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This document is one of three parts as listed below, which together form the Invitation to Tender documentation.  Please ensure that no part is missing or duplicated.

	Document No
	Title

	Document 1:

Information, Instructions, Conditions of Tender
	Section 1:   Information for Bidders

Section 2:   Instructions to Bidders and Conditions of Tender
Appendix one: Detailed Explanation of Price Score

	Document 2:

Bidders Responses
	Section 3:   Bidder Responses – Business information 
Section 4:   Bidder Responses – Proposed Working Methods 
Section 5:   Bidder Responses – Pricing Schedule 
Section 6:   Payment Details

Section 7:   Form of Tender

Section 8:   Collusive Tendering Certificate

Section 9:   Commercially Sensitive Information Schedule / Freedom of Information Disclosure Form

Section 10: Collaborative / Consortia bids Business Plan 
Section 11: Bidder Checklist


	Document 3:
Schedules and Appendices
(including the specification and the Contract)
	Section 12: Associated Schedules and 
Appendices
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Bidders are required to complete this document and tailor the responses to the questions in Section 4 to the requirements of the specification.
You may expand the sections provided, or provide your responses on clearly cross referenced sheets.

Please make sure that where you choose to cross reference, the responses are all submitted in a single word file so that they may be printed off together.  

(1) Responses provided to each question must be considered in detail and must include all relevant information.

(2) Failure by a Bidder to complete all questions fully and in accordance with all requirements therein and to return the Tender Package by the submission date and time may result in the submission being rejected.

(3) Bidders should bear in mind that evaluators may not have access to all responses and should therefore answer each question separately without cross reference to responses within any other question. It is acceptable to repeat information within responses where it is relevant.  

(4) All questions must be answered in English.

(5) Answers should be kept within the stated word count for each answer. Please ensure your answers are concise and directly address the question. Diagrams, charts and images will not be counted towards the word count. 

(6) Bidders must, without undue delay, inform the Council of any changes to the information provided in response to any questions in this document that may arise at any time during the Bidders participation in this procurement process. 

(7) No information, beyond that typed into the text boxes or included in the cross referenced sheets, will be assessed.  No general marketing or promotional material should be included either in answer to any of the questions or for any other reason.

(8) Bidders must ensure that their response to each question is relevant, is focused on addressing the question asked, and is specific to this contract. 

(9) Each question will be evaluated only on the information provided in the response text box(s) provided, or in referenced sheets, for that particular question.  No marks will be awarded for a particular question for information given elsewhere in other responses to the Quality Submission.

(10) The responses submitted by the Bidder shall, if they are successful in being appointed, become the part of the Bidder's contract with the Council
Please note you do not need to provide supporting documents and policies unless specifically requested to do so.


Note – You may adjust the size of the following text boxes to suit your response.
Bidders are required to respond to the questions below.  You may expand the sections provided or provide your responses on clearly cross referenced sheets.  Please make sure that where you choose to cross reference, the responses are all submitted in a single word file so that they may be printed of together.  
Please note you do not need to provide supporting documents and policies, unless specifically requested to do so.

NOTE:  Responses to questions in this section will be assessed as PASS / FAIL as detailed in Document 1, section 1, paragraph 7.  Only those applications achieving a PASS will be put forward for further evaluation.
	SECTION 1
	POTENTIAL SUPPLIER INFORMATION

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information

	

	1.1(b) – (i)
	Registered office address (if applicable)
	

	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status 
a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number 
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	Yes ☐
No  ☐
N/A ☐

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Yes ☐
No  ☐

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)
?
	Yes ☐
No  ☐


	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  
 
- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 
- Over 25% up to (and including) 50%, 

- More than 50% and less than 75%, 

- 75% or more. 

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


Please provide the following information about your approach to this procurement:
	SECTION  1
	BIDDING MODEL

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Yes ☐
No   ☐
 If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Yes ☐
No  ☐


	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.
Name
Registered address
Trading status
Company registration number
Head Office DUNS number (if applicable)
Registered VAT number
Type of organisation
SME (Yes/No)
The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables
The approximate % of contractual obligations assigned to each sub-contractor



Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the suitability process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the Council may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.
	SECTION 1
	CONTACT DETAILS AND DECLARATION

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic is acceptable)
	

	1.3(h)
	Date
	


PART 2: EXCLUSION GROUNDS

You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 
Any Bidder that answers “yes” to question 2.3(a) on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position please provide details at 2.3(b). You may contact the Council for advice before completing this form. 

