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1.0  Confidentiality 

	1.1
	The Quotation Documents must be treated as private and confidential.  Companies should not disclose the fact that they have been invited to quote or release details of the quotation document other than to those who have a legitimate need to know and whom they need to consult for the purposes of preparing the quotation.

	1.2
	All documentation supplied by the Council shall remain its property and confidential to it.  You may not without the Council's written consent at any time use for your own purposes or disclose to any other person (except as may be required by law) the Contract Documents or any information or material which the Council may make available to you all of which shall remain confidential to the Council. 


2.0      Purpose of Invitation to Quote

	2.1
	Introduction

Brent’s Town Centres and High Streets are critical to the borough’s economy and vibrancy; most residents live near one of them and they generate a significant number of jobs and business rates for the borough.
Like many centres across the country and London, many have struggled to maintain a positive presence and character, often suffering as a result of wider socio-economic trends such as the emergence of ‘out of town’ shopping (e.g. Brent Cross) and the internet-shopping era. The struggles of the town centres then has a knock on effect to local businesses and employment as well as the look and feel of the places in which Brent residents can spend their leisure time, thus affecting their wellbeing.

To survive and thrive in this new environment, the town centre will need to diversify their offer to become places where people live, work and spend their leisure time. The town centre’s will also need to be bold and look forward to the future in which digital technology will only become more intertwined with almost everything we do, most certainly the retail and consumer experience.  

One of Brent’s key objectives is to support the economic growth and vitality of town centres. This supported by: 

· Supporting small businesses

· Encouraging the formation of new enterprises

· Attracting external investment 

· Ensuring that the local investment climate is functional for local businesses

· Supporting the growth of particular clusters of businesses

· Targeting particular parts of the borough for regeneration or growth eligible for areas based initiatives

· Supporting community and charitable businesses 

· Working with certain disadvantaged or minority groups

· Working with education providers to ensure local skills match local requirements 

· Working with colleagues in the Council and developers to ensure physical programmes are supported by sound economic activity in order to inform and add value to major developments within the borough 

Brent has 17 town centres in total, breaking down into 2 Major, 11 Districts and 4 Local Centres which vary in size and purpose as well as performance. Nine out of the seventeen designated centres have been prioritised for focussed investment to generate greater impact upon the Council’s priorities.  
Six out of the nine priority town centres have an additional town centre management resource responding to levels of needs identified – these centres are namely: Wembley, Ealing Road, Harlesden, Willesden, Church End and Neasden.

Brent recognises the importance of having a robust baseline dataset to benchmark and track improvements to its town centres, which will in turn help inform future town centre action and investment plans. 

2.2 Methodology

The scope of the project commission is to produce a sound town centre assessment that allows the local authority to understand the pattern of change across all of its town centres. 
All 17 town centres in Brent will be assessed within this commission (See Table 1 below). However, it is expected that a more indepth analysis is used upon the six priority town centres that are currently receiving a additional town centre management resource. Giving consideration to:

· footfall and vacancy rate patterns

· demographics/mosaic profiling

· environmental assessments

· economic activity in  all sectors within the town (retail, office, service sector) 

· diversity of offer within the town centre

· social aspects and services 

· drivers for change in our town centres and the impact of technological advances 

· Understanding of dominant sectors within our town centres

· Identity - Identifying individual and general town centre unique selling points

Town Centre Classifications 

Town Centre
Major
Wembley
Kilburn

District 

Colindale/ The Hyde

Cricklewood

Burnt Oak

Ealing Road

Harlesden

Willesden Green

Neasden

Kingsbury
Kenton

Wembley Park

Preston Road
Local 
Church End
Kensal Rise

Queen’s Park

Sudbury
Table 1: Classification of Brent’s Town Centres 
2.3 Scope of Services

Consultants will be required to work in conjunction with all stakeholders. The Council would like to see the following outcomes for all its town centres from the commissioned work and from the implementation of the options which they will contain.

The Town Centres Health Check Assessment should include the following tasks: 

· Inception: Initial consultant-client meeting to agree the full scope and reporting requirements. 

