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INVITATION TO TENDER INSTRUCTIONS

1.

Agreement Reference:
0211/SCA/T10
	From: 

Purchasing Office

Richmond Building

University of Bradford

Richmond Road

Bradford 

BD7 1DP        
	To:




Dear Sir,

AGREEMENT :


Your Agreement Reference: 0211/SCA/T10 should be quoted in full on all documents including additional papers.

SITE / LOCATION :
 Near to University of Bradford Campus.
DURATION:

Academic year 2010/2011 with an option to extend for a further 12 months subject to satisfactory performance.
You are invited by the University of Bradford (from here on referred to as UoB) to submit a tender for the above named contract.  

a.
Alterations

None of the documents may be altered by the Tenderer.  Any modification considered necessary by the Tenderer should be detailed in a separate letter accompanying the Tender.

b. Incomplete Tender

Incomplete tenders may not be considered.

c. Returned Tenders

Full details of the documents to be returned are given in this Invitation to Tender.  These documents shall together comprise the “Tender”.  Please return the original (unbound and clearly marked original) and one paper copy of the completed Tender documents.  The Tender Documents must be sealed and delivered to the Purchasing Officer, Purchasing Services, Richmond Building, Richmond Road, University of Bradford, Bradford, BD7 1DP, not later than:
12.00hrs Friday 14th May 2010

The UoB does not undertake to consider tenders received after that time unless clear evidence of posting is provided (i.e. a clear postmark and/or certificate of posting).  

The Tender Envelopes and packages should be plain and not bear any name or mark indicating the sender; franking machines which automatically print the company name should not be used.

d. Identification of Tenderer
Tenders returned in envelopes which in any way identify the Tenderer will not be considered.  
e. Reserve of Right

UoB does not undertake to accept the lowest or any Tender under this exercise and furthermore reserves the right to accept a portion of any tender and for any value. UoB reserves the right to award the business to more than one Tenderer.

f. Tender Evaluation

Tenders will be short-listed for further consideration under the following categories and weightings:

	Criteria
	Weighting

	Cost
	45%

	Operational
	45%

	Social and Environmental
	10%


g. Initial Evaluation

The responses to this document will be evaluated and a shortlist of preferred tenderers produced.

h. Options

You should submit your offer based on the attached specifications and schedule of requirements.  
i. Sub Contractors

The names and addresses of any subcontractors the Tenderer proposes to employ must be furnished with the Tender.

j.    Confidentiality

All information supplied by the University in connection with these tender documents must be treated as confidential, details of which should not be discussed except to the extent necessary for the preparation and submission of the Tender.

Tenders are submitted on the condition that the UoB’s representative(s) may, after opening the Tender, discuss verbally or in writing with any Tenderer details of the documents submitted relating to the proposed contract prior to formal acceptance of a tender without in any way committing the University to such a Tender.

k.   Telex / Facsimile / E-mail


Tenders will not be considered if despatched by telex, facsimile or e-mail.

l.    Tender Submission

Any tenderer is deemed to be fully satisfied before submitting a Tender as to the accuracy and sufficiency of the rate and prices stated in the Form of Tender (or Price Schedule) which shall (except in so far as it is provided in the contract) cover all its obligations under the contract and shall be deemed to have obtained for itself all the necessary information as to risks, contingencies influencing or affecting its Tender.

m.  Clarifiaction of Requirements

Any queries regarding this Invitation to Tender should be made in writing to:

Commercial Enquiries / Completion of Documentation

Ian Stow
Purchasing Officer

University of Bradford

Bradford BD7 1DP

Tel: 01274 233063
email: i.p.stow@bradford.ac.uk

Technical Enquiries 

Linda Bower
Tel: 01274 234590
email: l.j.bower@bradford.ac.uk
n.   Acceptance

UoB will notify acceptance to the successful Tenderer(s) as soon as is reasonably practicable.


Unless a separate contract document is used, that acceptance, under the hand of the Principal or his duly authorised officer acting on behalf of UoB, shall constitute the formation of a valid contract.

o.   Freedom of Information Act 2000

The University of Bradford is subject to the provisions of the Freedom of Information Act (FoI).  If the tenderer considers that any information supplied in response to the tender is either commercially sensitive or confidential in nature, this should be highlighted and the reasons for its sensitivity given in an appendix to the tender document.

