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Description automatically generated]INVITATION TO TENDER
Tender For Cleaning Services

You are invited to tender for the above contract.  The Invitation to Tender (ITT) consists of the following documents which contain the elements listed below:

	Document Name
	Invitation to Tender 

	Letter to Potential Tenderers
	Information Only

	Part 1 - Tendering Instructions
	Information Only

	Part 2 - Specification
	Information Only

	Part 3 - Conditions of Tender
	Information Only

	Document Name
	ITT Supplier Submission Documents

	Appendices A, B, and C 
	Supplier to complete and return 



Additional Documents Provided (Information Only) 
Term Dates : https://www.huddnewcoll.ac.uk/about/term-dates/
Site Facilities and Map  : https://www.huddnewcoll.ac.uk/experience/facilities/#
Safeguarding policy : https://www.huddnewcoll.ac.uk/about/policies/


Timescales 
	Date 
	Action / Decision 

	16.02.26
	12pm Tender Return Deadline

	17.02.26
	SLT decision on outsourcing.

	04.05.26
	Anticipated date of commencement of the contract if SLT opt to outsource cleaning services. (to note this will be dependent on length needed for consultation and TUPE arrangements).



Evaluation


Your tender must be received by 12pm (Noon) on 16.02.26. It is our intention to complete our tender evaluation such that the contract for this work will commence at the latest by 04.05.26. We anticipate that activity will commence (start of consultation etc) against the contract immediately given the practical commencement.
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PART 1 - TENDERING INSTRUCTIONS
1.	Introduction

[bookmark: _Hlk220931761]HNC wishes to appoint a cleaning services company to provide regular cleaning across site to ensure that the college maintains a welcoming, hygienic and safe educational environment for its staff and students.
We require an all-encompassing daily cleaning service to cover all areas of the college, working to a cleaning regime designed around our requirements.

Cleaning activities during term time are not to impact on the daily experience of staff and students. Morning shifts are set at 6am – 9am and evening shifts are 4pm – 7pm (Monday to Friday).

We are to require on a daily basis :
X 6 morning shifts (total of 18 hrs cleaning to be provided during hours of 6am and 9am Monday to Friday Term Time only – 38 weeks)
X 15 evening shifts (total of 45 hrs cleaning to be provided during hours of 4pm – 7pm Monday to Friday Term Tiem only – 38 weeks)

Additional cleaning support will be required out of term time during the holidays -  approximately 630 hrs per year. Majority of which will be required in the two weeks leading up to the start of the new academic year when deep cleaning can take place.

HNC would like to secure a 3 year contract with the successful company in the first instance with the option to extend by two further years thereafter. 

[bookmark: _Hlk220937515]We currently have 20 cleaners and 1 cleaning manager employed by the College. Tupe will apply given that our in-house cleaning team is to be moved to the successful external contractor. 

The appointment will be made following a process of competitive tendering.
The requirement is set out in the Specification, which is in Part 2 of the ITT document.

2.	Completion of Tender
Your tender should comprise of the following documents:
· Appendix A - Form of Tender & Conditions of Contract
· Appendix B – Tenderer’s Submission, including your proposed Service Level Agreement (SLA)
· Appendix C – Contacts for References
You are not required to submit any other documents, although you may submit brochures if they are relevant to our requirements.

Appendix A - Form of Tender & Conditions of Contract
You are required to complete and sign the Form of Tender at Appendix A.

Appendix B – Tenderer’s Submission
You are required to complete Appendix B by inserting all of the details requested, together with provision of your proposed SLA. Your answers should relate only to the services and method of recompense set out in Part 2 Specification. 
This Appendix forms part of the offer made in the Form of Tender.

Appendix C – Contacts for References
Please provide details of clients who can be contacted immediately we open your tender document. 



PART 2 – TENDER SPECIFICATION

1. Information about HNC

HNC is a sixth-form college located on a single site in Huddersfield. 

HNC offers a wide range of Level 3 qualifications that support students to progress to university, apprenticeships and the world of work, we understand the value and importance of academic success. However, it is our passionate belief that to succeed in life students must receive an education beyond the classroom too we therefore promise to develop our young people into well-rounded individuals, ready for their next steps.

Further information about HNC can be found on our web site:  

 https://www.huddnewcoll.ac.uk/

	
2	Objective of this tendering exercise and contract duration

HNC wishes to appoint a cleaning services company to provide regular cleaning across site to ensure that the college maintains a welcoming, hygienic and safe educational environment for its staff and students.
We require an all-encompassing daily cleaning service to cover all areas of the college, working to a cleaning regime designed around our requirements.