· Task A.1: full review of background information relating to each town centre, including past health checks as well as a scoping of all other relevant documents, national, regional and local strategies and background evidence.
· Task A.2: scoping consultation with council officers and key representatives from each town centre to introduce research.
· Task A.3: full review of statistical data relating to the performance of each town centre; list of indicators to be agreed with the client team at inception; to include benchmarking of performance against other town centre where possible

· Task A.4: review of council / internal datasets regarding the performance of each town centre (e.g. enforcement, planning and regulation)

· Task A.5: Design of primary research 
· Task A.6:  primary research in each town centre. Approach and use of research time to be agreed with client team at inception and likely to require support from the client team and council to publish the research and secure buy-in.

· Task A.7: Analysis of survey and findings. Analysis will be done in a visual format making use of maps and infographics. 

· Task A.8: Workshop with the client team to discuss findings, implications and any high level recommendations that should be made to inform future strategy and action. 

· Task A.9: Draft and final reporting. 


The Council is required to report on the performance of the project to the GLA on a monthly basis in respect of progress, expenditure, risks, issues and outputs.  You will be expected to have systems in place to provide this information throughout the project.
It is expected that individual survey reports will be produced for the 17 town centres, however more indepth visual studies are produced for the 6 priority town centres 

The commission of this project will run alongside the commission of a Retail & Leisure Needs Study which was issued on 19th October 2017 and has a final delivery timescale spanning until week commencing 23rd July 2018.
3.    Project Management and Governance

This work is being co-funded by Brent Council and the Greater London Authority (the client team). The main points of contact throughout this project will be Grace Nelson (grace.nelson2@brent.gov.uk) and Rubie Charalambous (Rubina.charalambous@brent.gov.uk).

The appointed provider will be expected to provide the client team with regular project updates and formally report to the client team at regular meetings (frequency to be agreed between the client team and provider.)
The role of the Brent officers will be:

· Managing day to day administration of the project;

· Acting as the principal contacts for the Consultant;

· Issuing all instructions to the Consultant;

· Coordinating any meetings required; 

· Quality control

· Upon satisfactory completion of prior agreed stages approving payment of invoices related to this Study. 

Given the constrained timescale available, the appointed provider needs to ensure that their project manager and team are fully committed to the successful delivery of the project.
4.0
Timescales 
	Activity
	Completed by

	17 November 2017
	Issue of brief for bidders

	5 December 2017
	Clarification deadline submission for proposals

	15 December 2017
	Closing Date for return of quotation

	18  December 2017
	Evaluation and Decision on preferred bidder

	21 December 2017
	Award of contract

	8 January 2018
	Project Working Group Inception meeting – initial mobilisation and contract commencement meeting 

	2 February 2018
	Submission of draft outputs and study

	12 February 2018
	Project Working Group feedback on draft outputs and study

	26 February 2018 
	Submission of finalised study

	5 March 2018 
	Presentation to Project Working Group


5.0
Instructions to Bidders
	5.1
	You are invited to submit your proposal for the provision of the healthcheck analysis for 17 of Brent’s town centres in accordance with the terms of this Invitation To Quote (ITQ). Companies should ensure that they quote the optimal commercial terms and provide full detail relating to the ITQ requirements.

	5.2
	The successful bidder is expected to work closely with the successful bidder who has been instructed to deliver the Retail & Leisure Needs Study.
The Council does not bind itself to accept the lowest quote, or any quote received, and reserves the right to award the contract in parts, to include more than one bidder if it intends to use a framework contract, not to award a contract or to call for new quotations should it consider this necessary.  

	5.3
	The commencement date of the contract is anticipated to be 21 December 2018, and the Initial Contract Period shall be two months.

	5.4
	The fact that your organisation has been invited to quote does not necessarily mean that your organisation has completely satisfied all the Council’s selection criteria for the Quotation. The Council may require further information relating to all or any part of a bidder’s application.