In such cases, the relevant material will in response to FOI Act requests, be examined in the light of the exemptions provided for in the FOI Act.  Before any information is released the university will endeavour to consult with you about sensitive information before making a decision on any FOI request received.

p.    Environment


To support the university’s policy of following environmentally friendly procedures, it is preferred that tender documents are produced in ‘green/sustainable’, recyclable presentation materials.

q.   Form of Response 
To facilitate evaluation, tenderers must present sufficient information, to the satisfaction of the University, in their proposals to ensure that their intention is clear to the University, and this information MUST be presented in the structure and sequence set out below. In particular tenderers are asked to:

i. Respond to the stated requirements in the order in which they are set out in this Invitation to Tender.

ii. Describe in detail the architecture of the system that they would supply if the tender is successful.

iii. Respond to the Supplier Qualification Questionnaire included in appendix one of this document.

Tenderers are invited to reply as briefly as is consistent with providing all the requested information.
r. Size of Contract

The estimated contract value is up to £140k. This Tender and any accepted offers shall be deemed to form an enabling agreement for the UoB.  A contract shall be deemed to exist upon the receipt of each and every order written authority of intent placed by the UoB against the contract.  Any quantities, values or volumes quoted are for guidance only and no express or implied statement is given that these will be met or exceeded.

s. Estimated Project Timelines

	Key Project Milestone
	Estimated Date

	Tender return date
	14th May 2010

	Supplier visit days
	Week Commening 17th May 2010

	Tender evaluation completion
	Week Commencing 24th May 2010

	Contract commencement date
	September 2010


The UoB reserve the right to amend these dates when necessary to fit its business requirements
FORM OF TENDER

2.1
DECLARATION BY TENDERER

Agreement Reference:
0211/SCA/T10
Having examined all the documents listed below and, subject to and upon the terms and conditions contained in said documents, I/We hereby contract and agree, upon acceptance of this tender, either wholly or in part, by the University of Bradford, to supply and deliver to the University of Bradford all or any of the items or services at the prices tendered on the attached schedule:

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.

1. Invitation To Tender

2. Pricing Schedule

3. Product / Service Specification

4. Terms and Conditions of Contract

5. Supplier Qualification Questionaire

I/We agree that any other terms or conditions of contract or any general reservations that 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 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.

Signed





Date 

Name





Position 

Authorised to sign tenders for and on behalf of 


FORM OF TENDER

2.2
NON-COMPLIANCE STATEMENT
Agreement Reference:
0211/SCA/T10
Detail below all matters (Technical, Commercial or Contractual) in which the Tender does not comply with the requirements laid down in the Invitation to Tender documents.  Sequentially number each point in the first column for ease of reference.  If required take copies of this blank form for additional points of non-compliance.  Cross reference and supporting info provided separately.

Tenderer:


Date:



Page


Of

	Section No
Matter not complied with

Extent of non compliance, 







alternative offered effect on







the tender requirement




FORM OF TENDER

2.3
DECLARATION OF BONA FIDE TENDER

Agreement Reference:
0211/SCA/T10

Dear Sirs,

The essence of competitive tendering is that the UOB shall received 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 that 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:

Communicate with a person, other than the person calling for this tender, the amount or approximate amount of the proposed tender.

Enter into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted.

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 having caused to be done in relation to any other tender or proposed tender for the requirement any act of the sort described above.

In this declaration the words ‘person’ 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





Date 

Name





Position 

For and on behalf of 

FORM OF TENDER

2.4
COST SCHEDULE

Agreement Reference:
0211/SCA/T10
1. Suppliers must provide full pricing for the total solution to the requirement expressed in this Invitation to Tender.  

2. All prices must be quoted on the basis indicated in these documents, except where the Tenderer proposes alternative pricing procedures. 

3. The basis of the price shall be inclusive of all costs, delivered to the address specified in the tender documents.  

4. Any charges not included here will be deemed to have been waived.  

5. Supplier to provide details for the basis of any price increases that may be requested at the end of the first twelve month period and annually thereafter.

6. Discounts for prompt payment should be stated.  

7. Tender prices to remain valid for 90 working days from the Tender return date.

8. Prices should be provided in sterling and exclude VAT but must indicate clearly where items might be zero-rated and where any other taxes or duties are applicable.

9. Whilst overall cost will be a major factor in determining the successful tenderer, UoB does not undertake to accept the tender or subset offered at the lowest cost, nor does it undertake to accept any of the proposals at all. 

10. The tenderer MUST provide a statement of costs under the following headings and sub-headings, with totals:

11. Accommodation Costs

a. 
Room rental

b.
Servicing costs

12.  Communications Provision Costs

a.
Telephone service provision (excluding actual call costs)
b.
Unlimited internet service provision

13. Other Costs

a. Any other costs not included above.

