LOGO
	
LOGO

	RM3810 Quality Assurance and Testing for IT Systems



[bookmark: h.tc1h3obchz7v]
RM3810 Quality Assurance and Testing for IT Systems 
Further Competition
Example Instructions to Suppliers for Clarification Session

Dear Supplier,
XXX Enter Name of Project

As part of the procurement process for the above project and as detailed in the Further Competition, we would like to invite you to a Clarification as part of the evaluation process.

Please see below for available slots on: 
Enter days/times required. E.g. 
Monday 01, January 	- 	9:00 – 9:45
Tuesday 02, January	-	10:00 – 10:45
This session will take place in enter which room at the following address: 
Full address
To last approximately 45-60 minutes in total.

How to respond:
Please respond via the e-sourcing suite by enter day and time required, indicating which your preferential slot is. These will be allocated on a first come first serve basis. 
Please also confirm all attendee’s names via the e-sourcing suite to allow security arrangements to be made. Failure to provide all names may result in attendees being refused entry to the site.

On arrival at the above location, please report to enter who to report to informing them that you are booked in as a visitor for enter name if applicable.

Requirements for the day:
You will be required to address the following question enter the specific question from the Award Questionnaire (same for every supplier).
· XXXXX	Comment by Kirsty Manning: For example you may be asked ask... "Within your submission you have said, ?????. Please can you clarify this?"
· XXXXX

Please note, the clarification session are be open to all bidders and happen after Consensus of the written submission. 

Customers may only clarify an aspect of the supplier’s submission and all questions must be shared with the suppliers upfront.  This is not an open dialog. 
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Conditions:
Potential Providers MAY:
· Have a maximum of enter number people in attendance, including the person who will lead the assignment and stand-up. Whilst the Customer cannot prescribe the Potential Supplier Representatives at the Supplier Presentations, we strongly recommend that they are conducted by your service delivery team in order that the Department can be confident in the Potential Supplier’s key personnel who will be directly involved in delivery of the contract.  We are looking for potential providers to approach this and engage with us in the same way you would work with us.  
· Make use of the digital projector, whiteboard, and flipcharts available.

Potential Providers MUST NOT:
1. Send us anything advance to the practical demonstration/ presentation.
1. Request any feedback on your proposal, the evaluation process, or the evaluation of any competitor’s proposals. Feedback/debrief sessions will be available following conclusion of the full evaluation process.






Kind regards,
Name
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