Cleaning activities during term time are not to impact on the daily experience of staff and students. Morning shifts are set at 6am – 9am and evening shifts are 4pm – 7pm (Monday to Friday).

We are to require on a daily basis :
X 6 morning shifts (total of 18 hrs cleaning to be provided during hours of 6am and 9am Monday to Friday Term Time only – 38 weeks)
X 15 evening shifts (total of 45 hrs cleaning to be provided during hours of 4pm – 7pm Monday to Friday Term Tiem only – 38 weeks)

Additional cleaning support for deep cleaning will be required out of term time during the holidays approximately 630 hrs per year. Majority of which will be required in the two weeks leading up to the start of the new academic year.

We currently have 20 cleaners and 1 cleaning manager employed by the College. Tupe will apply given that our in-house cleaning team is to be moved to the successful external contractor.

Your tender must be received by 12pm (Noon) on 16.02.26. It is our intention to complete our tender evaluation such that the contract for this work will commence at the latest by 04.05.26. We anticipate that activity will commence (start of consultation etc) against the contract immediately given the start date for practical commencement.

HNC would like to secure a 3 year contract with the successful company in the first instance with the option to extend by two further years thereafter.

3	Administration
Claire Coupland – Assistant Principal and/or Matt Ellis – Estates Services Director will provide the primary interface with the successful firm on behalf of the college.
HNC will require a named primary contact who will be responsible for the firm's provision of services to HNC.  

4	General Requirements
HNC regards maintaining a high degree of continuity of staff involved from the appointed firm as very desirable.  Respondents should set out their policy on this issue and indicate how successful this policy has been for other similar appointments.
It is essential that the firm appointed is to have experience of working within the education sector. 
The firm appointed must demonstrate they have the health and safety skills, knowledge and experience (SKE). The level of SKE should be proportionate to the complexity of the cleaning needs of the college. 

To satisfy our safeguarding policy, all cleaners provided under your service agreement must have enhanced DBS clearance to be deemed suitable as authorised people on site.

5 	Service requirements

The appointed cleaning firm must provide for a safe, hygienic, and compliant environment through comprehensive, scheduled daily, weekly, and deep-cleaning services. 

Key responsibilities required of the firm appointed include (but not limited to)

Core operational requirements:
· Daily maintenance of site, thorough cleaning of classrooms, toilets, offices, and common areas, including mopping, vacuuming, and disinfecting surfaces

· Periodic, intense cleaning of carpets, windows, ventilation grilles, and kitchen facilities (outside of term time)

· Waste Management: Daily emptying of bins, cleaning of containers, and proper disposal of waste, including, if necessary, hazardous materials.


· Stock Management: Daily replenishing hygiene supplies like soap, toilet paper, and paper towels, as required.

· strict infection control protocols, prioritizing high-touch points like door handles, taps, and desks to prevent germ spread
 
Safety, Compliance, and Staffing
· Health & Safety: Adherence to COSHH (Control of Substances Hazardous to Health) for all cleaning chemicals.

· Staff Appearance - Staff are required to be smartly presented and identifiable as employees of the Contractor. They should wear badges and protective clothing as required. 
· Training & Safeguarding - Training in proper cleaning techniques is essential.  Any staff transferred under TU(PE) must be assessed on their skills and competence and given training as required. Training should cover cleaning agents, methods, equipment and machines used, particular in relation to the appropriate, personal protective equipment, personal hygiene, waste management and aspects of health, safety and the environment. As a minimum, new employees must be given instruction in health and safety practices and procedures before commencing active duties and full training within one month of the commencement of their employment. Staff must be trained in site-specific safety protocols, safeguarding, and child protection awareness and competent in using specialised, PAT tested cleaning machinery as appropriate.
· Time and Attendance – The Cleaning Contractor is required to ensure a full complement of staff attend each day, as contracted, and that all contracted hours are fulfilled.
· Supervision – The Cleaning Contractor must provide a Service Manager/Supervisor on site as principal liaison with the Institution.  Their duties would include record keeping, quality assurance inspections, site walks and regular meetings with the Institution.  
· Disclosure and Barring Service Checks – Prior to deployment on site, the Contractor staff will have been subject to an enhanced Disclosure and Barring Service (DBS) check and at all times the Cleaning Contractor is obliged to comply with the safeguarding children and safer recruitment in education statutory guidance issued by the Department for Education and Skills (or its successor department from time to time). The cost of complying with this guidance is to be met by the Cleaning Contractor.  
· Quality Control: Regular quality audits, ensuring all areas—especially high-touch surfaces, toilets, and classrooms—are maintained to a high standard. Minimium expectation is for monthly quality assurance reports which are to be evaluated jointly by the Institution and the Cleaning Contractor’s Area Management and form the basis of a Service Level Agreement.  Electronic quality monitoring systems preferred.

