requires checking. The answer 


that you give is held against the question but this is only relevant for an online tender response with 


a question that is held in the online library. Click on the  icon to obtain more information about 


that section/question. This information is shown in the right-hand side of the page. 


 


To answer a question click on the question title. Once you have answered the question click on 


either of the three buttons at the bottom of the page. 
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 - This saves the information you have input and takes you back to the 


previous question. 


- This saves the information you have input and takes you to the next question. 


 - This saves the information you have input and you remain on the same question. 


Note: You must save each entry you have made before going back to the summary. 


With each question you may have three icons they are as follows 


 - Click on this icon to add a comment to this question. If a comment has already been made with 


the question then it will be shaded grey. Comments will be held against the question if it should be 


used in a future online tender response. 


 - This icon allows you to add an attachment to the question should the organisation allow you to 


do so with the question. This attachment is saved with the question so therefore when the question 


is asked again, the attachment will be held with the answer to the question. 


 - Click on this icon to see more information about the question. The information will be displayed 


on the right hand side of the screen. 


Each question may give different options on how you are required to answer the question. Examples 


are below; however the answer method is dictated by the organisation who has requested your 


answers. 


Number 


This type of question requires you to answer using numerical values.  
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Text 


You are required to answer this type of question with text. You will be advised of a maximum 


number of characters. 


 


Option 


This type of question requires you to choose from a drop down list 


 


Checkbox 


To answer this type of question you must check the box alongside the relevant answer(s). It may be 


that you are able to give more than one answer. 
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Attachment 


With this type of question you are required to add an attachment as an answer. 


 


Click ‘Add attachment’ and you will be prompted with the following screen. 
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Lots 
When a buying authority publishes a tender using lots, they will appear in your Tender Summary 


page as shown. 


 


When you are going through the response wizard the lots that have been published with the tender 


will appear as shown. 


 


Note: Where the ‘M’ is situated alongside a lot this means that the questions are mandatory to be 


completed before a response can be submitted. 


Note: Where the blue and green arrows appear this means that the questions are optional to be 


completed. 
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Click on the title in blue to view the questions for that particular lot. The questions will appear in 


sections as shown. Complete each question by clicking on the question itself and inputting a 


response in the required format. Return to the series of lots by clicking on the “Back to Question 


Sets” button. 


 


Once you have complete a series of questions the status will show complete full of green as shown. 


If you wish to opt out of a non mandatory set of questions then you are required to click on the blue 


and green arrow relevant to that series of questions. 


 


You are then prompted with the message as shown. Confirm by clicking ‘OK’. 


 


The system will then display your question sets in the following manor, to show questions sets and 


opted out question sets. 
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Complete the remainder of your optional question sets that you wish to complete and then click 


next. 


 


Your summary page will be shown as below, clearly identifying those question sets that you have 


completed. 
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Specification Breakdown 
The next screen is this example is the Specification Breakdown, however if there has been no 


specification breakdown specified by the contracting organisation then this will not appear, and 


instead the next screen will be the attachments screen. 


In the specification breakdown this is where the prices are entered for specific units, as asked by the 


contracting organisation. 


This will appear as shown in the screen below, 


Description- Here the specific item that is being asked for is specified 


Units- Specified by the contracting organisation, this is the units that the item is measured in 


Quantity- The number of units required 


Currency- Any additional information on the item, the full text can be seen by hovering the mouse 


over the text, currently always set to GBP (£) 


Unit Price-The price per unit of the item, in the specified currency, entered by the supplier 


Subtotal- This is calculated by the system by multiplying the quantity by the unit price 


To enter the prices into the system then click into the corresponding field and enter the amount per 


unit. 


 


 


Then once complete click the next button to continue, or “Previous” to view the previous screen. 
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Uploading Attachments 
The next screen that will be seen is the attachment screen, where you upload/manage the 


attachments you wish to send with this tender response. 


Note: If you try to progress through the wizard without attaching a document and you receive the 


message below, you must provide an attachment to be able to submit a response. 


 


To add an attachment then click the “Add” button from the Options section. 


 


To browse your computer for the attachment to use click the Browse button and select the 


document you wish to attach. 


 


To save the attachment to the response click "Save", this will return you to the previous screen with 


the attachment added. 
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To view an attachment click its name, to remove the attachment click the red cross icon, to add 


more click the “Add” button. 


When all required attachments have been added, click on the “Next” button to proceed to the next 


screen. 


Note: The contracting organisation can mandate that there must be at least one attachment with 


the tender response, in this case you will not be able to proceed to the next screen without saving at 


least one attachment. 


Mass Multiple Uploads 


Multiple documents can now also be added to your response if required, initially click ‘Add’ within 


the ‘Attachment’ section of your response as normal. 


The’ Attachments’ screen is now diplayed as shown, click ‘Upload Multiple Attachments ’link 


 


You now need to choose the relevant files that you wish to upload, therefore click on select files.  
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You now need to choose the appropriate location on your computer/server that your files are stored 


and select the files that you wish to upload. 


