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Title of Project/System to be replaced

Invitation to Tender

You may wish to include a copyright statement - for example:

Copyright © 2008 by (Organisation Name). All rights reserved. This document is supplied purely for the purpose of assisting suppliers to respond to this invitation to tender, no part of this document may be reproduced or transmitted in any form, by any means (electronic, photocopying, recording or otherwise) for any other purpose.
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1
INTRODUCTION
'Setting the stage' - you can give some background information on your organisation here and also some information on the systems replacement Project that your organisation is involved in - include relevant web site details/details on location of additional information, where appropriate.
1.1
Project Goals and Objectives
What are your key goals? 
1.2
Purpose of this Invitation to Tender
Details of what the ITT is for and how it is to be used.
1.3
Form of Tenders 
Information on form of tender response required.
1.4
Procurement Timetable
Details of when tendering process will close, when evaluation will take place, when shortlisted suppliers will be contacted, when demonstrations will take place, selection date, etc.
2
BACKGROUND
2.1
Institution's Background
Background information on your organisation, this could include details on history of your organisation - when it was established, key dates, any mergers, etc. What position your organisation has in the sector - e.g. placing on league tables, etc.
2.2
Technical Environment
Details of Technical Environment including issues such as IT architecture and network infrastructure.
2.3
Current Business Systems
What business systems are currently in place - e.g. core administrative systems - payroll, finance system, etc.
3
SCOPE AND SCALE OF SYSTEMS
3.1
Scope
Details of the scope of the Project - what does it include?
3.2
Scale
Details on scale could include the numbers of users for instance, the volume of transactions and number of records processed.
4
KEY REQUIREMENTS
Details of most important requirements, e.g. flexibility, data requirements, integration capabilities, etc.
5
GENERAL REQUIREMENTS
This should include descriptions of the services, functionality and relationship requirements that your organisation would like from a supplier. Potential requirements could include a strategic partnership between Institution and Supplier, web enablement and e-mail integration, ease of use, access control, support services and reporting requirements.
6
DETAILED FUNCTIONAL REQUIREMENTS
This is where you should attempt to give as full a description as possible of what you want the supplier to provide for you. It is useful, both for you and the supplier, if you make this as detailed as possible in order to guard against possible misinterpretation.
7
TECHNICAL REQUIREMENTS
This section could include details on issues such as software (including any web-enabled elements), hardware, computer operations and performance, levels of integration, technological direction and staffing.
8
COST INFORMATION REQUIRED
Request for details of costs - e.g. for implementation, training, consultancy, licences, software (including third party applications), project management, system maintenance, additional hardware, development and configuration tools, etc.
9
SUPPLIER INFORMATION REQUIRED
9.1
General Information
This to include information such as contact details, registered company address, web address, name and address of bankers, name of ultimate holding company, organisation chart, etc.
9.2
Proof of Supplier's sound Financial and Company Standing
This could include details of supplier's ownership and financial backing, copies of published and audited accounts over three financial years, statement of turnover, etc.
9.3
Evidence of Capacity to Deliver Contract Requirements
What experience has the company gained of dealing with similar contracts? Details on average size of contracts undertaken previously. 
9.4
Other
Quality Assurance - details on standards, approach and accreditation. What contingency provisions are in place if delivery difficulties arise? Is sub-contracting likely to be involved? If so, what proportion of work will be involved? Details re reference sites of comparable size and sector type. Details on standard terms and conditions.
10
IMPLEMENTATION REQUIREMENTS
Details of implementation approach, project management methodology used, time -scales. What assumptions does the supplier make re resources available at your organisation - details of roles and responsibilities? What other resources are required - e.g. office accommodation, etc?
11
INSTRUCTIONS TO SUPPLIERS
Detailed overview of what is expected from supplier including instructions on format of response, numbers of copies and to whom they should be sent, contact details re who supplier should contact with any queries regarding ITT. Conditions of tender, timetable for selection process. Details on basis for awarding contract - e.g. functionality, technology, terms and conditions, support services, etc.
APPENDICES
Appendices can be included in your Invitation to Tender - examples include Glossary of Terms, Organisational Charts, Process Diagrams, Interfaces, Strategy Documents, etc.