	5.5
	Except insofar as may be authorised by the designated officer in clause 7.1 below, no agent or servant in the Council’s employ has any authority to make any representation or explanation to companies or those desirous of quoting, as to the meaning of the Quotation Documents, or as to anything to be done or not to be done by the bidder or the successful bidder, or as to any other matter binding the Council or to bind or fetter the judgment or discretion of the designated officer in the exercise   of  powers and duties under the Contract

	5.6
	The bidder is responsible for obtaining all information necessary for the preparation of its Form of Quotation and all costs, expenses and liabilities incurred by the bidder in connection with the preparation and submission of a Form of Quotation shall be borne by the bidder invited to quote.

	5.7
	Words defined in the Conditions of Contract and the Specification shall have the same meaning in the Form of Quotation, these Instructions to companies and any other Quotation Documents.




6.0
Preparation of Quotation
	6.1
	The bidder will be deemed for all purposes connected with the Quotation and the Contract to have carried out all researches, investigations and enquiries which can reasonably be carried out and to have satisfied itself as to the nature, extent, volume and character of the Services (in the context of and as it is described in the Specification), the extent of the premises, personnel, materials and equipment which may be required and any other matter which may affect its Form of Quotation.  The bidder shall have no claim whatsoever against the Council in respect of such matters and in particular (but without limitation) the Council shall not make any payments to the bidder save as expressly provided for in the Contract and (save to the extent set out in the Contract) no compensation or remuneration shall otherwise be payable by the Council to the Contractor in respect of the Service by reason of the scope of the Service being different to that envisaged by the bidder or otherwise.

	6.2
	The bidder shall treat the Quotation Documents as private and confidential for use only in connection with the Quotation and the Contract and which shall not be disclosed in whole or in part to any third party without the prior written consent of the Council.

	6.3
	The Quotation Documents and all copies thereof are and shall remain the property of the Council and, save for the purposes of the Quotation, must not be copied or reproduced in whole or in part and must be returned to the Council upon demand.




7.0
Conditions of Quotation

	7.1
	Except as otherwise provided, the Quotation Documents are to be taken as mutually explanatory of one another.

	7.2
	Should any additions or deletions to any of the Quotation Documents, supplementary clauses or additional information be considered necessary prior to the date for submission of Quotations, these will be issued to companies and will be deemed to then form part of the Quotation Documents.

	7.3
	The bidder shall be deemed to have satisfied itself before submitting its Quotation as to the accuracy and sufficiency of its prices and rates stated by it in the Pricing Schedule which shall (except insofar as it is otherwise provided in the Contract) cover all obligations under the Contract and the bidder shall be deemed to have obtained for itself all necessary information as to risks, contingencies and any other circumstances which might reasonably influence or affect its Quotation.

	7.4
	Any Form of Quotation submitted by a bidder in respect of which the Quote:

	
	(a) has directly or indirectly canvassed any official of the Council or obtained information from any other person who has been contracted to provide services to the Council, concerning the award of the Contract or who has directly or indirectly obtained or attempted to obtain information from any such member or official concerning any other bidder or Form of Quotation submitted by any other bidder;  or

(b) fixes or adjusts the Contract Price and/or prices and rates shown in its Form of Quotation and/or the Pricing Schedule by or in accordance with any agreement or arrangement with any other person;  or

(c) communicates to any person other than the Council the amount or approximate amount of the Contract Price and/or prices and rates shown in its Form of Quotation and/or the Pricing Schedule except where such disclosure is made in confidence in order to obtain quotations necessary to the preparation of the Quotation or for the purposes of insurance or financing;  or

(d) enters into any agreement with any other person that such other person shall refrain from submitting a Form of Quotation or shall limit or restrict the prices to be shown or referred to by another bidder in its Form of Quotation;  or

(e) offers to agree to pay to any person having direct connection with this Quotation or does pay or give any sum of money, inducement or valuable consideration, directly or indirectly, for doing or having done or causing or having caused to be done in relation to any other bidder or any other proposed Form of Quotation, any act or omission;  or

(f) in connection with the award of the Contract commits an offence under the Bribery Act 2010.

	
	(g) shall not be considered for acceptance and shall accordingly be rejected by the Council provided always that such non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Council or any criminal liability which such conduct by a bidder may attract.