· Security: The Cleaning Contractor must conform to HNC’s security procedures at all times.  The Cleaning Contractor must supply names and addresses of all persons requiring access to the premises for the purpose of the contract prior to the first requirement of access.  The Cleaning Contractor must:
· Issue a company ID with a photograph and name to every member of staff working on the Institution premises
· Maintain a list of all cleaners on each site
· Ensure that each member of staff is checked in and accounted for by a cleaning supervisor.

· Flexibility: Ability to manage staff absences and provide extra, deep-cleaning services during school holidays. 

· The Cleaning Contractor shall comply with all Health and Safety Regulations, Legislation etc.  These include, but are not limited to the following:
· Management of Health and Safety at Work Regulations 1992
· Control of Substances Hazardous to Health Regulations 1994
· Personal Protective Equipment at Work Regulations 1992
· Provision and Use of Work Equipment Regulations 1992
· Manual Handling Operations Regulations 1992
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.
· Any guidance issued by Public Health England in response to the COVID-19 pandemic


To note:

The Cleaning Contractor is responsible for the provision of all equipment and materials necessary to undertake the contract.  This includes the provision of all bin liners and black sacks and personal protective equipment that may be required for the cleaning operatives. It is expected that the Contractor shall, at all times, maintain (for each site) an inventory of equipment, materials and chemicals sufficient for the proper provision of the service. This inventory should be easily accessible to the Cleaning Contractor's staff and the Institution. 


The Cleaning Contractor is responsible for the provision of all washroom consumables such as toilet tissue, hand soap and paper towels where required.  


High-level cleaning is to be carried out throughout the college.  High level cleaning is defined as above 1.8 metres.

The main kitchen areas are not cleaned as part of the Cleaning Contract. However, the refectory areas (The Junction and Costa) are to be cleaned as part of the Cleaning Contract.


6	Service Level Agreement
It is our intention to establish a Service Level Agreement (SLA) to govern the relationship between HNC and the successful provider.  Please provide a proposed SLA as part of your tender submission.

7	Fees
Respondents should set out clearly their proposals for fees stating which services are included in any proposed core fees, and the basis of calculation of those fees and any additional fees proposed for specific services.
Charges must be detailed in your submission and must be fixed and non-revisable and must be inclusive of VAT.  
If there are any areas or elements of work that your firm wishes to exclude from the fixed fee arrangement, then such excluded areas or elements must be specified in your submission and full details of your additional fees with charge rates for such work must be set out comprehensively.  Details of any disbursements that will be billed for separately must be set out in your submission.  Details of charges relating to lead partner, manager, and audit staff must be shown separately in your tender response.
The College will not be responsible for any errors on the calculation of the costs provided in response to this Invitation to Tender.  It is the responsibility of tenderers to ensure that the costs quoted are correct and properly calculated.

8	References
Please provide contact names, addresses and telephone numbers of three current clients, preferably organisations of a type and size similar to ourselves, to whom you currently provide similar services and who we may contact for an opinion on your performance.

9	Tender Evaluation and Award Criteria
The tenderer must clearly demonstrate their ability to address all aspects of the General Requirements (Part 2, Section 4) and the Service Requirements (Part 2, Section 5). Additionally, the tenderer will be evaluated against the following criteria:
· Previous relevant experience of the proposed team in the Further Education sector, and understanding of organisations similar to HNC
· Cost and fee rates and structure including basis for future fee rate increases
· Quality of documentation, planning, reporting and quality control, including reasonableness of the proposed Service Level Agreement
· Capability and resources to meet the college’s requirements
· Quality, stability and continuity of team membership
· Appropriate dedicated Senior Partner time allocated to the assignment (if applicable)
· Response to ITT in terms of completeness, quality and compliance with our general and service requirements, specification and contractual requirements
· Relevance of client reference organisations and quality of references obtained.
See Appendix B2 for further information on Tender Evaluation Criteria and Weighting.

