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                                              Instructions for Tender Completion

1.1
Invitation to Tender

The University of Newcastle upon Tyne trading as Newcastle University (referred to hereinafter as the "University") invites you to submit a tender for the execution of the work and/or supply of the goods/services described in the accompanying documents.

1.2
Tender Completion

(a) Alterations - None of the documents may be altered by the Supplier.  Any modification which the Supplier thinks is necessary is to be detailed in a separate letter accompanying the tender.

(b) Alternative offers – Alternative offers are not permitted.

(c) Part Tendering - Part tendering is not permitted.

(d) Submission of Prices - The prices quoted should be firm and fixed prices inclusive of all costs, charges, taxes, customs, duties and other public dues except VAT and should be in Sterling unless otherwise stated in the tender. 

(e) Acceptance - The tender should remain open for a period of 60 days from the date for submission.

(f) All enquiries and questions regarding this tender should be submitted through the e-tender system, Due North.

1.3
Submission of Electronic Documents


(a)
The University will only accept documents for tender placed on the Due North Tendering System to be received electronically unless explicitly stated otherwise in the Invitation to Tender, or agreed in writing, in advance of the closing time, with the University’s Procurement Services Office.


(b)
A tender lodged electronically is deemed for all purposes to be the true and legal version, in writing, duly authorised and duly executed by the Supplier and intended to have binding legal effect.  Electronic signatures are unnecessary due to the security built into the system.


(c)
Tender submissions including all documents required with submission must be received in full prior to the ‘Respond By’ time stated in the ‘Submission Information’ in  the Due North e-tender System (including any supporting documents which it has been agreed can be submitted manually). This includes documents requested in any OJEU notices.



The University will not accept tenders received after this time.


(d)
Immediately prior to submitting a tender electronically the Supplier must check the electronic files making up the tender for viruses using fully current virus checking software and must remove all viruses from the files. 


(e)
If the electronic files containing the tender are corrupt, contain a virus or are unreadable for any reason, the tender will not be considered.

(f) Suppliers acknowledge and accept the following in respect of  electronically transmitted tenders:

· Lodgement of large electronic files may take time and as such they must allow sufficient time to fully transmit all files prior to the closing time;

· The University shall not be liable or responsible for the loss, damage, destruction or corruption of any tender, however caused;

· The University may not discover any corruption or unreadable files submitted via Due North until after the tender closing time;

· Faults in the Supplier’s system are not the responsibility of the University and no extension to the closing time will be made;

· The Server Clock displayed within the Due North Tendering System shall govern the time.

1.4
Interpretations

1.4.1
As used in this Invitation to Tender:

(a)
the terms and expressions set out in the Invitation to Tender shall have the meaning ascribed therein;

(b)
the masculine includes the feminine and the neuter; and

(c)
the singular includes the plural and vice versa.

1.4.2
Headings are included in this Invitation to Tender for ease of reference only and shall not affect the interpretation or construction of the Invitation to Tender.

1.4.3
References to Clauses and Schedules are, unless otherwise provided, references to Clauses and Schedules in this Invitation to Tender.

1.5
Insurance

Suppliers should confirm they will have appropriate Insurance in place prior to the award of any contract. This should include where appropriate Public Liability, Employers Liability, All Risks Insurance, Professional Indemnity etc, The successful Supplier will be asked to provide copies of appropriate certificates prior to the award of any contract.

1.6
Supplier Code of Conduct and Modern Slavery

The University requests  Suppliers to abide by our Supplier Code of Conduct which can be found at: http://www.ncl.ac.uk/procurement .  Suppliers should include information within their tender submission as to how they can demonstrate compliance with this Code. Suppliers are requested to confirm they have in place policies covering the following:

1. Sustainability / Environmental requirements: To demonstrate commitment to sustainability you should provide details in your submission of how you will minimise the environmental impacts from your undertaking of this contract. You must declare if you or any subcontractor has been prosecuted for any breach or environmental legislation. If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

2. Equal Opportunities / Race Equality / Disability Discrimination: In the last 3 years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, and Employment Appeal Tribunal or any other court (or incomparable proceedings in any jurisdiction other than the UK)? And/or;

In the last 3 years has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable boy in any jurisdiction other than the UK), or grounds of alleged unlawful discrimination?

3. Modern Slavery: Any  Supplier including the subsidiaries and/associates who is found guilty of any offence relating to Modern Slavery will be automatically excluded from the tender process and will have any contract awarded to them by the University immediately terminated without compensation. 

