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Part 1

General Information and Instructions

1.
Introduction

1.1
Manchester City Council (“the Council”) is seeking Tenders for the Provision of Citywide Immigration Advice Services. This is a one stage open tender procedure. The Contract period will be for 1 year with the option to extend for upto a further 2 years. It is intended for the contract to commence  1 April 2013.

1.2
This ITT:

· sets out information and instructions for the Provision of Immigration Advice Services ;

· contains further information about the procurement process and timetable;

· provides detail about the services required to deliver Immigration Advice Services

· sets out the submission requirements and questions for the Provision of Immigration Advice Services ; and

· explains the administrative arrangements for receipt of responses.

1.4
Each ’s response (“Tender”) should be detailed enough to allow the Council to evaluate whether the Tenders meet the Council’s objectives and requirements as set out in this ITT and represent value for money and to enable the Council to make an informed selection of the most appropriate Tender.

1.5
This ITT and the information contained or referred to in it is made available to you on condition that it is used in connection with this procurement exercise only and for no other purpose. It may not be disclosed by you to any third party other than to your professional advisors or sub-contractors in connection with the preparation of your Tender.

1.6
Services of the nature of those required to be delivered in connection with Immigration Advice Services have been designated as “Part B” services under the EU procurement regulations EU Directive 2004/18/EC, as implemented in England and Wales by the Public Contracts Regulations 2006 (“the Procurement Regulations”) as amended, and as such, are not subject to the full requirements of the regulations. The Council is only bound by the application of Procurement Regulations to the extent that they are applicable to Part B services.

1.7
In this ITT, the term “Tender” is used to describe all proposals submitted by you in response to the requirements set out herein and, where the context requires, any further or amended proposals submitted by or agreed with you.

1.8
This ITT is being provided on the same basis to all . 

2.
Queries relating to the ITT
2.1
All requests for clarification about this ITT or the procurement process shall be made in accordance with the instructions below.
2.2
To ensure transparency and fairness to all , any enquiries or clarification requests regarding this ITT or the procurement process are to be submitted in writing through the Chest portal for the attention of Mike Worsley.

2.3
No questions or requests for clarification may be submitted outside the Chest Portal – failure to comply with this requirement may disqualify a . Except for making enquiries regarding this process through the Chest Portal in accordance with these instructions, no approach of any kind in connection with this Tender process should be made to any person within, or associated with the Council.

2.4
All queries must be submitted no later than five (5) working days before the closing date for receipt of Tenders. The Council will endeavour to answer all queries as quickly as possible but offers no guarantee that questions received less than five (5) working days prior to this closing date will be answered.

2.5
The Council reserves the right to publish any question submitted by a  in connection with this ITT, together with the Council’s response on to The Chest where it may be available to all. Details of the enquirer will not be disclosed. 


3.
No obligation
3.1
Neither the issue of this ITT, any of the information contained or referred to in it, nor any communication made between the Council and any  in connection with this ITT should be regarded or relied upon as a commitment or representation on the part of the Council (or any other person) to enter into a contractual arrangement.

3.2
The Council does not bind itself to accept the lowest priced Tender or any Tender.   

4.
Tender Validity 

4.1
Only Tenders submitted strictly in accordance with this ITT will be accepted for consideration. The Council’s decision on whether or not a Tender is acceptable will be final. It is the responsibility of the  to obtain at his/her own expense any additional information or advice necessary for the preparation of its Tender.

5.
Changes to Documents

5.1
The Council reserves the right to make changes to this ITT, terms and conditions of contract and any other invitation to tender documents and/or issue supplementary information at any time during the period for submission of Tenders and any such amendment and/or further documentation shall be deemed to form part of this ITT.

6.
Bid Costs

6.1
Submission of Tenders is made at the ’s own risk. The Council shall not be liable for, or pay any costs or expenses, expenditure, work or effort incurred by a  in participating in this procurement (whether or not a Tender is submitted) or in the preparation and submission of their Tender, including if the procurement process is terminated or amended by the Council.

7.
Contract terms

7.1
By submitting a Tender, Providers are agreeing to be bound by the terms of this ITT and the Contract terms and conditions.