10	Additional Information Provided
Not applicable


PART 3 - CONDITIONS OF TENDER

1. Enquiries concerning the Tender
All communications in connection with this Tender or the Invitation to Tender should be emailed to: clairec@huddnewcoll.ac.uk
Unless the query clearly contains the Tenderer’s intellectual property, the response by HNC as well as the nature of the query will be notified to all Tenderers, without disclosing the name of the Tenderer who initiated the query.  

2. Independent Tender
By submission of a Tender, the Tenderer warrants that:
(a)	The prices in the Tender have been arrived at independently, without consultation, communication, agreement or understanding for the purpose of restricting competition, as to any matter relating to such prices, with any other Tenderer or with any competitor.
(b)	Unless otherwise required by law, the prices which have been quoted in the Tender have not knowingly been disclosed by the tenderer, directly or indirectly, to any other Tenderer or competitor, nor will they be so disclosed.
(c)	No attempt has been made or will be made by the Tenderer to induce any other person or firm to submit or not to submit a Tender for the purpose of restricting competition.

3. Preparation of Tender
HNC will not be responsible for any costs or expenses incurred by the Tenderer in connection with the preparation or delivery or in the evaluation of the Tender.
All details of the Tender, including prices and rates, are to remain valid to acceptance for 90 days from the tender delivery date.

4. Delivery of Tender
The Tender must be received by the College no later than 12.00pm (noon) on 16.02.26
Please submit an electronic copy of your tender by the delivery date and time to clairec@huddnewcoll.ac.uk.  The words “Tender for Cleaning Services” should be stated in the title of email.

5. Treatment of Tender
HNC does not undertake to accept the lowest Tender, or part or all of any Tender, and the acknowledgement of receipt of any submitted Tender shall not constitute any actual or implied agreement between HNC and the Tenderer. HNC reserves the right to accept any part, all or none of any Tender or Tenderers at its sole discretion.
Tenders may not be considered if the complete information called for is not given at the time of tendering.
HNC intend to assess the eligible tender responses using the criteria below:



	Criteria
	Further Competition 
Weighting range

	General Requirements
	50%

	Service Requirements
	20%

	Pricing
	30%

	Total
	100%



6. Results of Tendering
HNC will consider all Tenders correctly submitted and will select one with a view to reaching a contractual agreement subject to clarification of any outstanding matters.  When the final decision regarding the result of the Invitation to Tender has been taken, all Tenderers will be informed in writing whether or not they have been successful. 

SUPPLIER SUBMISSION DOCUMENTATION FOR THE PROVISION OF STUDENT TOILETS

Appendices – Tenderer’s Submission
The following Appendices (including your proposed SLA) are the only documents you are required to complete/provide in response to the Specification outlined in the Invitation to Tender (ITT). 
Appendix A – Form of Tender & Conditions of Contract [Mandatory]

You are required to complete and sign Appendix A.

Appendix B1 – Tenderer’s Submission [Mandatory]
You are required to complete Appendix B1 by inserting all of the details requested. Please feel free to expand the size of the boxes. Please remember to include your proposed SLA. Your response should relate only to the services and method of recompense set out in Part 2 Tender Specification and shall be in accordance with the Conditions of Contract.  The prices you quote should exclude VAT.
· This Appendix forms part of the offer made in the Form of Tender at Appendix A.

Appendix B2 – Tender Evaluation Criteria and Weighting

Appendix C – Contacts for References [Mandatory]
You are required to provide contacts from whom we can seek references.


APPENDIX A - FORM OF TENDER

To: HNC


1.	I/we have read the information provided in your Invitation to Tender and, subject to and upon the terms and conditions contained therein, I/we offer to supply the services described in the said tender documents in such manner as may be required.

2.	Terms and Conditions: I/we agree that this tender and any contract which may result there from shall be in accordance with agreed terms and conditions.

3.	The prices quoted in this Tender are valid for acceptance for 90 days from the final day for submission of Tenders and I/we confirm that the terms of the Tender will remain binding upon me/us and may be accepted by you at any time before that date.

4.	Law: I/we agree that the construction, validity, performance and execution of any contract that may result from this Tender shall be governed by and interpreted in accordance with English Law and shall be subject to the exclusive jurisdiction of the Courts of England and Wales.

5.	I/we agree to bear all costs incurred by me/us in connection with the preparation and submission of this Tender and to bear any further costs incurred by me/us prior to the award of any contract.