All costs for the accommodation offered MUST be included or summarised in this Section.  Any costs which appear elsewhere in the proposal, but are not summarised in this Section, will be presumed to have been waived.

The tenderer MUST state the payment schedules associated with the costs described above.

14.  Costs Incurred

Tenderers should note that UoB will not be liable for the costs incurred in preparing the tender or in any subsequent evaluation exercises unless those costs are explicitly agreed in this document or otherwise in writing.

General Terms & Conditions of Contract

3.

Please supply a copy of your standard Terms & Conditions of contract and 

Service Level Agreement (SLA) which you would wish to enter in to if you are successful in this tender process.
SCHEDULE OF REQUIREMENTS
4.

14, 28, 42 or 56 single serviced en-suite study bedrooms for short-course participants for 12 weeks January – April 2011.

Bedrooms to meet the specifications listed below
Background information

The School of Social and International Studies runs a number of highly successful professional development training courses both in Bradford and in countries across the world and has done so for many years.  The high level participants on our courses are usually all from overseas, and are often mid-senior level civil servants or equivalents from the private sector.

For all courses that are held in Bradford we include the cost of accommodation within our tenders.  This is usually in the form of single en suite study bedrooms in a hall of residence although on occasion the client requests hotel accommodation.

2011/12 academic year

At this stage, we expect, as a minimum, to run the following 12 week courses:
	Jan – Apr 2011
	Chevening Fellowship:

Delivering Economic and Regulatory Reform 
	14 rooms

	Jan – Apr 2011
	Chevening Fellowship:

International Institutional Governance  and Effectiveness
	14 rooms

	Jan – Apr 2011
	Chevening Fellowship:

Peacekeeping and International Capacity Building
	14 rooms

	Jan – Apr 2010
	Chevening Fellowship:

Using Democracy for Peace 
	14 rooms


	
	TOTAL 
	56 rooms


Participants should be accommodated in groups of 14, 28, 42 or 56. We may run additional courses throughout the year, depending on the successful outcome of bids. 
It is expected that all services provided are compliant with all relevant Health & Safety Standards.

Specific accommodation requirements:-

14, 28, 42 or 56 single en-suite study bedrooms with:-

· bed 

· desk 

· office chair 

· lounge chair

· wardrobe 

· bookcase/storage facilities

· carpet, curtains, heating
· safe
Additional items:-

· desklamp

· 20 coat hangers

· a rubbish bin should be supplied. 

En-suite bathrooms should have shower, toilet, washbasin, mirror, rubbish bin (minimum).  

Heating must be supplied, with an on-demand boost facility if possible.

A shared kitchen (no more than 6 people to share) supplied with full equipment.  This should include at least the following:- 

· oven

· hob

· microwave 

· large fridge

· freezer 

· sink

· storage cupboards/drawers

· work tops

· rubbish bin 

· iron

· ironing board

· vacuum cleaner, mop and bucket

In addition, each kitchen is to be supplied with the following crockery, cutlery and cooking utensils as a minimum as follows:-

· electric toaster, 

· electric kettle, 

· 1 large non-stick frying pan, 

· 1 small non-stick frying pan, 

· a set of non-stick saucepans with lids, 

· several chopping boards, 

· cooking utensils (wooden spoons, can opener, sharp knife set, sieve/colander), 

· measuring jug, 

· large serving bowls (at least 2), 

· a set of crockery and cutlery per person sharing including large and small plates, bowls, mugs, glassware (tumblers).  

There needs to be a dining/lounge area in each flat with access to a large-screen television with digital or cable supplied.  Ideally there would also be a common room area where all  participants can meet together to socialise.

An on-site laundry facility for personal clothing is desirable.

Telephones or VOIP must be provided for incoming and outgoing calls.  Participants will pay for their own outgoing calls so a top-up facility that does not depend on credit/debit card usage is desirable (the majority of our delegates are from overseas and may not have suitable cards).

Broadband internet access is essential.  Any download limits must be notified in the tender documents together with mechanisms for paying for additional bandwidth.

The accommodation must be located within walking distance of the main campus.  All the flats should be located next to each other ideally on the top stories of buildings to minimise the impact of noise from other residents.

Security is a major concern for the participants so individual safes in the rooms are essential.  

Servicing the rooms

Each room requires the supply and weekly laundry of all bedding and towels – duvets, pillows, sheets, pillowcases, duvet cases, towels of professional quality are to be supplied.  

In addition, kitchen linen (tea-towels, hand towel) is to be supplied.

The communal areas of each flat are to be cleaned on a weekly basis when the rooms are occupied and both kitchen linen and bed linen and towels laundered and replaced.