8.
Council’s rights

8.1
The Council reserves the right to:

· waive or change the requirements of this ITT from time to time;

· seek clarification or documents in respect of a ’s submission;

· disqualify any  that does not submit a compliant Tender in accordance with the instructions in this ITT;

· disqualify any  that is guilty of serious misrepresentation in relation to its Tender, and /or the procurement process;

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

· choose not to award any contracts as a result of the current procurement process; or

· make whatever changes it sees fit to the timetable, structure or content of the procurement process including the right to cancel the procurement process at any stage.

.

9.
Disclosure of Information


9.1
In accordance with its obligations under the Freedom of Information Act 2000 (“FOIA”) and the Environmental Information Regulations 2004 (“EIR”), any or all of the information submitted  in response to this ITT may be subject to disclosure by the Council. The Council may also decide to include certain information in any publication scheme which it maintains under FOIA or otherwise.

9.2
In respect of any information submitted  which they consider to be exempt from disclosure under FOIA and EIR,  should:

· clearly identify the affected information and the exemption under FOIA or EIR which they consider applies;

· explain the implications of disclosure of such information; and

· detail the envisaged timeframe during which such information will remain exempt.


9.3
Please note, even where information is identified as being exempt from disclosure, the Council may be required to disclose such information in accordance with FOIA or EIR if a request is received. Please also note that receipt by the Council of any information marked "confidential" or equivalent should not be taken to mean that the Council accepts any duty of confidence by virtue of the marking.

9.4
Please note that in accordance with its transparency obligations, the Council routinely publishes details of its spend.

10.
Publicity

10.1
No publicity regarding the provision of Immigration Advice Services or the award of any Contract will be permitted unless and until the Council 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 Council.

11.
Tender conduct and conflicts of interest

11.1
Any attempt by the  or their advisors to influence the contract award process in any way may result in the  being disqualified.

11.2
Specifically, the  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 Council or any employee, elected member, advisor or agent of the Council in relation to this procurement.

· Attempt to obtain information from the Council or any employee, elected member, advisor or agent of the Council concerning another  or Tender.

11.3
The  is responsible for ensuring that no conflicts of interest exist between the  and its advisers, and the Council and its advisors. Any  who fails to comply with this requirement may be disqualified from the procurement at the discretion of the Council.

12.
Disclaimer

12.1
While the information contained in this ITT is believed to be correct at the time of issue, neither the Council nor its advisors 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 . This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Council.

12.2
The  will be deemed to have examined all the ITT documents and by their own independent observations and enquiries will be held to have fully informed themselves as to all matters and costs relating to the scope of the services under the contract.

12.3
Transfer of Undertakings (Protection of Employment) Regulations   
2006 (TUPE) 


It is the Councils’ view that TUPE may apply to the Provision of 
Immigration Advice Services contract in respect of those employees of the 
current service provider assigned to the services funded by the 
Council. However 
it is each s  responsibility to consider whether 
or not TUPE applies and 
s should take their own legal advice as 
to whether TUPE will apply and the financial implications for their 
tender.



As the Purchaser is not the employer of the transferring staff it cannot 


warrant the accuracy of the TUPE information supplied. 


Any information provided to interested organisations is confidential and is 


disclosed solely for the purpose of this tendering exercise. The 



organisation 
submitting the tender must hold this information at all times 


in confidence and make no use of it outside the preparation of their 


   tender. The 
information should not be divulged to any other person or 


organisation other 
than to professional advisers assisting the  


with the preparation of its tender. 

TC719 TUPE Confidentiality Agreement 

(Information relating to those employees who may transfer to the successful  will be provided to prospective s  on receipt of a signed confidentiality agreement. (Template provided with the ITT documentation posted on The Chest.) Please note this should be emailed to mike.worsley@manchester.gov.uk
PART 2: TENDER COMPLETION AND SUBMISSION INFORMATION

13.1
Tender submissions must be completed and returned in accordance with the instructions in this ITT document. These instructions are designed to ensure that all Tenders are given equal and fair consideration. It is important therefore that all the information is provided in the format and order specified. Please do not include general marketing or promotional material from your organisation. This will not improve your score and they will be discarded.