6.	I/we agree that any other terms or conditions of the agreement or any general reservation which may be printed on any correspondence emanating from me/us in connection with this tender, shall not be applicable to this Tender or Contract.


Signature:				 	

Print Full Name: 

Date:	

In the capacity of:

(Please state official position, eg. Director, Partner, etc.) being a person duly authorised to sign tenders on behalf of:

Company Name:	

Address:

Email:





APPENDIX B1 – TENDERER’S SUBMISSION
1. 	TENDERER’S RESPONSE TO THE SPECIFICATION
A) General Requirements
	1. Overall Capabilities and Experience
1.1 Please provide full details of your Firm Specialities that may be advantageous for HNC regarding the services required (max 500 words)

	Supplier Response



	1.2: Please explain how you would approach any unique challenges at HNC?  (max 500 words)

	Supplier Response





	1.3: Please provide an anonymised sample of work where we can see an illustration of how your firm usually presents quality assurance reports. (max 500 words) 

	Supplier Response






	2. Professional Team Assigned
2.1 HNC regards  maintaining a high degree of continuity of staff involved from the appointed firm as very desirable. Respondents should set out their position on this issue and indicate how successful this approach has been before.

	Supplier Response





	2.2 Please provide details on the key   personnel who you are proposing to provide the service for HNC and why. 

	Supplier Response





	3: Understanding of the Further Education Sector 
3.1 3.1	In your opinion what are the issues and challenges that face a Sixth Form College of HNC’s size in regards to delivering high standard cleaning ? How will you address these on our behalf ?(no more than 500 words)

	Supplier Response




B) Service Requirements
	1: Please identify how you will meet the Service Requirements for cleaning should your Tender be successful. Please also indicate the deployment of staff and other resources necessary to achieve this. (Max 500 words).

	Supplier Response



	2: Please explain the types of performance management tools and quality assurance frameworks you would use to effectively deliver on the cleaning requirement of the college (Max 500 words)


	Supplier Response




	3: Please provide your proposed Service Level Agreement as a separate document within your Tender.

	Supplier Response








APPENDIX B2 – TENDER EVALUATION CRITERIA AND WEIGHTING
	A- General Requirements
	Evaluation methodology
	Points available
	Criteria weighting

	
1.1. Please provide full details of your Firm Specialities that may be  advantageous to the College for the services required (max 500 words)

1.2 Please explain how you would approach any unique challenges at HNC?  (max 500 words)

1.3 Please provide an anonymised sample of work where we can see an illustration of how your firm usually presents quality assurance reports. (max 500 words)



	A tenderer’s response that includes a detailed and clear indication of what specialities you could bring to HNC and how these may be advantageous to the college will score the maximum points available. Less complete bids will be scored on a pro rata comparative basis.


Accordingly, responses will be graded:  
30 points - fully satisfies the needs of the College
20 points – mostly satisfies the needs of the College
10 points – partially satisfies the needs of the College
5 points – significant omissions within the needs of the College
0 points – fails to address the requirement


	





30




30


30










	20%

	
2.1 HNC regards  maintaining a high degree of continuity of staff involved from the appointed firm as very desirable. Respondents should set out their position on this issue and indicate how successful this approach has been before.

2.2 Please provide details on the key personnel who you are proposing to provide the service for HNC and why. 

Response should include:
· overview of your company structure, including total numbers of employees
· the location of the office from which the majority of the activity for HNC will be run
· Details on whether there will be a dedicated team or teams
· Details on whether you intend to draw on pooled resources
· Number of staff you anticipate to deliver on the contract 
· Detailed information on the individuals you are proposing to work on this Contract
· Relevant qualifications or training they are undertaking


	

Tenderers must fully explain and assure the quality and strengths of their proposed team.  Maximum points will be awarded where the response clearly demonstrates how continuity of staffing will be maintained; fully describes relevant detail about your proposed personnel.  The information provided must be relevant to the stated requirements and supported by additional information as necessary, demonstrating strengths over and above the responses of other tenderers.  

Accordingly, responses will be graded:  
30 points - fully satisfies the needs of the College
20 points – mostly satisfies the needs of the College
10 points – partially satisfies the needs of the College
5 points – significant omissions within the needs of the College
0 points – fails to address the requirement

	

30




30










	









20%

	
3.1 In your opinion what are the issues and challenges that face a Sixth Form College of HNC’s size in regards to delivering high standard cleaning ? How will you address these on our behalf ?(no more than 500 words)
	A tenderer’s response which clearly shows a thorough knowledge of the Further Education sector and provides for a considered response to the internal and external risks of delivering the contract successfully will score the maximum points available. 