8.0
Submission of Quotation

	8.1
	All companies must ensure that they comply with the following instructions when responding to the quotation. Bids that do not comply with the instructions may not be considered.

	8.2
	Please read the whole quotation document including the appendices, before completing individual sections with your response. This will ensure that your response is entered at the appropriate point in the document and will assist with the evaluation process.

	8.3
	The Quotation must be submitted through the London Tenders Portal no later than 15 December 2017, 12 noon.

	8.4
	Quotations received after 15 December 2017, 12 noon will NOT be considered by the Council. 

	8.5
	All documents attached to or supplied with these Instructions to companies are and shall remain the property of the Council and shall be returned to the Council upon request.




9.0
Authorised Contact Details

	9.1
	Should any prospective companies have any query in connection with any of the Quotation documents, they must be submitted through the London Tenders Portal. The Council will endeavour to answer enquiries made not later than 5 December 2017.  

	7.2
	Companies are advised that any representation to the Council, prior to submission of proposals and during the evaluation period, must only be made through the London Tenders Portal.

	7.3
	The Council reserves the right to circulate a copy of any question and the Council’s response to all companies but will not disclose the identity of the bidder who asked the question.

	7.4
	No approach of any kind should be made to any other persons in connection with the quotation and the Council may use its discretion to disqualify companies who breach this provision.

	7.5
	No queries will be accepted or answered orally.


10.0
     Quotation Response Documents and Format

	10.1
	The Form of Quotation and Statement of Interest must be fully completed

	10.2
	The Qualification Questionnaire must be fully completed

	10.3

	The Method Statement and Pricing Schedule must be fully completed


11.0
Contract Terms and Conditions

	11.1
	Please note that no amendments to the Conditions of Contract will be considered by the Council AFTER the closing date for receipt of Quotations.  Companies should raise any matters relating to the Terms and Conditions during the quotation period in accordance with the WRITTEN ENQUIRIES procedure in paragraph 7 above.


12.0
Supporting Information

	12.1
	Companies are encouraged to supply supporting information that is relevant to their bid. All supporting information must be clearly cross-referenced to the relevant section of the ITQ.


13.0
Form of Quotation

	13.1
	The Form of Quotation must be completed.  The Form of Quotation must be signed:

	
	(a) where the bidder is an individual, by that individual;

(b) where the bidder is a partnership, by at least two duly authorised partners;

(c) where the bidder is a company, within the meaning of the Companies Act 1985, either by a director or secretary of the company, such person being duly authorised for that purpose or by another person duly authorised provided that proof of such authority is submitted to the Council with the Form of Quotation


14.0
Evaluation Stages, Methodology and Criteria
	14.1
	The Council is seeking the most economically advantageous quotation.

	14.2
	The process for evaluating the quotations and selecting a successful bidder will involve a two-stage selection process.  First stage will be the evaluation of the qualification questionnaire relating to the main elements of the selection criteria namely eligibility and financial standing, followed by the second stage the evaluation of the quotation relating to the quality and cost of the proposed services.

	14.3
	The Quotation submission will be evaluated in 2 Stages. Stage 1 will consider the completeness, eligibility and financial submission of your quotation in accordance with the instructions of this quotation. Please note stage 1 is not weighted but failure to respond will result in the quotation submission being rejected. Compliant bids will progress to Stage 2, where the method statements and pricing schedule will be considered. If a contract is awarded then the bidder scoring the highest aggregate marks will be awarded the contract.

	14.4
	The Council does not bind itself to accept the lowest quotation, or indeed any quotation, but is looking for the most economically advantageous proposal based on the criteria in Table 1 with the specified weightings.



Evaluation of Quotation
Stage 1: Evaluation of Qualification Questionnaires:
Step 1- Completeness
Completeness: Quotations must include all requested documents in order to be classified as complete. Completeness will be established by checking against the checklist of all the financial and non-financial submissions required in each part of the quotation documentation:

· The completed Qualification Questionnaire and any required supporting documents 

· The completed Form of Quotation

· The completed Statement of Interest

· The completed Method Statement addressing each point as requested

· The completed Pricing Schedule
Quotation submissions that are not complete will be eliminated and not considered further except, at the Council’s sole discretion, in the case of minor omissions that can be rectified in accordance with any reasonable request made by the Council.