 


Note: To select more than one file at a time hold your ‘CTRL’ key down while selecting the relevant 


files. 
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Once you have chosen the files that you wish to upload, they will appear as shown. If you have 


selected the wrong file then you are able to delete the file be clicking on the ‘Remove’ title. Once 


happy with the chosen files click on ‘Start all Uploads’. 


 


During the upload process of each file you will get the following screen showing the progress of each 


upload. 


You may at any point cancel your upload. 


Note: If you cancel your uploads you cancel all of the files to be uploaded. 


Upon the files being fully complete, your file selection area will be completely blank with your 


chosen files being held in the file confirmation area. 


Note: You are still able at this point to delete files that have been chosen incorrectly. 
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Your files now appear in the ‘Current Attachment’ area as shown. Click ‘Finish’ to return to your 


attachment page. 
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Terms and Conditions 
The next screen that will appear is the Terms and Conditions screen, where you must state whether 


or not you agree to the terms specified by the contracting organisation. 


You can view the terms by clicking on its name under the title, shown in blue, which will open the 


terms and conditions documents attached. 


Then you must select yes or no, and if you do not agree specify reasons why you do not agree in the 


space provided. 


Then click “Next” to move onto the next page or “Previous” to go back to the previous page. 


 


This will take you to the summary screen of the tender response as shown below. Here the details of 


the response can be viewed, and detail of an individual section can be edited by clicking the Edit icon 


in the top right hand corner of each section. 
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If you choose to edit a section you the options at the bottom of the screen will be “Save” or 


“Cancel”, so to save the changes that you make click "Save" however to exit without saving any 


changes click on “Cancel”. The only difference is that you will also see an “Add” button in the 


attachments section so more attachments can be added.  


At the bottom of the tender response page there are 2 options, “Save as Draft” or “Submit 


Response”  


If you do not want to submit this response now then click to “Save as Draft” and this will bring up 


the following prompt screen, 
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To confirm you are saving as draft only and are NOT submitting then click the “Save as Draft” button 


again, however to return to the previous screen click “Cancel”. 


By “Saving as Draft” this will return you to the tender summary screen, where it highlights this is 


saved only as a draft and not submitted. You will have to ensure the tender response is submitted at 


a later date, prior to the submission deadline, for it to be seen by the procuring organisation. 


Submitting The Tender Response 
If the tender has been saved as a draft and is now ready to be sent then click on View to open up the 


response summary (Also you can go through the response wizard again) 


 


In the summary the detail of the response can be checked and changed if needed by clicking the edit 


button in the top right hand corner of the section. 


When the tender is ready to be sent then click the “Submit Response” button from the options 


section at the bottom of the page. 


This will then ask you to confirm you wish to submit your tender response. 
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To confirm click “Submit Response” again, to go back to the previous screen click "Cancel" 


This will return you to the Response Summary Page and here it can be seen from the status in the 


top right hand corner that the response has been published, and also when it was published. Click 


“Finish” to leave this page. 


This will return you to the Opportunities screen and under Response Status it will now say Published 


along with the Time and Date this response was published. 
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Editing Tender Response 
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 pass. 


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 your “My Opportunities” section, then select the organisation you have 


been dealing with. 


 
Now click on the ‘Contract ID’ of the opportunity you wish amend your response to 


 


 
 


This will then open the ‘Stage Detail’ screen as shown, to access your response click on the ‘Title’ 


(shown in blue) 


 


 
 


This then gives a summary of the tender where the information can be viewed and also the response 


to the tender can be viewed. 
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To view the tender response click on the “View” icon if you first want to check your response before 


you decide to edit it. From this screen click “Finish” at the bottom of the page to exit the tender 


response view and return to the previous page. 


To edit your tender response click the “Edit Response” button from the bottom of the page in the 


options. 


When this is clicked the following screen will appear asking you to confirm this as once this has been 


confirmed it cannot be reversed and another version will have to be submitted. 


 
Click “Edit Response” to confirm and continue with this, or “Cancel” to abort the process and return 


to the previous page. 


Note: When a response is being edited the procuring organisation will not know that this is the case. 


The previous version will stand until another response is submitted. This means the edit response 


process is started but the new version is not submitted before the response time and date then the 


previous version will be visible to them and this will stand. 


 


Click Edit Response and this will return to the tender summary page as before, however the 


information in “My Response” has changed to show that another submission needs to be made. It is 


now in draft status again, the version number has gone up appropriately and the buttons in options 


have changed back to “Response Wizard”, “Opt Out” and “Finish”. 
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To make the new submission as before there are two options, the response wizard or the “View” to 


edit a specific section. 


Response Wizard This will behave as before, however now on each page of the wizard it will already 


have your previously submitted responses populated there. This allows you to make only the 


required changes without having to repopulate all the previously entered data. Work through the 


wizard as detailed earlier in the guide. 


Viewing and Editing Response If you click to view your response you will see all the previously 


entered details that were submitted in the previous version. Here any section can be changed by 


clicking the link in the top right hand corner of the relevant section. 


 


When the new response has been formulated and the required information has been changed then 


click on “Submit” to submit this to the procuring organisation and overwrite the previous 


submission. 