The accommodation provision is to include a “front office” facility whereby delegates can report any difficulties and raise any queries relating to any aspect of the accommodation in the confidence that all matters will be dealt with directly.  This must be available at suitable times of the day taking into account that our delegates are usually in class continuously from 9-5 each day Monday to Friday.

This “front office” facility should also accept mail for delivery including parcels.

Security
The hall of residence, flats and individual rooms must be secure, with key, fob or card access to all doors. CCTV should be in operation and adequate staffing provided to ensure security. Information on security arrangements must be included in the tender.

Other tenants

Ideally the accommodation should cater mainly or exclusively for postgraduate stude 
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1. INTRODUCTION
1.1
The purpose of this questionnaire is for the provision of information and supporting documentation as part of the tender process for the provision of Short Course Accommodation to the University.
1.2
Any non-acceptance of an invitation to tender response following completion of this questionnaire does not imply any representation by the University of Bradford as to the financial stability, competence or ability of the tenderer, to provide the services.

1.3
The University of Bradford reserve the right to return to the matters within this questionnaire as part of the formal evaluation process. 

1.4
The University of Bradford will evaluate the information provided and reserve the right to reject any application on the grounds of:

a) 
Provision of false information

b)
Failure to answer all the questions

c)
Failure to provide supporting documentation where this is requested

d)
Conflict of interest

2. HOW TO COMPLETE THIS FORM
2.1
Answer the questions specifically for your organisation, not for the group if you are part of a group of companies.

2.2
Include, where appropriate, any supporting documents.

2.3
Make your answers as brief as possible. You may attach additional pages or continuation sheets where insufficient space has been given to enable you to reply to a question. 

2.4
Mark clearly on all enclosures the name of your organisation and the number of the question to which they refer.

2.5
Answer all questions. It is not acceptable to leave blank spaces.

2.6    Return the completed questionnaire together with ALL supporting documentation and enclosures, quoting the contract reference as soon as possible, and certainly to be received no later than:

Noon 14th May 2010
NB: We can accept supporting documentation such as quality manuals, financial reports as electronic files on disc. 

Mr Ian Stow,

University of Bradford

Richmond Road

Bradford

BD7 1DP

2.7
The information provided will be treated as private and confidential

2.8
The questionnaire should be kept intact and not broken up into separate sections as part of another document and not reproduced in another format.

3. INFORMATION ABOUT YOUR ORGANISATION







	3.1


	Name of organisation making application


	
	For Office use only



	3.2
a)

    b)
	Main address for correspondence

Address of office from which Contract will be run (if different from above)
	
	

	3.3
	Registered Office (if different from above)


	
	

	3.4
    a)

    b)
         
	Name of person applying

Position in organisation 
	
	

	3.5
	Type of organisation, e.g. PLC, Ltd etc.

	
	

	3.6
	Give details of any services that your organisation already provides to the University of Bradford.

	
	

	3.7
a)

b)


	WHERE A LIMITED COMPANY

Date of registration and registration number under the Companies’ Act 1985:

Date organisation formed or started trading
	
	


4. TAXATION AND INSURANCE

	4.1
	VAT Registration Number
	
	

	4.2
	Tax exemption certificate

If YES please give details

	
	

	4.3

a)

b)

c)

d)

    e)
	Employers Liability Insurance

Insurer

Policy No

Extent of cover

Expiry date

Excess

	
	

	4.4

a)

b)

c)

d)

    e)
	Public Liability Insurance

Insurer

Policy No

Extent of cover

Expiry date

Excess

	
	


5. ENVIRONMENTAL & SUSTAINABILITY
	5.1


	Does your organisation have an  Environmental Management System or an Environmental Policy?
If YES, please enclose a copy
	
	

	5.2
	Please provide details of any environmental accreditation that your organisation has, including copies of certificates.  

	
	

	5.3
	Have you had any enforcement notices or procescutions by the Environmental Agency (or similar bodies) in the past 3 years?


	
	


6. CORPORATE RESPONSIBLITY

	6.1


	Has your company developed a community investment strategy?
	
	

	6.2
	Does your organisation undertake community investment programmes? 

If YES state the form of investment (e.g. Cash, Staff time, Gifts in kind, Management time).
	
	

	6.3
	Has the development of your community investment strategy included a review of sourcing/purchasing, e.g. local sourcing, sourcing from disadvanted communities – disabled, ethnic minorities etc.


