









Appendix 6

London Borough of Barnet
INSTRUCTIONS FOR QUOTATION

Quotations must be submitted in accordance with the following instructions.  Quotations not complying with these instructions in any particular may be rejected by the school whose decision in the matter shall be final.
1.   
The quotation document must be treated as private and confidential. Tenderers should not disclose the fact that they have been invited to quotation or release details of the quotation document other than on an In Confidence basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the quotation.

2.    
Quotation(s) must be made on the Form of Quotation incorporated in the quotation document.  This must be signed by the Tenderer and submitted with the Schedule of Rates and completed information schedule to the address given no later than the date and time stated on the return envelope.

3.   
No UNAUTHORISED alteration or addition should be made to the Form of Quotation, to the Schedule of Rates or to any other component of the quotation document.

4.   
Quotations must not be qualified but must be submitted strictly in accordance with the tender documents. Quotations must not be accompanied by a statement that could be construed as rendering the quotations equivocal and/or placing it on a different footing from other quotations.

5.  
Any queries arising from the quotation document, which may have a bearing on the offer made, should be raised with the school as soon as possible  (and confirmed in writing) and in any case not later than one week before the date fixed for  the submission of quotations. The school will reply in writing.

6.   
Completed Quotations must be placed in a plain brown envelope which should be sealed and self addressed; this must then be placed in a plain envelope which must be addressed using the “Return Label” provided. The envelope or if bulky a parcel, must be sent by registered post, recorded delivery or other appropriate secure means of delivery or delivered by hand. Quotation documents must arrive no later than the time and date in the “Invitation to Quote” letter. Quotations received after the time and date shown and /or not complying with these instructions will not be considered.  Whichever method of return is used, the envelope, or any franking thereon, must not bear any mark, sign or reference which might indicate who the Tenderer is.

7.  
The School does not bind itself to accept the lowest or any Quotation and they may accept the whole or part of any Quotation.

8.  
The School shall not be held liable for any expenses incurred in the preparation of a quotation. 
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