‘Self-cleaning’ 
Any Bidder that answers ‘Yes’ to questions 2.1(a) and 2.2 in relation to the mandatory exclusions should provide details in a separate Appendix, of any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in the question. Any Bidder that answers ‘Yes’ to questions 3.1(a) to 3.1(j) in relation to the discretionary exclusions should explain in 3.2 or a separate Appendix if necessary, what measures have been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion. 
If such evidence is considered by the Council (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process.
In order for the evidence referred to above to be sufficient, the Bidder shall, as a minimum, prove that it has;
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.
The measures taken by the Bidder shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Council to be insufficient, the Bidder shall be given a statement of the reasons for that decision.
Please answer the following questions in full. Note that every organisation that is being relied on to meet the suitability must complete and submit the Part 1 and Part 2 self-declaration.
	SECTION 2
	GROUNDS FOR MANDATORY EXCLUSION

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation.  
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Corruption.  
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Fraud. 
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ? (Self Cleaning)
	Yes ☐
No  ☐


	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

	Yes ☐
No  ☐


	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Conflicts of interest
In accordance with question 3.1 (g), the Council may exclude the Bidder if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 
Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Bidder to inform the Council, detailing the conflict in a separate Appendix. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the Council should not represent a conflict of interest for the Bidder.
Taking Account of Bidders’ Past Performance
In accordance with question 3.1 (i) below, the Council may assess the past performance of a Bidder (through a Certificate of Performance provided by a Customer or other means of evidence). The Council may take into account any failure to discharge obligations under the previous principal relevant contracts of the Bidder completing this section. The Council may also assess whether specified minimum standards for reliability for such contracts are met. 
In addition, the Council may re-assess reliability based on past performance at key stages in the procurement process (i.e. Supplier suitability, tender evaluation, contract award stage etc.).  Bidders may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).

The Council may exclude any Bidder who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (j);
	SECTION 3
	GROUNDS FOR DISCRETIONARY EXCLUSION 

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations? 
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Yes ☐
No  ☐
If yes please provide details at 3.2


	3.1(e)
	Guilty of grave professional misconduct?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(j)
3.1(j) - (i)
3.1(j) - (ii)
3.1(j) –(iii)
3.1(j)-(iv)

	Please answer the following statements
The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the suitability criteria.
The organisation has withheld such information.
 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, suitability or award.
	Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2



	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	


PART 3: SUITABILITY QUESTIONS
 
	SECTION 4 
	ECONOMIC AND FINANCIAL STANDING 

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with Y/N in the relevant box.

	Yes ☐
No  ☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.

	Yes ☐
No  ☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes ☐
No  ☐

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes ☐
No  ☐

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

	Yes ☐
No  ☐


	SECTION 5
	If you have indicated in the Suitability Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	

	Relationship to the Supplier completing these questions
	


	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Yes ☐
No  ☐

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Yes ☐
No  ☐

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Yes ☐
No  ☐


	SECTION 6
	TECHNICAL AND PROFESSIONAL ABILITY 

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.
If you cannot provide examples see question 6.3



	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	


	6.2

	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

	
	


	6.3  
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	SECTION 7
	MODERN SLAVERY ACT 2015: Requirements under Modern Slavery Act 2015


	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	
Yes   ☐
N/A☐


	7.2
	If you have answered yes to question 1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?

	Yes   ☐
Please provide relevant the url …
No   ☐
Please provide an explanation


8. ADDITIONAL QUESTIONS  

Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	SECTION 8
	ADDITIONAL QUESTIONS 

	8.1
	Insurance

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:  
Y/N  

Employer’s (Compulsory) Liability Insurance = £5Million

Public Liability Insurance = £5Million 



*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.


	8.2


	Compliance with Equality Legislation

	For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	a.


	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	 Yes ☐
 No  ☐

	b.


