
Tool 2 – Guidance on preparing an Invitation to Tender (ITT) 

The guidance below can be used to put together an ITT for a preferred waste services provider. These are only guidelines and suggestions and not an exhaustive list. Think about what you want the successful operator to do, and include as much detail in the document as possible to minimise any ‘grey’ areas which could be problematic once the service is up and running. Your business may already have a document that can be adjusted to undertake this activity but if not, then this will provide an outline to make a start. 

Section 1 – Introduction and overview

· Brief description of your business 

· Sector your business operates in

· Type of building the business occupies

· Map presenting the geographical area of the business

· Aspirations/key themes in business plan, for example, increase sustainability

· Detail existing recycling provision and other useful survey information 

Section 2 – Tender guidance

Use this section to clearly set out instructions for submitting a tender that complies with the conditions set out in the invitation. Suggestions for what could be included are:

· Advice to ensure instructions are strictly followed or the tender could be rejected
· Who is managing the tender process and any external organisations assisting with the evaluation
· Timescales detailing stage of process and deadline dates
· Format to be used, for example, Microsoft Office compatible

· Digital and/or hard copies

· Contact details of who the tenders should be sent to

· Confidentiality – make it clear what is not to be disclosed

· Ownership of materials and resources used in this ITT process

· Any disclaimers that need to be clearly documented

· Rights to reject or disqualify a tender; cancel, clarify or vary the process

· Notification of award 
Section 3 – Tender evaluation

This section sets out the criteria for:

1. Evaluating the tenders including, for example, weightings, pricing elements, quality elements, sustainability elements, customer service element

2. Evaluation process

3. Award process
Section 4 – Specification

This section will set out the objectives of the scheme including:

· Environmental objectives

· Financial savings 
· Collection frequency
· List specific waste streams to be collected, for example, paper, food, confidential waste

· Information on waste journey, for example, how it’s transported, how it’s disposed of 

· Information on existing infrastructure, equipment and facilities 
· Contract specification requirements, for example, performance reporting

· Vehicle objectives, for example, fuel, size, specification ie Euro VI minimum

· Fleet Operator Recognition Scheme (FORS) membership, for example, minimum Silver level 

· Routing and tracking software 

· Technical capability and capacity of the methodology employed to deliver a quality service 

· Social and economic benefits including London Living Wage, workforce standards, equality 

· Health and safety

Section 5 – Company details

Include name, all contact details, parent holding company, number of employees, financial accounts and statements, insurance policies, for example, public liability, employers’ liability and professional indemnity, accreditation certificates 

Section 6 – Schedules

Schedule 1 – Form of tender 

Schedule 2 – London Living Wage confirmation of payment
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