ANNEX A (SERVICES)


INSTRUCTIONS TO TENDERERS

1.
TENDER DOCUMENTS

1.1
seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Tenders shall be submitted in accordance with the following instructions.

1.2
All pages of the tender shall be sequentially numbered (including any forms to be completed and returned). 

1.3
The tenderer is expected to examine all of the instructions, forms, terms and conditions and specifications that comprise the tender documents. If the tenderer does not provide all of the information required, the Department of Health may reject the tender.
1.4
All specifications, plans, drawings, samples and patterns the Department of Health issue in connection with the Invitation to Tender remain the property of the Crown and are to be used solely for the purpose of tendering.

2.
AMENDMENTS TO TENDER DOCUMENTS

2.1
At any time prior to the deadline for receipt of tenders, the Department of Health may modify the tender documents by amendments in writing.

2.2
The Department of Health may extend the deadline for tenders to allow for significant amendments to be fully assessed and taken into account.

3.
TENDER PRICES

3.1
The prices must be quoted in the currency specified in the Conditions of Contract.

3.2
The price of Services shall be firm for the duration of the Contract and will not be subject to any variation unless detailed in the Conditions of Contract.

3.3
The basis of the price shall be inclusive of all costs for delivery to the address(es) specified in the Conditions of Contract.

TIMETABLE

4.
The timetable for the procurement of these Services is as follows:

	Key Actions
	Dates

	Briefing Meeting 
	xxx

	Site visit to DH
	xxx

	Final date for questions
	xxx

	Tender return date
	See the date and time shown on the Business Management System

	Presentations
	xxx

	Contract award notification
	DN: This stage only applies where the requirement falls within the full remit of the EC Directive. Allow 10 calendar days – adjusted for non-working days – between the day after this date and the next stage 

	Contract award conclusion
	xxx

	Contract work starts
	xxx


5.
FORM OF TENDER AND SCHEDULES
5.1
A copy of Section One, Form of Tender Part I (and Part III if applicable) should be returned with your submission. Any modifications or deviations you wish to propose from the specified terms and conditions set out in the clauses and schedules should be detailed in the Form of Tender Part II.  The Department of Health may decide to reject any tender which contains any modifications or deviations.
5.2
Tenderers shall notify the Department of Health of any errors, omissions or details contained within the documents which precludes them from tendering for this service.

5.3
Only prices shown in Section Four: Schedule of Prices will be regarded as part of the bid. These may, however, be clarified in an annex to the Schedule of Prices.

6.
INFORMATION AND CONFIDENTIALITY

6.1
Information that is supplied to tenderers as part of this procurement exercise is supplied in good 
faith. However, tenderers must satisfy themselves as to the accuracy of such information. The Department of Health accepts no responsibility for any loss or damage of whatever kind or howsoever caused arising from the use by the tenderers of such information, unless such information has been supplied fraudulently by the Department of Health (where the meaning of fraudulently is "the making of false representation knowingly, or without belief in its truth, or recklessly").

6.2
All information supplied to tenderers by the Authority in connection with this procurement exercise shall be regarded as confidential. By submitting a tender, the tenderer agrees to be bound by the obligation to preserve the confidentiality of all such information.

6.3 
This invitation and its accompanying documents shall remain the property of the Authority and 
must be returned on demand.

7.
FREEDOM OF INFORMATION ACT 2000

7.1
The Freedom of Information Act 2000 ("FOIA") applies to the Department of Health as a public authority.

7.2
Tenderers should be aware of the Department of Health's obligations and responsibilities under the FOIA to disclose, on written request, recorded information held by the Department of Health. Information provided by tenderers in connection with this procurement exercise, or with any Contract that may be awarded as a result of this exercise, may therefore have to be disclosed by the Department of Health in response to such a request, unless the Department of Health decides that one of the exemptions from disclosure under the FOIA applies. The Department of Health may also include certain information in the publication scheme which it maintains under the FOIA.

7.3
In certain circumstances, and in accordance with the Code of Practice issued under section 45 of 
the FOIA or the Environmental Information Regulations 2004, the Department of Health may consider it appropriate to ask tenderers for their views as to the release of any information before the Department makes a decision on how to respond to a request for disclosure. In dealing with requests for information under the FOIA, the Department must comply with a strict timetable and the Department would, therefore, expect the tenderer to give a timely response to any consultation within two working days.