	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  
	Yes ☐
No  ☐

	
	If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
You may be excluded if you are unable to demonstrate to the Council’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    

	

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes ☐
No  ☐


	8.3


	Environmental Management

	a.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
The Council will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless the Council is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.
	 Yes ☐
 No  ☐

	b.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?
	Yes ☐
No  ☐


	8.4


	Health and Safety

	a.
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
	 Yes ☐
 No  ☐

	b.
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 
If your answer to this question was “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
The Council will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to the Council’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.     
	Yes ☐
No  ☐

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

	Yes ☐
No  ☐


Bidders are required to respond to the questions below to explain how your organisation proposes to deliver the services called for in the Service Specification (Document 3, Schedule 1). 
Please refer to Document 1, Section 1, paragraph 8 of this document as a reminder of the weightings for the proposed working methods.  Questions may also have an assigned relative importance weighting / percentage to reflect its significance within the overall evaluation.  Where this is the case the weighting / percentage is shown alongside each question.

1. SERVICE DELIVERY PLAN

1.1 Guidance on completing the Service Delivery Plan (SDP)
1.1.1 The SDP is a Supplier produced and maintained plan to illustrate in detail how all of the key components of the Service will be delivered over the Term of the Contract in accordance with the Client’s Requirements.

1.1.2 Tenderers should complete a SDP for their Tender. The SDP of the successful Tenderer will be inserted in Part A (Service Delivery Plan) in Schedule 3 (Supplier’s Proposals) of the Contract and as such will become legally binding.  
1.1.3 The following Parts of the SDP should be developed and submitted by the Tenderer;
· Part 1 – Contract Management

· Part 2 – HWRC Management 
· Part 3 – Health and Safety, Welfare and Amenities
· Part 4 – Materials Controlled by the Supplier
· Part 5 – Mobilisation and Expiry Arrangements
· Part 6 – Site Specific Matters
1.1.4 All Parts, sections and sub-sections require a response (mandatory) unless otherwise noted. Tenderers should note the requirement to complete detailed responses in the format specified in Table 1 (Service Delivery Plan Format and Guidance) below.

1.1.5 A word limit is indicated against each sub-section of the SDP by a number in brackets. For the purposes of Tender evaluation, the Client will only consider the words up to the limit (e.g. if the word limit is 250 words and the Tenderer submits 300 words, only the first 250 words will be considered and evaluated by the Client). The Client will strictly adhere to this rule thus Tenderers should design their response to each section to take into account the word limit indicated.

1.1.6 The use of appendices is allowed in specific sub-sections of the SDP (e.g. Part 2 Service Commencement Date)  as indicated by ‘Appendix allowed’ adjacent to the maximum word limit. Tenderers must clearly cross reference any appendices submitted to the relevant part and sub-section of the Service Delivery Plan.
1.1.7 The SDP submitted by the Tenderer must clearly show how the Bidder intends to meet the Client Requirement’s. Tenderers should minimise the use of ‘intend to’ or ‘aim to’ and use more absolute terms such as ‘shall’ and ‘will’.
1.1.8 Not Used.
Table 1: Service Delivery Plan Format and Guidance
	SCHEDULE 3

PART A: SERVICE DELIVERY PLAN

	Part 1
	Contract Management and Staffing

	
	1. Supplier’s Representative (Max 250 words)
2. Staffing Structure for Contract (Max 250 words – Appendix allowed)
3. Relevant Experience of Key Staff (Max 250 words)
4. 24 Hour Contact Details (Max 150 words)
5. Training Matrix (Max 200 words – Appendix allowed)
[(1. 2. & 3.)Client Guidance to be deleted by Supplier - Tenderers should describe the staffing structure it will employ in the management of this Contract. If possible they should provide information on the individuals who will perform the roles listed on the management structure. Please provide a name but no other personal information, merely state their relevant experience which would be of use in delivering the Service required under this Contract. Please include details of the Supplier’s Representative (defined role under the Contract)]

[(4.)Client Guidance to be deleted by Supplier – The Tenderer should provide the name, addresses and out of office hours telephone numbers for three senior members of the Supplier's staff.]

 [(5.)Client Guidance to be deleted by Supplier – The Tenderer should refer to Section 4.11 of the Service Specification for details of what to include.]

	Part 2
	HWRC Management

	
	1. Seasonal Variation (Max 200 words)
2. Prevention of Theft (Max 200 words)
3. Clean-up of spillages (Max 200 words)
4. Discovery of unacceptable materials (Max 200 words)
5. Liaison and Access (Max 200 words)
6. Maximising Recycling (Max 200 words)
7. Safe use of Steps/Gantries (Max 250 words)
 [(1.)Client Guidance to be deleted by Supplier – The Tenderer should outline their proposals for dealing with the seasonal variation of demand placed on the Suppler relating to the provision of the Services.]

