[Header Title]


[buying authority logo]
[Title – Telephony Services]

Invitation to Tender
This document and the information it contains are provided solely for the purpose of allowing potential bidders to provide a tender for the services being procured. 
This document is designed as a template for organisations looking to purchase Telephony Services via the Jisc Telephony Purchasing Service. The Buying Organisation should complete this document with information needed to allow suppliers to understand and respond to its particular requirements. Once the Buying Organisation has completed this documents, it will be made available to suppliers who have been accepted on to the Jisc Telephony Purchasing Service. Sections in yellow are provided as guidance and should be overwritten or removed before issuing. 
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1. Introduction and Background
[Buying Authority] wishes to purchase telephony services via the Jisc Telephony Purchasing Service (JTPS). All suppliers on the JTPS are invited to respond.   
Provide information on the organisation as a whole and the current telephony system and environment as well as an overview of the general requirement (e.g. to provide fixed and mobile telephone services for 250 users)
The contract will be for an initial period of [number] years with an option to extend for a further [number] years in annual increments.

1.1 Contracting Authority
The contracting authority is [Buying Authority].

2. Procurement Procedure

2.1 Clarifications to the requirements

Each registrant will be provided with clarification of the requirements on request.

Registrants should send clarifications via the e-tendering portal at http://tenders.jisc.ac.uk. Where issues of clarification arise which are relevant to more than one candidate each registrant will be notified.  Any clarification request should be submitted by no later than the date given in the timetable in section 2.2.  

2.2 Timetable

The steps and timetable for this procurement are as follows: 

	Activity
	Date

	Invitation to Tender available
	

	Final date for clarifications
	

	Closing date for tenders
	12:00 Noon on 

	Selection of preferred supplier
	

	Contracts placed by
	

	Commence Contract/Order
	


[Buying Authority] reserves the right to vary this timetable if the need arises.

[Buying Authority] reserves the right not to award a contract.

Tenders will be expected to remain valid for [six months] after tender submission. 

2.3 Evaluation

The contract will be awarded to the provider that offers the most cost effective solution and meet all of the mandatory requirements. 

Marks for the Charges section will be awarded on a ratio to the most cost effective bid using the following formula:

Most competitive total price
  X 
100 % 

Price being evaluated 

2.4 Delivery of tenders

Responses to this ITT should be uploaded to the portal at: 
http://tenders.jisc.ac.uk
The deadline for responses is given in the timetable in section 2.2.

A response submitted after the deadline will not be considered.

2.5 Format of tenders

The response must describe the services proposed.  The information required to satisfy all the specific requirements must be provided. 

The response must address all the requirements both Mandatory Requirements (MR) and charges requirements detailed in all sections of this ITT.

The order of replies to requirements must be given in the same numerical order as they are stated in this document. The reference number and the text of the requirement to which it relates must precede each response.

2.6 Document notation

MRn
A mandatory requirement.
A solution that does not meet all mandatory requirements will not be acceptable.  Suppliers must state how all requirements will be met, considering the issues and the points raised.  A statement of the form ‘this requirement will be met’ is not sufficient. 

3. Contract Form

MR1............The bidder shall indicate that it will accept the agreement included with this ITT without amendment. 

Or

MR1............The bidder shall provide a copy of its terms and condition.
4. Requirement

Clearly state your requirements and ask bidders to confirm they can meet the requirements.  
5. Charges
[Description]

All charges to [Buying Authority] must be included in this response. Any charges not included here will be deemed to have been waived. [Consider what is required here, i.e. cost of ownership over contract term, taking into account capital cost, service charges, future upgrade costs, attributable costs and other cost factors. Specify what format you want this in. Consider providing a template for bidders to complete].
6. Freedom of Information (FOI) [Remove section 6 if not required]
If the bidder considers that any information supplied in its response is either commercially sensitive or confidential in nature, this must be clearly marked and the reasons for the sensitivity given.

In such cases, the relevant material will, in respect of any request for information made by a third party to [Buying Authority], be examined in the light of the exemptions provided in the FOIA.  However, by virtue of its submission of a response to this SoR, the supplier accepts that the decision as to whether to disclose such marked parts of the submission will rest solely with [Buying Authority].

MRx.
Bidders must highlight any information that is either commercially sensitive or confidential in nature and reasons for the sensitivity should be given.  
MRx.
Bidders must provide contact details (name, telephone number and email address) of the person within their organisation that is responsible for dealing with FOI requests.
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