4. The successful Supplier will be required to provide a copies of the policies prior to the award of any contract. Failure to supply these policies will result in your offer being disqualified. 

1.7
Freedom of Information Act 2000
The University is committed to meeting its responsibilities under the Freedom of Information Act 2000 (referred to hereinafter as the “FOIA”).

Accordingly, all information submitted to the University may need to be disclosed and/or published. If you consider that any of the information included in your tender would give rise to an actionable breach of confidence and/or would prejudice your commercial interests, and/or constitute trade secrets (“commercially sensitive”) please identify it and explain (in broad terms) what harm might result from the disclosure and/or publication.

The University shall be responsible for determining at its absolute discretion whether the Commercially Sensitive Information and/or any other Information: 

is exempt from disclosure in accordance with the provisions of the FOIA, and

is to be disclosed in response to a Request for Information.

You acknowledge that the University may, acting in accordance with the FOIA, decide  to disclose Information:-

· without consultation, or

· following consultation and having taken your views into account.

1.8
Tender Costs

The University shall not be responsible for the payment of any costs or expenses incurred by Suppliers in the preparation/submission of offers.

SECTION 2

Commercial Specification

2.1  
Preamble
Newcastle University can trace its origins to a School of Medicine and Surgery, established in Newcastle upon Tyne in 1834. As one of the UK's leading universities, our reputation rests on the quality of our teaching, our outstanding research, and our work with the regional and local community, businesses and industry. The University employs over 5,500 staff and has over 21,000 students studying undergraduate and postgraduate degree and research programmes. 

We aim to:-

· Be a world-class research intensive university

· Deliver teaching and facilitate learning of the highest quality

· Play a leading role in the economic, social and cultural development of the North East of England.

The University employs almost 5,500 staff, with almost 23,000 students studying from over 200 undergraduate degree programmes. Teaching and research are delivered in 3 faculties:-

· Humanities and Social Sciences (HaSS)

· Medical Sciences (FMS)

· Science, Agriculture and Engineering (SAgE)

The University strives to achieve the highest ethical standards in all areas of its activities.  Therefore the University is committed to buying, supporting, using and promoting fairly traded goods wherever possible in keeping with its Fairtrade status.

Further information about the University is available from the website: www.ncl.ac.uk 
Creative Fuse North East is a multi-disciplinary, multi stakeholder innovation project focussed on the strength, diversity and nuanced nature of the North East’s creative, digital and IT sector (CDIT).

The project will explore the economic and innovation value of the CDIT sector in the region, support direct engagement with creatives, freelancers and SMEs in the sector, identifying opportunities for innovation, growth and cross sector collaboration and spill-over into other industries.

CFNE will:

· utilise expertise from four universities to embed innovation potential, processes and know-how within North East creative and cultural SMEs, enabling growth and fostering best practice;

· exploit the potential for creative and innovation spill over, driving collaboration between creative and cultural SMEs and emerging areas including manufacturing, data and health.   

Rural Cultural Business Development Brief

2.2  
Project Brief 
The aim of Creative Fuse North East is to unlock the true potential of the creative, digital and tech sectors to drive innovation & growth of the region’s economy. The project will run until October 2018. It is anticipated that this activity will run throughout the duration of delivery.

Objectives:
The successful tenderer will be required to utilise extensive existing networks to host a series of events and ERDF eligible activities across Northumberland: 

· To inspire, engage and support the involvement of North East cultural SMEs in Creative Fuse North East including awareness event(s)
· To introduce cultural organisations to the programmes, raising awareness, developing interest and providing connections to opportunities

· To act as an enabler in building relationships between cultural organisations and academics 

· To help share learning and best practice from the programme across the sector, producing reports and materials for dissemination and open access. 

· Small dissemination event to showcase innovation processes and models 

Please note that this work will be delivered across the Creative Fuse partnership working with multi institutions. We anticipate there will be ERDF outputs as part of the delivery.
2.3
 Details of Requirements

Contractors / Consultants interested in bidding for the project should submit the following: 

1. Planning and Delivery

· An outline of the proposed approach to working 

· Outline of proposed key milestones and timescales for the various phases of the project.

· Outline of expected outputs and deliverables. (Priority Axis 1 project)

· Statement of capacity to begin work on the project with immediate effect, once appointed

· Details of the key personnel to be involved (including CVs).

2. Experience
· Track record of the bidder delivering similar or related work, preferably (though not essential) for the Higher Education sector.

