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[bookmark: _Toc474845611]Timescales
The clarification period begins upon release of the bid pack to all Suppliers. A fixed end date, the ‘Tender Clarifications Deadline’, will be set within the timetable to allow clarification to close approximately 3 weeks before ‘Tender Submission Deadline’. Where the tender period is particularly long, the clarification period may be restricted further for manageability and to accommodate potential extensions to the clarification period.
An additional date will be set for publication of all outstanding responses to tender clarifications which will be approximately 3 working days following the ‘Tender Clarifications Deadline’. It is good practice to provide all responses at least 2 weeks prior to ‘Tender Submission Deadline’ in order to allow Suppliers to utilise the information in forming their response and price approach. 
If there is a failure to respond to all clarification questions by 6 days[footnoteRef:1] before ‘Tender Submission Deadline’, an extension to the tender period will be required in accordance with Public Contract Regulations 2015 47(3).[footnoteRef:2] [1:  The Public Contract Regulations 4(3):
 In Part 2 (except regulation 52(4)), any reference to a period of time, however expressed, is to be interpreted subject to the following requirements:— 
(a)the period must include at least 2 working days; and 
(b)where the period is to be calculated from the moment at which an action takes place or other event occurs, the day during which that action takes place or that event occurs is not to be counted in the calculation of that period. 
(4) In Parts 2 and 3, any reference to a period of time which is expressed otherwise than in hours is to be interpreted subject to the requirement that where the period— 
(a)is to be calculated by counting forwards in time from a given date or event, and 
(b)would (but for this paragraph) have ended on a day which is not a working day, 
the period is to end at the end of the next working day.
]  [2:  The Public Contract Regulations 2015: 47(3): 
Contracting authorities shall extend the time limits for the receipt of tenders so that all economic operators concerned may be aware of all the information needed to produce tenders in the following cases:— 
(a)where, for whatever reason, additional information, although requested by the economic operator in good time, is not supplied at the latest 6 days before the time limit fixed for the receipt of tenders; 
(b)where significant changes are made to the procurement documents. 
] 

Should the Customer wish to extend the clarification period (due to number of questions received for example), the tender period will also need to be extended accordingly.
All dates should be clearly outlined in Attachment 1 – Invitation to Tender. Any amendments to this will also be notified to Suppliers to advise them of any changes to deadlines.
Any extension to the clarification period could impact key milestones within the evaluation and award stages of the procurement process.

[bookmark: _Toc474845612]CCS’ Role
Facilitation
CCS will facilitate the clarification process and will perform an initial review of clarification questions as they are received to identify duplicates, errors, and to screen for questions that can be answered by CCS in relation to the procurement process or bid pack. The remaining questions will then be flagged and issued to the Customer to provide responses.
Response Review
CCS will perform a single review of answers provided by the Customer before each publication to Suppliers to ensure consistency of language and format and to screen for contradictions, ambiguities and /or potential issues and will feed this back to the Customer providing the opportunity to amend responses within 3 working days of receipt.

[bookmark: _Toc474845613]Customer’s Role
Resource to Respond
It is the responsibility of the Customer to ensure sufficient and appropriate resource is available within their organisation with the time and necessary expertise to respond to questions during the clarification period. 
Failure to provide sufficient appropriate resource could result in an extension to the Tender Response Deadline and/or proposed contract award date. 

[bookmark: _Toc474845614]Receipt and Issue of Questions and Answers
Questions will be submitted by Suppliers via the messaging facility of the e-Sourcing Suite.  CCS will collate the questions and populate a master clarification log. The clarification log will be shared with the Customer at regular intervals. The Customer should aim to provide responses back to CCS in batches within 1 – 3 working days of receipt placing answers within the clarification log. 
Suppliers’ names will be shown on the master clarification log for information purposes however, CCS will anonymise the version before issuing responses to all Suppliers at regular intervals.
All Suppliers must be treated equally during the clarification process and the approach to anonymise and share all responses is outlined within Attachment 1 – About the Further Competition.

[bookmark: _Toc474845615]Commercial in Confidence Questions
If a Supplier submits a clarification question marked ‘commercial in confidence’, CCS will consult with the Customer as to whether the request is valid and if it deemed so, this question will be withheld from the master clarification log and a response will be issued only to the Supplier that submitted it. All clarification responses and answers apart from those deemed ‘commercial in confidence’ will be available to the general public via the Freedom of Information Act. 
If a question is judged not to be ‘commercial in confidence’ by the Customer and CCS, CCS will give the Supplier the opportunity to withdraw their question or to submit it as a normal question.

[bookmark: _Toc474845616]Adherence to Clarification Response Protocol
The Customer must adhere to the clarification response protocol detailed at paragraph 7. 
[bookmark: _GoBack]Clarification responses issued during the tender period become part of the Call Off Contract. Responses therefore must be of sufficient quality to withstand legal scrutiny in the same manner as the suite of bid pack documents and for this reason a response protocol is in place. 
Furthermore, the protocol attempts to limit the quantity of additional clarification questions received in order to protect critical project dates (‘Tender Submission Deadline’ for example). 

[bookmark: _Ref473814698][bookmark: _Ref473814958][bookmark: _Toc474845617]Response Protocol
Format of Response
Use formal, direct language without use of colloquialisms, abbreviations or previously undefined acronyms in the same manner as the Attachments and Annexes of the bid pack;
Use accurate contractual terminology, i.e., defined capitalised terms such as ‘Fixed Fee TUPE Risk Premium’, ‘Buyer’, ‘Supplier’, ‘Management Information’ etc;
Do not make reference to the Supplier’s identity;
Make full and complete references to all bid pack documentation, i.e., ‘Attachment 1 – About the Further Competition, paragraph 4.9’;
Avoid ambiguity and provide definitions and explanations wherever required;
If a duplicate response is required, please refer to the existing response using the identification number.
Please ensure your response fully answers the question and all of the component parts of the question to avoid a re-clarification.
If operating as a Cluster, please ensure an agreed process is in place to ensure all responses are vetted for suitability for each Cluster member and that a uniform response is provided.

[bookmark: _Toc474845618]Information Availability
If a request for data is made and that data is not held by the Customer, for consistency, please provide Suppliers with a clear assumption to work from via the clarification response. For example, if quantity of assets is unknown, please give Suppliers an instruction where appropriate, for example, to assume a quantity of ‘X’ in order to allow all Suppliers to price on a level playing field. Suppliers are not permitted to make assumptions in their pricing submissions and if this occurs this increases the risk of misunderstanding and a disparity in prices received which will have to be analysed during price submission evaluation / clarification. 
If requested information is not available and will not become available within the clarification period, please provide an instruction as to precisely what Suppliers should do to move forwards without the information so that all Suppliers act upon the same assumption provided by you.
 If requested information will become available at a later stage within the tender clarification period, please leave a holding response to inform Suppliers that the question will be answered in due course. 
If it is known that information will not be available until a certain date, please state this clearly in your response and give an instruction of when the information will become available and how this will be provided. 
[bookmark: _Toc474845619]Cross-checking Clarification Responses
Please ensure your response is not already covered within previous clarification responses or within any document in the tender pack. If it is, please reference the exact document and location as part of your response (in line with the relevant response protocols listed within paragraph 7).
Please ensure the response you provide does not conflict or contradict with any of bid documents.
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