13.2
The Council reserves the right to disqualify a  if any of these instructions are not followed. 

13.3
Tender submissions (and any required or requested supporting documentation) must be uploaded onto the Chest portal (the North West’s Local Authority electronic tendering system/procurement portal) by no later than:



17:00 hours  Monday 11 February 2013

13.4
Please note that the electronic Chest system used for the return of Tenders has an automatic cut off time of 17.00 hours. It is therefore important you allow enough time for your Tender to be received in the Chest before the closing date and time as otherwise the Chest will register it as a late submission. Tenders that have commenced being uploaded before the closing time but have not finished being uploaded by the closing time will be registered by the system as late. Please allow yourself sufficient time before the closing deadline to upload your Tender.

13.5
You are very strongly advised to commence uploading as soon as possible.

13.6
If your Tender submission is received late then it MAY NOT be accepted. It is the responsibility of the  to ensure that their Tender has been received within the deadline date and time.

13.7
You will have open access to the Chest portal until the above closing date and time should you wish to amend your submission.

13.8
The Chest portal is a secure site and you will receive an email notification that your Tender submission has been received.  

13.9
Guides and a frequently asked questions section are available to make the Chest as user friendly as possible. You are advised to familiarise yourself with the operation of the Chest portal in advance of the submission deadline.

13.10
Tenders submitted by post, fax or other electronic means will not be accepted.  
13.11
s are required to submit responses in the spaces provided within the Quality Questionnaire, Pricing Questionnaire and Form of Tender documents.   Failure to use these documents may result in your Tender being deemed non-compliant and may be disqualified – do not submit responses on any other documentation (unless specifically requested to upload supporting documentation as annexures).

13.12
Your response (quality and price questionnaire along with attachments and form of tender) must be uploaded onto the Chest portal as requested which will include all the requested information in the order that is requested in this ITT.
13.13
All documentation submitted to the Chest (including any enclosures and supporting documents that have been requested) must be clearly marked or cross referenced to the Tender reference (TC719), the relevant question or section number and the name of the  
14.
The timetable

14.1
The proposed timetable for the procurement process is as set out below

	Key Tasks 


	Key dates

	Tender return date
	11 February 2013

	Evaluation / Reporting
	8 March 2013

	Award of Contract
	11 March 2013

	Commencement of Contract/Service 
	1 April 2013


14.2
The Council reserves the right to amend the above timetable, adjust any time period or activities, or to discontinue or suspend this procurement process at any time without responsibility or liability to any . Any amendments to this timetable will be notified as soon as possible via the Chest.

15. The Evaluation Process 
15.1 
Scoring Matrix

Scoring will be based upon the following marking system:

	SCORE
	CATEGORY
	DETAIL

	0
	REJECTED
	No relevant detail. 

	1
	POOR
	Little relevant detail.

	2
	PARTIAL
	Contains some relevant detail, but incomplete.

	3
	SATISFACTORY
	Complete but basic.

	4
	GOOD
	A good level of detail, which evidences that the Candidate can meet the needs of Contracting Bodies.      

	5
	EXCELLENT
	An impressive level of explicit detail, which clearly evidences that the Candidate can fulfil Contracting Authorities’ needs. 


15.2 
Criteria
The Contract will be awarded on the basis of the most economically advantageous tender to the Council based on the evaluation criteria of 50% Price 40% Quality and 10% Sustainability.