	
	


7. DIVERSITY AND EQUALITY QUESTIONNAIRE 

	D
	DIVERSITY & EQUALITY - General Equality Information – all vendors

In order that we may make an assessment of your current Diversity & Equality status, please provide answers to the following questions. Please ensure that any supporting documentation is clearly marked with the name of the respondent and the number of the question to which the response refers.


	 

	D1
	Is it your practice NOT to discriminate directly or indirectly on grounds of race, disability, gender and transgender, sexual orientation, age and religion and belief in provision of goods, facilities or services to the public?


	YES / NO

	D2
	Is it you practice to promote equality in the provision of goods, facilities or services to the public?

 
	YES / NO

	D3
	In the last 3 years has any finding of unlawful discrimination in ANY field been made against your organisation by the Employment Tribunal, The Employment Appeal Tribunal or any court or in comparable proceedings in any other jurisdictions or has your organisation been the subject of formal investigation (which had a negative finding) by relevant authorities (such as the Commission for Racial Equality) on the grounds of alleged unlawful discrimination?

If the answer is Yes, please advise what the unlawful finding(s) was/were and what corrective actions have been taken by your Company as a result. 


	YES / NO

 

IF YES, PLEASE  ATTACH DETAILS

	D4
	In the last three years has any contract with your organisation been terminated on grounds of your failure to comply with either or both of:

i)  Legislation prohibiting discrimination or  

ii) Contract conditions relating to equal opportunities in the provision of goods, facilities or services?  

If yes, provide details of each occasion and state the corrective action you have taken.


	YES / NO 

 

 

  

 

IF YES, PLEASE  ATTACH DETAILS

	DH
	DIVERSITY AND EQUALITY - Additional questions for vendors / potential vendors offering goods and/or services that are deemed to be highly relevant in relation to diversity & equality legislation.

Note:  If you are a One Person Business (i.e. no employees except owner) then select OPB when given that option


	PLEASE ANSWER THE FOLLOWING QUESTIONS

	DH1
	Is your approach to equality and diversity set out in:
	 

	DH1A
	Instructions to those concerned with recruitment, selection, remuneration, training and promotion? 


	YES / NO / OPB

	DH1B
	Documents available to employees, recognised trade unions or other representative groups of employees?  (e.g. induction, training, newsletters, web etc).


	YES / NO / OPB

	DH1C
	Recruitment advertisements or other literature?


	YES / NO / OPB

	DH2
	Are your staff with managerial responsibilities required to receive mandatory training on equal opportunities?


	YES / NO / OPB

	DH3
	Do you observe, as far as is possible, the relevant authorities (such as the Commission for Racial Equality's) Codes of Practice for Employment, or equivalent code of statutory guidance issued under equivalent legislation in another country, which gives practical guidance to employers and others on elimination of unlawful discrimination and the promotion of equality of opportunity in employment, including monitoring of workforce matters and steps that can be taken to encourage members of all parts of society to apply for jobs or take up training opportunities?

 

If yes, please supply evidence to support your answer.  Evidence may be examples or copies of documents such as your equality, diversity or equal opportunities in employment policy, documents containing instructions to staff, or outlining arrangements for advertisements, recruitment, selection, access to training, opportunities for promotion, copies of recruitment advertisements, extracts from staff handbooks, or other materials that demonstrate your organisations commitment to race equality. 

 
	YES / NO / OPB

 

 

IF YES, PLEASE  ATTACH DETAILS

	DH4
	Is it your policy as an employer to comply with relevant equality legislation to positively challenge discrimination on grounds of race, disability, gender and transgender, sexual orientation, age and religion and belief and to promote equality in line with either UK legislation or equivalent legislation which applies in the countries in which your company employs staff?


	YES / NO

	DH5
	Do you have a process in place to allow for tailoring your offering of goods and services to meet the needs of different racial / social groups?


	YES   / NO / Not Applicable


8. DECLARATION

I/we certify that the information supplied is accurate to the best of my knowledge and that I/we accept the conditions and undertakings requested in the questionnaire. I/we understand that false information could result in my/our being excluded from working for University of Bradford.

I/we also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any employee or member of University of Bradford and that any such action could result in my/our being excluded from working for University of Bradford.

Signed


......................................................................

Print name

......................................................................

Position


......................................................................


for and on behalf of
.......................................................................


Date



.......................................................................

Please note that the declaration must be signed by the applicant, a partner or authorised representative in his/her own name and on behalf of the organisation.

RETURN LABEL
Private & Confidential

0211/SCA/T10

Return Date: Noon 14th May 2010
Purchasing Services

Richmond Building

Richmond Road

Bradford

BD7 1DP
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