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1.1 LSBU may, prior to the date for submission of Tenders, issue amended Tender Documents to Tenderers.  Any amended Tender Documents will be issued as soon as reasonably practicable and will be deemed thereafter to replace any such Tender Documents previously issued to Tenderers.  LSBU will consider whether the issue of any such amended Tender Documents affect the indicative timetable or tendering process in general and may make such changes to the timetable or process as it considers appropriate.

1.2 Once a supplier has registered and assigned themselves to a tender opportunity, the Univesity’s eTender system will automatically notify registered Tenderers via email that they are invited to download the Tender documents.

1.3 Tender opportunities can be found at:

www.lsbu.bravosolution.co.uk
1.4 The system is fully EU-compliant and is in line with the new EU Consolidated Directive for public services, supplies and works contracts which states that contracting authorities can require tenders to be submitted electronically. 

1.5 Electronic signatures are not required in order to validate an electronically submitted tender through the University’s specified e-tendering portal. E-tenders received in the manner prescribed by the University shall be taken to be a legal and valid representation by the tenderer, being executed with the authority to do so, and with the intention of entering into a binding agreement should LSBU offer acceptance of that tender in the manner specified by the Instructions to Tenderers.

1.6 Once notified,, Tenderers may download the Invitation to Tender documents; submit clarification requests and view clarification responses; upload their tender response documents.

1.7 Tenderers are responsible for ensuring that the employee / staff member and the email address they assign to be the one User of the Electronic Tender Facility is available, and is accessible in the case of the email address, for the full period of the electronic tender process.

1.8 Tenderers should check any documents for viruses prior to downloading them from the University’s eTendering system, though LSBU shall take every reasonable step to ensure that it does not upload corrupt Tender documentation.   

1.9 The time and date displayed by the server clock within the e-tendering system shall be the standard upon which compliance with tender protocol and specified instructions shall be determined.

1.10 LSBU is not able to consider electronic documents where the document contains a virus, or for any reason is corrupt or unreadable.  Immediately prior to uploading Tender submission documents to the eTendering system, Tenderers are required to check the electronic files forming their Tender for viruses using fully current virus checking software and to remove all viruses from any such files.  LSBU shall not be liable or responsible for the loss, damage, destruction, corruption or illegibility of or viruses in any electronic Tender submission however caused. 

1.11 All documents specified by the University as being required in order to submit a tender must be complete in their submission via the e-tendering uploading process before the closing deadline indicated by the project information displayed on the e-tendering system.  Tenders must have completed any mandatory elements of questionnaires, and selected the submit button, for their tender response and any uploaded attachments to have been formally submitted on the system.  .

1.12 All tender returns are to be submitted electronically through the university’s e-tendering web portal at: www.lsbu.bravosolution.co.uk. Tender returns must not be sent to LSBU in the post or via other means.  If Tenderers fail to comply with this requirement, LSBU may regard their Tender as invalid.

1.13 Once the Tender closing date has passed, Tenderers will be unable to delete or revise their uploaded documents on the In-Tend system.  .

1.14 The documents held in the system remain the original.  After the closing date, LSBU and Tenderers can only download a copy without removing the original. 

1.15 Faults made by Tenderers in the submission of electronic Tenders are not the responsibility of LSBU and no extension of time will be made for their submission.

1.16 Tenderers must ensure they have allowed sufficient time to fully transmit all files prior to the stated submission date and time. Tenderers are advised that uploading attachments may take time depending upon a number of factors including how fast the Tenderer’s Internet connection is.  

1.17 Whilst the system allows Tenderers to upload any size document, documents must be uploaded before Tenderers are timed out by the security system.  The size of a document that can be uploaded will be specific to individual Tenderers and their connection speed and security set ups.  Where Tenderers are unable to upload documents, they should split and save the document as multiple documents to enable upload.

1.18 LSBU accepts no responsibility for the capability of Tenderers’ email systems and Tenderers’ failure to check their email system for correspondence received from LSBU or the Electronic Tender Facility in respect of the electronic tender.

1.19 If the eTendering system is affected by a large number of users accessing the system just before a Tender closes which results in the lodgement of tenders by Tenderers being adversely affected, LSBU shall not be liable for, nor accept any responsibility for, such fault in the system.

1.20 Tenderers are required to answer all applicable questions and include all documentation requested, including:

1.20.1 Completed questionnaires

1.20.2 the completed Form of Tender  

1.20.3 the completed Pricing Schedule;

1.20.4 the completed Response to Specification;

1.21 Tenderers may include additional information, which it feels supports their tender.

1.22 Tenderers should complete the Pricing Schedule in accordance with the criteria set out therein, detail prices both inclusive and exclusive of any Value Added Tax.  LSBU is seeking information in a manner which enables it to compare all Tenders on an equal footing.
1.23 All Tender Documents shall be written in English and all monetary figures must be quoted in pounds sterling (£).

Clarifications:

1.24 Should a Tenderer have a query in connection with any of the Tender Documents, or these Instructions to Tenderers, they should write to LSBU via the project’s correspondence tool on the eTender system.  Only correspondence communicated via the correspondence tool on the eTender system will be considered as a formal clarification request, and part of the formal Tender documentation.  No other form of communication means will be regarded as valid by LSBU and will therefore not be responded to. Telephone enquiries will be redirected to the eTender system.

1.25 The eTender system alerts suppliers by email when correspondence has been entered on the eTendering system by LSBU.  Tenderers should not reply to these alerts as they operate outside of the system and will not be considered by LSBU as valid tender correspondence, as detailed.
1.26 Any guidance waiver or amendment shall be circulated in writing to all Tenderers and shall only be binding on LSBU if made via the eTender correspondence or clarification tool.

1.27 Other than the eTender system’s correspondence tool, no person in the LSBU's employ or other agent has any authority to make any representation or give any explanation to Tenderers so as to bind the LSBU.
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