[(2.)Client Guidance to be deleted by Supplier – The Tenderer should indicate how they will ensure compliance with Clause 4.8.7 of the Service Specification.]

[(3.)Client Guidance to be deleted by Supplier – The Tenderer may wish to refer to Clause 4.1.5 of the Service Specification.]

[(4.)Client Guidance to be deleted by Supplier – The Tenderer should indicate how they will ensure compliance with Clause 3.6.5 of the Service Specification.]

[(5.)Client Guidance to be deleted by Supplier – The Tenderer should indicate how they will ensure compliance with Clause 1.6.5 of the Service Specification.]

[(6.)Client Guidance to be deleted by Supplier – The Tenderer should include any staff incentivisation proposals in line with Clause 4.10.16 of the Service Specification.]

	Part 3
	Health and Safety, Welfare and Amenities

	
	1. Health, Safety and Welfare (Max 2500 words)
[(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline how they will undertake their responsibility for all aspects of Health and Safety associated with the management and delivery of the Services. At Tender stage, it is not expected that this will include full and comprehensive risk assessments etc., but full site-specific documentation, such as a Health and Safety Plan, shall be submitted prior to Contract Commencement.

Your response shall include as a minimum, but not be restricted to the following information:-

· Health and Safety policy (If the Tenderer has a policy in place, this should be provided as an appendix);

· staff Health and Safety training and first aid policy;

· emergency notification procedures;

· records and Reporting Procedures;
· draft Health & Safety Plan for site operations (see Clause 2.2.2)
· any other items referred to in the Service Specification Clauses.]

	Part 4
	Materials Controlled by the Supplier

	
	1. Promotion of Reuse (Max 150 words)
2.
Safety of Reused Items (Max 150 words)
3.
Segregation of Non-Ferrous Scrap Metal (Max 150 words)
4.
Storage and Transportation (Max 150 words)
5.
Marketing Plan and Proposed Destinations (Max 150 words)
6.
Calculation and Payment of Income due to Client (Max 150 words)
[(1. To 6.) Client Guidance to be deleted by Supplier – The Tenderer should, as a minimum, refer to the following Service Specification Clauses: 2.6.1, 2.6.2, 2.6.6, 2.6.8, 2.6.9, 2.6.14, 2.6.15, 3.2.4, 10.3.3, 10.3.6.]

	Part 5
	Mobilisation and Expiry Arrangements

	
	1. Mobilisation and Taking Over the HWRC (Max 250 words)
2. Relinquishing the HWRC (Max 250 words)
[(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline their proposals and processes for mobilisation of services and taking over the HWRC. In particular, they should refer to the Clauses in Section 7.2 of the Service Specification.]
[(2.) Client Guidance to be deleted by Supplier – The Tenderer shall outline their proposals and processes for relinquishing the HWRC. In particular, they should refer to the Clauses in Section 7.3 of the Service Specification.]

	Part 6
	Compliance with Remaining Clients Requirements

	
	1. Compliance with Remaining Client’s Requirements (Max 250 words)
 [(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline their proposals and processes for meeting the remaining Client Requirements. For the purposes of this section, Suppliers do not have to repeat proposals or processes already outlined elsewhere in the SDP.]


2. CONTINGENCY PLAN

2.1 Guidance on completing the Contingency Plan (CP)
2.1.1 The CP is a Supplier produced and maintained plan to illustrate in detail how the Supplier will manage unplanned or adverse events to maintain or minimise the disruption to the key components of the Service that will be delivered over the Term of the Contract in accordance with the Client’s Requirements.

2.1.2 Tenderers should complete a CP for their tender. The CP of the successful Tenderer will be inserted in Part B (Contingency Plan) in Schedule 3 (Supplier’s Proposals) of the Contract and as such will become legally binding.  
2.1.3 The following Parts of the Contingency Plan should be developed and submitted by the Tenderer;
· Part 1 – Short Notice Staff Absences
· Part 2 – Bad Weather
· Part 3 – Transportation Difficulties 
2.1.4 All Parts, sections and sub-sections require a response (mandatory) unless otherwise noted. Tenderers should note the requirement to complete detailed responses in the format specified in Table 2 (Contingency Plan Format and Guidance) below. 