	
	Criteria
	Weighting

	
	Price
	50%

	
	Quality  
	40%

	
	Sustainability
	10%


Sub-weightings are provided below:-

	Section 
	Heading
	% Score

	QUALITY SECTION (40%)

	1
	Identity of Applicant


	Please complete

	2
	Grounds for Mandatory Rejection


	PASS/FAIL

	3
	Grounds for Discretionary Rejection


	PASS/FAIL

	4
	Employment, Equality and Inclusion


	PASS/FAIL

	5
	Insurance


	PASS/FAIL

	6
	Business Continuity


	PASS/FAIL

	7
	Technical Ability


	100%

	8
	Financial Information


	PASS/FAIL

	9
	Health & Safety


	PASS/FAIL

	SUSTAINABILITY SECTION (10%)

	10
	Sustainability / Corporate and Social Responsibility


	100%


15.3 
Price

With regards to the price evaluation the lowest price  will be awarded the maximum price score 50% and s will thereafter be ranked and scored in accordance with how much more expensive their prices are compared to the lowest price, e.g. if a  is 50% more expensive than the lowest price it will be awarded 50% less price points than the lowest price tender. If 125% more expensive it will be awarded 125% less price score making this a minus score. 

Please note the maximum amount of budget available for this service is upto £130,000.00. 

15.4 
Quality

Weighted scores will be calculated by multiplying the score for each quality criteria by its weighting. The weighted scores will be totaled for each tender. The totals will be normalised so that the normalised highest total will attract the highest quality score i.e. 40% 

There is an un-weighted quality threshold of 60%. This means that if a ’s quality score does not reach the un-weighted quality threshold the weighting will not be applied to the quality criteria and the tender will no longer be considered.

15.5
 Sustainability

Weighted scores will be calculated by multiplying the score for each Sustainability criteria by its weighting. The weighted scores will be totaled for each tender. The totals will be normalised so that the normalised highest total will attract the highest quality score i.e. 10% 

Please note:

Price, Quality and Sustainability submissions must be completed and returned.  The Council reserves the right to disqualify a tender if any of these is not submitted.  

Tender submissions must be returned in the format requested.  The Council reserve the right to disqualify a tender if it has not been submitted in the format requested.


15.6
Pricing Instructions


s should note that a high standard of delivery of the Contract is expected and therefore the successful  will be expected to provide resources sufficient to achieve the required standards at all times.


The Council may at their sole discretion require any delivery of the Contract it considers to be unsatisfactory to be re-executed at the successful ’s own expense.

  
The successful  will be solely responsible for providing all necessary labour, plant, equipment and necessary software and hardware to satisfactorily and safely deliver the provision of the Contract in strict accordance with the Health and Safety at Work Act (1974) and any subsequent amendments thereto or recommendations of the Health and Safety Executive. In carrying out the delivery of the Contract the successful  will exercise all the skill, care and diligence to be expected of a properly qualified and competent person experienced in the provision of a contract similar in nature to the Contract and in relation to projects of a similar size, scope and complexity to the Project.


Prices quoted must anticipate all costs in relation to the provision of the contract as NO additional costs will be accepted unless approved in writing by the Council.  Additional cost must be declared in the tender documents for these to be considered.  

All costs in evaluating this tender must be shown by the . 


Fees and prices must be quoted in pounds sterling to a maximum of 2 decimal places and currency fluctuations will not form part of the Contract.

15.7
Quality Response Instructions:

As part of the Quality Evaluation s  are required to complete in full the Quality Questionnaire, and provide any supporting material called for. 

The questions are designed to enable the Council to make an evaluation as to the suitability of each tender to be selected for this Contract.

15.8
Clarification 

Clarification meetings may be required as part of the process and  s will be notified accordingly.

15.9  Instructions

s are asked to complete the Pricing Questionnaire.


Financial information quoted must anticipate all costs in relation to the provision of the Service as NO additional costs will be accepted unless approved in writing by MCC.  

s are asked to complete the Quality Questionnaire.


s are asked to complete the Bona Fide Tender Certificate and Form of Tender

Part 3

Forms to be completed and returned

Manchester City Council

Bona Fide Tender Certificate

1.1 
The essence of the public procurement process is that MCC shall receive bona fide competitive tenders from all s. In recognition of this principle we hereby certify that this is a bona fide Tender, intended to be competitive, and that we have not fixed or adjusted the amount of the Tender or the rates or prices quoted by or under or in accordance with any contract or arrangement with any other . 