Responses will be graded:  

30 points – shows a satisfactory understanding and fully satisfies the needs of the College
20 points –shows a satisfactory understanding and mostly satisfies the needs of the College
10 points – shows some understanding and partially satisfies the needs of the College
5 points – shows an inadequate understanding and significant omissions within the needs of the College
0 points – unacceptably poor level of understanding and fails to address the requirement


	30
	10%




	B – Service Requirements
	Evaluation methodology
	Points available
	Criteria weighting

	1. Please identify how you will meet the Service Requirements for cleaning should your Tender be successful. Please also indicate the deployment of staff and other resources necessary to achieve this. (Max 500 words).


2. Please explain the types of performance management tools and quality assurance frameworks you would use to effectively deliver on the cleaning requirement of the college (Max 500 words)

3.  Please provide your proposed Service Level Agreement as a separate document within your Tender.


	

Tenderers must fully explain and assure the quality and strengths of their proposed audit Methodology. An excellent response will clearly describe how the required service will be delivered; how the quality of the service will be monitored and how the tenderer intends to work with the College. The information provided must be relevant to the stated requirements and supported by additional information as necessary, demonstrating strengths over and above the responses of other tenderers.  

Accordingly, responses will be graded:  
30 points - fully satisfies the needs of the College
20 points – mostly satisfies the needs of the College
10 points – partially satisfies the needs of the College
5 points – significant omissions within the needs of the College
0 points – fails to address the requirement

	30










30




30
	20%



	C- Price 
	Evaluation methodology
	Points available
	Criteria weighting

	Full completion of the Price Schedule.
	

The lowest overall cost will score the maximum points available. The other tenderers percentage scores will be scored on a pro rata comparative basis.


	30
	30%

	Total
	
	300
	100%


													

C) PRICE SCHEDULE
1.1 Please provide your fixed fee proposal for The condition improvement project : Student Toilets for HNC for the period up to the completion date (no later than 31.08.26)
	Activity
	Fixed Fee £

	
	£

	
	£

	
	£

	
	£

	Total Fixed Fee
	£



N.B. If there are any areas or elements of work that your firm wishes to exclude from the fixed fee arrangement then such excluded areas or elements of work must be specified and full details of your additional fees with charge rates for such work must be set out comprehensively below.
1.2 Hourly rates are also to be provided for the purpose of comparison 

	Job Title
	Rate per Hour £

	Partner
	£

	Manager
	£

	Other Staff [Please provide job title]
	£

	Other Staff [Please provide job title]
	£

	Other Staff [Please provide job title]
	£



Please expand the table if more job descriptions are required.

1.3 Time Allocation to the project 

Please identify the number of days/half days of effort that you expect to expend 

	Partner
	X Days

	Manager
	X Days

	Other Staff [Please provide job title]
	X Days

	Other Staff [Please provide job title]
	X Days

	Total Number of Days
	X Days


Please expand the table if more job descriptions are required.

1.4 Disbursement and Other Charges 
Please detail below any disbursements and other charges, which may be made to HNC under the Contract.

	Activity
	Price 
	Comments [If Required]

	
	
	

	
	
	

	
	
	



Please note that travel and other expenses should already be included within the fixed fee.
1.5. Discounts and Rebates
Please give below details of any discounts or rebates that may apply to the prices shown in 1.1.
	Prompt Payment Discount
	______%
	for payment within ____ days of invoice.

	Other Discounts/Rebates
	
	




APPENDIX C - CONTACTS FOR REFERENCES
Please provide contact names, addresses and telephone numbers of three current clients, preferably organisations of a type and size similar to HNC, to whom you currently provide similar services and who we may contact for an opinion on your performance.
The contacts must be available for immediate contact once the tenders have been returned.
The following information is required:
Reference 1
	Contact Name
	

	Contact Number
	

	Contact e-mail address
	

	Organisation name
	

	Contract Start Date
	

	Award period
	

	Was this a re-appointment or new business?
	



Reference 2
	Contact Name
	

	Contact Number
	

	Contact e-mail address
	

	Organisation name
	

	Contract Start Date
	

	Award period
	

	Was this a re-appointment or new business?
	



Reference 3
	Contact Name
	

	Contact Number
	

	Contact e-mail address
	

	Organisation name
	

	Contract Start Date
	

	Award period
	

	Was this a re-appointment or new business?
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