2.1.5 A word limit is indicated against each sub-section of the CP by a number in brackets. For the purposes of Tender evaluation, the Client will only consider the words up to the limit (e.g. if the word limit is 250 words and the Tenderer submits 300 words, only the first 250 words will be considered and evaluated by the Client). The Client will strictly adhere to this rule thus Tenderers should design their response to each section to take into account the word limit indicated.

2.1.6 The use of appendices is not permitted.
2.1.7 The CP submitted by the Tenderer must clearly show how the Bidder intends to meet the Client Requirement’s. Tenderers should minimise the use of ‘intend to’ or ‘aim to’ and use more absolute terms such as ‘shall’ and ‘will’.
Table 2: Contingency Plan Format and Guidance
	SCHEDULE 3

PART B: CONTINGENCY PLAN

	Part 1
	Short-notice Staff Absences

	
	1. Ensuring Compliance with Minimum Staffing Levels (Max 200 words)
[(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline what arrangements are in place to maintain the Service at the prescribed Minimum Staffing Level in the event of Staff being absent at short notice.]



	Part 2
	Bad Weather

	
	1. Maintaining the Service during periods of Bad Weather (Max 200 words)
 [(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline what their proposals are in the event of bad weather.]

	Part 3
	Transportation Difficulties 

	
	1. Contingency arrangements in the event that there are difficulties in the transportation of waste from the HWRC or reception of said waste at Final Destinations other than those contracted to the Client (Max 200 words)
[(1.) Client Guidance to be deleted by Supplier – The Tenderer shall outline what their proposals are in the event of difficulties in the transportation of waste from the HWRC or reception of said waste at Final Destination other than those contracted to the Client.]



1.
With regard to the Section 12 (Terms and Conditions of the Contract), with particular regard to Schedule 1 (Client’s Requirements), Schedule 2 (Payment Mechanism) and Schedule 4 (Performance Management Framework) the Tenderer is invited to bid back the Hourly Rate (HRm) for a single Lot or any number of Lots.

2.
The tendered rate will be used to define “Hourly Rate” in the Terms and Conditions of the Contract set out in Section 12 of Document 3.
3.
Please note for the purposes of indexation:

•
Indexation Base Date: 1 April 2019
•
The Hourly Rate (HRm) is subject to indexation which will be applied annually on 1 April, the first application of the indexation increase will be 1 April 2020.  Please refer to paragraph 6 (Indexation Provisions) of Schedule 2 (Payment Mechanism).
	Site
	Hourly Rate (HRm)


	Boston
	£………….per Hour



The Council’s standard payment terms are 28 days from receipt of a valid and undisputed invoice. 

It is the policy of the Council to make payments to all Service Providers direct into their bank account using the Bankers Automated Clearing Systems (BACS).  Please complete your bank and relevant company details below.  If your sales are factored to an Agency, please enclose a copy of the authorisation to make payment directly to them.  The bank details will then be those of the factor and not yours.

Note – You may adjust the size of the following text boxes to suit your response.
	Bank Name
	

	Bank Address and Post code
	

	Account Name
	

	Account Number 
	

	Sort Code
	


Although it is the policy of the Council to make payment is by BACS, the ability to pay via Visa Procurement Card is welcomed.  Please liaise with the named contract manager if you wish payment to be made in this manner.
No invoices will be accepted from any Service Provider without an official written order from us and the order number in full being quoted on all invoices.

IMPORTANT

All invoices for Lincolnshire County Council should be addressed to:

Lincolnshire County Council, Invoice Scanning Bureau, PO Box 146, Liverpool, L33 7WP
Invoices must be emailed for payment to invoices@lincolnshire.gov.uk and copied to the Douglas.Battersby@lincolnshire.gov.uk 
Failure to do so may lead to a delay in payment.

Note: Refusal to give this declaration and undertaking means that your tender will not be considered.