1.2  
We have not and insofar as we are aware neither has any other party: 

(i)
Entered into any agreement  with any other person with the aim of preventing tenders being made or as to the fixing or adjusting of the amount of any tender or the conditions on which any tender is made; or

(ii)
Informed any other person, other than the person calling for this tender, of the details of this tender, except where the disclosure, in confidence, of such details was necessary to obtain quotations necessary for the preparation of the tender for insurance, for performance bonds and/or guarantee bonds or for professional advice required for the preparation of the tender; or

(iii)
Caused or induced any person to enter into such a agreement as is mentioned in Paragraph (1) and paragraph (2) above or to inform us of the amount or the approximate amount or details of any rival tender for the contract; or 

(iv)
Offered or agreed to pay or give any sum of money, inducement 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 Agreement any act or omission; or

(v)
Canvassed any other persons referred to in Paragraph (1) above in connection with this tender; or 

(vi)
Contacted any officer of MCC about any aspect of the Agreement including (but without limitation) for the purposes of discussing the possible transfer to the employment of the  of such officer for the purpose of the contract or for soliciting information in connection with the contract. 

1.3 
We also undertake that we shall not procure the doing of any of the acts mentioned in Paragraphs (1) and (2)) above before the hour and date specified for the return of the tender nor (in the event of the tender being accepted) shall we do so while the resulting Agreement  continues in force between us  and MCC. 

In this certificate the word "person" includes any person, body or association, corporate or incorporate and "contract" includes any arrangement whether formal or informal and whether legally binding or not.

Signed…………………………………………………………….
On Behalf of (Name of ):Greater Manchester Immigration Aid Unit

Print name: Denise McDowell 

Title: Ms

Position: Director

Date: 11th February 2013
Manchester City Council 

Form of Tender
PROVISION OF IMMIGRATION ADVICE SERVICES (TC719)

To:
Manchester City Council


Town Hall


Albert Square


Manchester


M60 2LA

1
I/We Greater Manchester Immigration Aid Unit

Carrying on business at. 1 Delaunays Road, Crumpsall Green, Manchester, M8 4QS


Having read and examined the Invitation to Tender (ITT) and conditions of contract, and all other supporting documents relating to the provision of Immigration Advice Services, I / we do hereby tender and undertake to provide the Immigration Advice Services in accordance with the ITT documents and other documents referred to therein pursuant to our Tender for the duration of the contract at the prices specified in the pricing schedule in our Tender. 
2
I/We agree that the insertion by me/us of any conditions qualifying this Tender or any alteration to any of the invitation to tender documents shall not have any effect and shall cause the Tender to be rejected.

3
I/We agree that this tender shall be submitted on the basis that the offer in it shall remain in force and open for acceptance for a minimum of 6 months from the date fixed for the submission of Tenders in the ITT.

4
Unless and until a formal agreement is prepared and executed, this Tender together with your acceptance thereof in writing, shall constitute a binding agreement between us.

5
I/We certify that the details of this Tender have not been communicated to any other person or adjusted in accordance with any agreement or arrangement with any other person.

6.
I/We hereby certify that I/we have not canvassed or solicited any member, officer or employee of MCC in connection with the award or proposed award of this Tender or any other tender and that to the best of my/our knowledge and belief no person employed by me/us or acting on my/our behalf has done any such act.

7
I/We further hereby undertake that I/we will not in the future canvas or solicit any member, officer or employee of MCC in connection with this Tender or proposed Tender for the provision of Immigration Advice Services and that no person employed by me/us or acting on my/our behalf will do any such act.

8
I/We understand that you are not bound to accept the lowest or any Tender you may receive.

9
I/We certify that this is a bona fide Tender.

I warrant that I have all requisite authority to sign this Tender and confirm that I have complied with all requirements of the ITT.

Signed…………………………………………………………….
On Behalf of (Name of ): Greater Manchester Immigration Aid Unit

Print name: Denise McDowell

Title: Ms

Position: Director

Date: 11th February 2013

Part 4

Checklist of Documents to be Returned

	Document
	Uploaded 

Yes/No

	Quality Questionnaire
	Yes

	Pricing Questionnaire
	Yes

	Bona Fide Tender Certificate
	Yes

	Form of Tender
	Yes
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