A confirmation screen will come up explaining what will happen when the response has been made, 


and click “Submit Response” again to make the submission, or “Cancel” to go back. 
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Once submitted you will be returned to the tender response page which shows details of your most 


recent response, as below. 


 


One important point to note is the new section that has now appeared called Submission History on 


the right hand side of the screen. 


 
This shows the version that you are currently viewing, in this case version two, and all the other 


versions previously submitted. To view an earlier version click on the corresponding version number 


and this will be displayed. 


This process can be undertaken as many times as required, with the submissions being edited any 


number of times, providing the submission time and date have not passed. Once the submission 


time and date have passed the tender response can no longer be edited. 
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Tender Amendment and Resubmission 
To view a contract log in and go to the ‘My Opportunities’ folder on the home page,  select the 


organisation you are dealing with and click on the   icon, then click on the unique ‘Contract ID’ of 


the contract in question. 


 


This will take you to the tender overview as usual, however in this instance the tender information 


section will look different due to the amendment that has been issued, as can be seen clearly in the 


following screenshot which highlights the amendment view. 


 
 


To see the ITT Information click on the View icon in the top right hand corner of the section, this will 


take you to the tender summary screen. 


 







 
27 March 2013 The Tender Process with Pro Contract Version 2.1 Page 42 of 47 


 


 
 


The top section of the tender has now changed to show an “Amendment Information” section, with 


details of the amendment that has been made 


 


The amended field shows the time and date this was done, in amended sections it highlights the 


sections that have changed, with those that have been changed marked with a blue tick , those 


that have not been changed are marked with a red cross . The description field shows a summary 


of the changes that have been made and may also say why this has changed for additional 


information. 


 


In the top right hand corner of this Tender Summary screen there is an Amendment History section 


as shown below  


 
This shows how many versions of the tender there have been (in this instance there have been two, 


the original and the amendment) and which version you are currently showing. The versions are 


shown in order, with the highest number being the most recent version. 


To view a particular version click on the number in the Version column that you wish to view and it 


will display and in the amended column it will show which version is “Currently Displayed”. 


Click the “Finish” button from the options section at the bottom of the page to return to the overall 


summary screen, as shown below. 
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As shown in this example a response has already been made. This submission will REMAIN 


SUBMITTED and no further action is required if you do not wish to change your response. However if 


the amendment is such that you feel you need to change your response and re submit then at the 


bottom of the screen there is an “Edit Response” option, as shown below. 


 


 
 


 
By clicking to “Edit Response” then you will have to go through the submission process again to re 


submit, as shown in an earlier section of the help guide. To prevent any unnecessary rework the 


system will remember all detail of previous submissions so only the relevant sections will need to be 


changed 


 


From the Amended Summary Tender screen you can click to view the tender response and change 


only the required sections 
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To change a section click on the “Edit” button in the top right hand corner of the corresponding 


section, this will open it and edit your response as detailed earlier, more details in the tender 


response section earlier in the guide. 


 


Once the required changes have been made click “Save as Draft” to save and submit later, or if it is 


complete then click “Submit Response” to make the submission. 


 


From the Amended Tender Summary Screen it is also possible to use the “Response Wizard” to 


complete your tender resubmission, click the “Response Button” button to enter the wizard. 


 


This will return you to the tender information screen, where the My Response section will have 


changed to reflect the fact the tender has been submitted to the procuring organisation. 


How to Archive a Past Opportunity 


Background 
The opportunities portal area will show all of the PQQ’s, ITT’s, RFQ’s and also Auctions that your 


company is currently involved with, with the current status of the response shown under the 


“Response Status” column. However in order to keep this screen up to date, and manageable, then 


there is an ability for opportunities to be archived once they have been dealt with and the 


submission window has passed. 


 
The screen below is a sample screen of the opportunity portal for a supplier who has been involved 


in contracts on the portal. The contract “User Guide Contract” has been responded to, and now it 
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should be archived, so that it no longer shows in the current opportunities area. Click on the 


Contract ID to view the opportunity you want to archive  


 


This will open the Supplier dashboard, where the details and also the response details can all be 


viewed. Notice in the options there are now only two buttons. 


To archive the contract and ALL of the stages simply click on ‘Archive Contract’. 
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Viewing Archived Opportunities 
This will then return you to the current opportunities page, and as shown below, the exercise that 


was just archived no longer appears here. To view the archive of previous opportunities, click on 


“View Archive Opportunities” located on the right hand side of the screen, in the Archive section 


This will open the archived opportunities screen, as shown below, notice that the right hand side 


section is now called Active, with the option to “View Current Opportunities”. Clicking this will return 


you to the current opportunities view. 


 


Now when viewing the exercise, the options at the bottom of the page are “Activate” and “Finish”. 


To move this back into the current opportunities view, click the “Activate” button. 
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Archiving Rules 
An opportunity cannot be archived within the portal until the “Response Required By” / “Respond 


By” date and time have passed, as until this date and time have passed the opportunity is still 


classed as active.  


This shows the response page for this exercise, however in the options the “Archive” button is not 


currently there. It will not appear in the options until the “Response Required By” time and date 


have passed, and this is to ensure that an opportunity is not archived until the chance to respond 


has passed. 