To Lincolnshire County Council
Having examined carefully and understood the, Conditions of Tender, Terms and Conditions of Contract, the Specification and all other documentation issued by the Council in connection with the Contract for the Management and Operation of Household Waste Recycling Centres.
We:  ………………………………………………………………………………………

Of:  ……………………………………………………………..…………………………

hereby offer to supply the Service subject to the terms and conditions set out in such Conditions of Tender, Terms & Conditions of Contract, Specification and other documents (if any) at the prices and rates contained in the Pricing Schedule.  We will keep our bid valid and open for acceptance by the Council until the expiry of 90 days from the last date for the receipt of tenders.
I/We understand you are not bound to accept the lowest or any tender you may receive and you will not pay any expenses incurred by us in connection with the preparation and submission of this tender. 

I/We declare that to the best of my/our knowledge the responses submitted in this ITT are correct and a true representation.  I/We understand that the information will be used in the process to assess my/our organisation’s ability to deliver the Authority’s requirement.  I/We understand that the Contracting Authority may reject this ITT if there is a failure to answer all relevant questions fully or if I provide false/misleading information

Unless and until a formal Contract is prepared and executed this Tender together with your written acceptance thereof shall constitute a binding Contract between us. 

Signature 



………………………………………………………

Position held 


………………………………………………………

Organisation Name and Address
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note1 – Please note the above signature needs to be that of a Director or equivalent
Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

Note: Refusal to give this declaration and undertaking means that your tender will not be considered.

I/We declare that:

1.
This is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the amount of the tender by or in accordance with any agreement or arrangement with any other person.

2.
I/We have not done and I/we undertake that I/we will not do at any time before the hour and date specified for the return of this tender any of the following acts:

a
communicating to a person other than the person calling for those tenders the amount, or approximate amount of the proposed tender except where disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium quotations required for the preparation of the tender.

b
entering into any agreement or arrangement with any other persons that they shall refrain from tendering or as to the amount of any tender to be submitted.

c
offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.  We acknowledge that if we, or anyone who acts on our behalf behaves improperly or commits an offence under the Prevention of Corruption Acts 1889-1916, the Council may cancel the contract and recover all costs and losses. 

In this certificate, the word ‘person’ includes any persons or any body or associated, corporate or unincorporated, and ‘any agreement or arrangement’ includes any such transaction, formal or informal, and whether legally binding or not.

Signature 



………………………………………………………

Position held 


………………………………………………………

Organisation Name and Address 
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note1 – Please note the above signature needs to be that of a Director or equivalent
Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

Lincolnshire County Council
Freedom of Information Act 2000: Information Disclosure 
The Council is committed to the principle of open government and may disclose, upon request, information that it considers to be in the public interest to disclose. 

Please state below any information that you specifically do not wish the Council to disclose together with any timescale relating to this non-disclosure e.g. for first 6 months, lifetime of the contract etc. 

Please note that the council may still need to disclose such information if necessary to comply with its obligations under the Act. 

I agree that information relating to this offer/contract may be disclosed, save for the information specified below which we consider to be commercially confidential: 

Signature 



………………………………………………………

Position held 


………………………………………………………

Organisation Name and Address 
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note – You may adjust the size of the text boxes to suit your response.
	Information not for Disclosure
	Reason for Non-Disclosure
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note1 – Please note the above signature needs to be that of a Director or equivalent
Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

Bidders should ensure that they have completed the following sections before returning their responses:


	SECTION HEADING
	COMPLETED?

	Section 3 – Bidder Responses - Business Information
	Yes / No

	Section 4 – Bidder Responses – Working Methods
	Yes / No

	Section 5 – Bidder Response – Pricing Schedule
	Yes / No

	Section 6 – Payment Details
	Yes / No

	Section 7 – Form of Tender
	Yes / No

	Section 8 – Collusive Tendering Certificate
	Yes / No

	Section 9 – Commercially Sensitive / Freedom of Information Disclosure 
	Yes / No

	Section 10 – Collaborative Bid Business Plan
	Yes / No


It is important that all sections are completed as failure to do so may result in your tender not being considered.  The sections 3-10 will form part of the Contract in the Appendices. 

Bidders who do not wish to offer a tender following receipt of this opportunity are requested to advise the Council via the Proactis ProContract tender portal as soon as possible.
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� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/


�  UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. � HYPERLINK "https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships" \h �See PSC guidance�. 


� Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. 


� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �See Action Note 8/16 Updated Standard Selection Questionnaire�





� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �Procurement Policy Note 8/16 (Para.53) Modern Slavery Act 2015�
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