7.4
Tenderers may provide information to the Department of Health in connection with this procurement exercise, or with any Contract that may be awarded as a result of this exercise, which is confidential in nature and which a tenderer wishes to be held in confidence. Tenderers must give a clear indication which type of material is to be considered confidential and why it is considered to be so (including the Section number in the Freedom of Information Act for the Exemption that they believe applies), along with the time period for which it will remain confidential in nature. This information must be listed in Section Six, split between Confidential information and Commercially Sensitive information (for definitions of these terms please see the Conditions of Contract). The use of blanket protective markings such as "commercial in confidence" will no longer be 
appropriate. In addition, marking any material as confidential or equivalent should not be taken to mean that the Department accepts any duty of confidentiality by virtue of such marking. Please note 
that even where a tenderer has indicated that information is confidential the Department may be required to disclose it under the FOIA if a request is received.

7.5
The Department cannot accept that trivial information or information which by its very nature cannot 
be regarded as confidential should be subject to any obligation of confidence.

7.6
In certain circumstances where information has not been provided in confidence, the Department  
may still wish to consult with tenderers about the application of any other exemption such as that 
relating to disclosure that will prejudice the commercial interests of any party.

7.7
The decision as to which information will be disclosed is reserved to the Department of Health, 
notwithstanding any consultation with the tenderer.

8.
SUBMISSION OF TENDERS

8.1
You should submit your tender using the Business Management System – see paragraph 8.3 below where this is not possible. We recommend that you allow plenty of time to upload your tender, particularly where you have large documents. The Department of Health will not accept tenders that are late for any reason whatsoever.   

8.2
The Department of Health reserves the right to reject any tender if the tenderer has failed 
to complete and return all parts of the Form of Tender or fails to provide the information requested in this Invitation to Tender or the tenderer has submitted any modification or any qualification to their tender.
8.3
Where you are unable to upload all or some of your documents you are allowed to send in a hard copy tender. This must arrive before the date and time for return of tenders and the following rules apply: 

8.3.1
You should contact the Department of Health well before the due date and time for return of tenders and request a sheet of tender labels. A label should be attached to your tender, this will display the Department of Health’s tender reference, which you should make a note of. A plain sealed envelope should be used which does not identify the tenderer's name. Please mark all packages "TENDER". Any additional information requested should be submitted with the tender.

8.3.2
Tenderers are advised to submit tenders by registered mail, recorded delivery or by hand. Whatever method of tender delivery is chosen shall be entirely at the tenderers' risk. 

9.
MODIFICATION AND WITHDRAWAL OF TENDERS

9.1
The tenderer may modify the tender prior to the deadline for tender receipt by submitting a new tender using the Business Management System or in hard copy when the Business Management System cannot be used. See Paragraph 8, above, for information about the submission of tenders.

9.2
No tender may be modified after the deadline for receipt.

9.3
Tenders may be withdrawn at any time before the award of Contract, providing such intention is 
notified to the DH using the Business Management System or in writing when the Business Management System cannot be used.

10.
TENDER EVALUATIONS

10.1
This is an invitation only, the Department reserves the right to clarify any or all parts of the 
information contained in the tender.

10.2
The Department intends to accept the most economically advantageous tender and, at its sole 
discretion, reserves the right to accept or reject all or any part of any tender. The Department 
does not bind itself to accept the lowest priced, or any, tender and shall not be liable to accept 
any costs you have incurred in the production of your tender and its submission.

11.
NOTIFICATION OF AWARD OF THE CONTRACT

11.1
Where the requirement falls within the full remit of the EC Directive there will be a 10 day minimum standstill period between communicating the award decision and contract award conclusion.

11.2
Tenderers should note that, where the contract is placed under regulations pertaining to the 
General Procurement Agreement (GPA), the Department of Health may be required to publish 
details of the contract (including the name and address of the successful tenderer(s) in the Official 
Journal of the European Union and notify the same details to unsuccessful tenderers. Acceptance 
of the contract in these circumstances is deemed to be formal authorisation to publish these 
details.

12.
PRICE
12.1
When you upload your tender, you are required to enter a price on the Business Management System screen. When you have calculated a total price for the whole requirement this is the figure that should be entered.

12.2
Occasionally you may not be able to calculate a total price, for example, where you have been asked to provide day rates or for the award of Framework Agreements or Call-off contracts. In these circumstances you should enter £1. 

13.
LANGUAGE

13.1
Tenders, all documents and all correspondence relating to the tender must be written in English.