· Evidence of ability to work across a multi partner project

3. Budget   

· Your recommendations should be based on a budget of a maximum of £14,895 including VAT Your proposal should include details of the full fees for undertaking the contract (excluding VAT) 

· The Fee should be quoted as a Daily Rate which should include all sundry and miscellaneous costs and charges including travel and accommodation.  Please itemise costs for each stage/element of the process as appropriate.

2.4
Timescales

Anticipated timescales for this project are:

a) Deadline for tender submissions: 19th July 2017
b) Contract awarded by 2nd August 2017
c) Project commences: as soon as possible from award of contract. 

d) Completion and delivery of all assets by 30th September 2018.
2.5      Invoicing
The University will issue a Purchase Order to place an order. The purchase order will state a 10 digit University Purchase Order number beginning 42 which the supplier must state on any invoice submitted to the University. Suppliers must not accept orders without a valid University Purchase Order number.  The University operates a policy of “No Purchase Order No Pay” and will return all invoices to the Supplier which do not conform to this policy.

Dependent on the nature of the individual requirement and/or the status of the supplier, payment may be subject to HMRC IR35 requirements. This will be determined at the point of award for each further competition.

All invoices should be sent to the following address:

Newcastle University

PO Box 268

Sheffield

S98 1QY

Or:  As an attachment to an email, sent to: nu-invoices@parseq.com
Please note that Zip files cannot be accepted, and this address is for invoices only and should not be used as a delivery address for goods ordered or invoice enquiries. Also, please be aware that these addresses may change over the term of the Contract.
2.6
Terms and Conditions
Newcastle University Terms and Condition of General Conditions of Contract for Services 2016 as included with this tender apply to any contract resulting from this tender.

2.7     Award Criteria

All offers will be assessed on the basis of the following contract award criteria:

1. Price.  (40% weighting)
The Supplier with the lowest total cost will score highest in the assessment with all other Suppliers scored pro rata as per the example below:
Example:

(Lowest) Tender 1 = £100,000
100 x 0.40 = 40 points

Tender 2 = £120,000  (100 / 120,000) x 100,000 = 83.33 x 0.40 = 33.33 points

Tender 3 = £150,000  (100 / 150,000) x 100,000 = 66.67 x 0.40 = 26.66 points

Lowest Possible Mark = 0 points

2. Quality of Proposal in meeting the requirements of the contract. (30% weighting)

The highest score will be achieved by those that demonstrate they can meet the requirements to a high standard.

3. Experience of the Consultant. (30% weighting)

The highest score will be obtained by the tenderer with the most experienced consultant in similar HE projects.

SECTION 5
Declaration of Bona Fide Tender

The essence of competitive tendering is that the University shall receive bona fide competitive tenders from all companies tendering.

In recognition of this principle, we declare that this is a bona fide tender, intended to be competitive and we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.

We further declare that we have not done and we undertake that we will not do any of the following acts:

(a) communicate with a person, other than the person calling for this tender or the University’s Co-ordinating Officer, the amount or approximate amount of the proposed tender.

(b)
offer to pay or give, or agree to pay or give, any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or have caused to be done in relation to any other tender or proposed tender for the requirement any act or thing of the sort described above.


In this declaration the word “persons” includes any person and any body or association, corporate or incorporate.  The words “agreement or arrangement” include any such transaction, formal or informal, whether legally binding or not.

Signed _________________________________     
Dated _____________

Name __________________________________    
Position ___________

For and on behalf of______________________________________________

SECTION 6

Offer of Agreement

Having examined all the documents listed below and, subject to and upon the terms and conditions contained in the said documents, I/We offer to supply the Goods/Services to the University at the rates/prices detailed in the Price Schedule enclosed.

I/We agree that this tender and any Agreement and subsequent contract which may result from it shall be based upon the documents listed below and bearing the contract reference shown at the top of this tender.


Invitation to Tender Document


Terms and Conditions for the Purchase of Services 2015
I/We agree that any other terms or conditions of contract or any general reservations which may be printed on any correspondence emanating from us/me in connection with this tender or with any contract resulting from this tender, shall not be applicable to the Agreement or subsequent contract.

I/We agree that any contract that may result from this tender shall be subject to the law of England and Wales as interpreted in an English Court.

The prices quoted in this tender are valid and open to acceptance by you for a period of 3 calendar months from the tender return date specified in your Invitation to Tender.

Signed ________________________                 Dated _________________

Name _________________________                 Position ________________

Authorised to sign tenders for and on behalf of_________________________
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