If the Council needs to clarify any of these points, questions will be submitted in writing to the bidder, who will also be required to respond in writing.
Step 2- Evaluation of Qualification Questionnaire Submissions

The sections of each Qualification Questionnaire which has satisfied the requirements of Step 1 will then be assessed in order to determine whether your organisation’s policies and procedures are legally compliant and in line with our policies and procedures. All sections must be fully completed.  

b. Professional Conduct
The Council will make a decision on the answers whether a conflict of interest exists and will ensure that the cause of the conflict will not be involved in the evaluation, preparation or awarding of this contract.

You should note that while we do not score the professional conduct section, your bid will be eliminated if you do not fully answer this section or if the Council subsequently discover that you have knowingly withheld information.

c. Insurance

If you do not hold the levels of insurance indicated which the Council requires, you should indicate in Section C of the QQ whether you are prepared to increase your insurance to the levels we require. If you are not prepared to raise your insurance to the levels we require then your QQ will not be selected and the evaluation panel will not continue with the evaluation of submitted quotation.

d. Financial Submissions

The Financial Submissions in QQ’s that are complete will be assessed: 

A financial ratio analysis will be carried out, using the accounts and/or the information you have supplied. Any bidder that fails this analysis will not progress to the next stage.

	Qualification Questionnaire Evaluation Criteria 

	Section A: Supplier Name
	Information only, not scored

	                  Legal Status of Supplier 
	

	                  Supplier Information 
	

	Section B: Professional Conduct
	

	Eligibility (potential ineligibility issues investigated further)
	

	Section C. Insurance
	

	Section D. Financial Submissions
	

	Section E. Legislation Compliance
	


Stage 2: Evaluation of Method Statement and Pricing Schedule
All complete and valid quotations will be evaluated as follows:
For this part of the evaluation, bidder’s price and method statements are evaluated by the evaluation panel. The score will then be allocated a weight. The criteria shown in Table 1 below show the weighting assigned to each section. The weighted totals will then be taken forward and used to generate a final score for the submission. This will always be out of a maximum weighted score of 100. Marks will be awarded to each bid, as detailed below.

In stage 2, bidders will be evaluated on the following criteria:

	Table 1 – Method Statement (Quotation Evaluation Criteria) 
	Marks


	1. Delivery
Please provide a method statement to demonstrate  how your organisation  will deliver the required outputs. Please ensure you include your approach to  project management, quality assurance and rectification methods.   
Maximum 2 sides of A4



A.

	35


	2. Project Plan
Please provide a project plan which includes a clear breakdown of the proposed tasks involved and demonstrates the ability to meet the timetable set out in the brief.



A.

	25

	3. Project Resources

Please provide details of the resources you intend to use in delivering the requirements of this project. Your response should, as a minimum, include;

· An organisation chart indicating name, role, responsibilities and reporting lines for all staff directly involved in this project

· An outline of the relevant experience and expertise of the identified lead consultant and other key supporting staff
Maximum 2 sides of A4



A.

	10

	Method Statement 
	70

	Price Total
	30

	Quotation Total 
	100


Method Statement – 70 marks
Quotation Method Statements will be evaluated using the methodology set out in Table 2. Each bid will be evaluated using the scoring breakdown shown in Table 1. The details in Table 1 outline the evaluation criteria and the contributions each criteria will have towards the final score. 

 Price – 30 marks
The price evaluation will be on the basis of the overall price of the solution and work proposed.

We will use a relative cost score methodology to calculate the score for each overall price which allocates a score for each price in relation to the lowest price assessed. Each Tender will be scored based on its relationship with the lowest priced Tender. (i.e. the lower the cost per proposed solution the higher the score, the higher the cost the lower the score). 

Price will be evaluated as follows; lower costs will receive a higher score, however this will not necessarily mean you are the favoured bidder. The scoring of the overall cost will be given 30 marks. This is then weighted and aggregated to conform with the proportion of overall score of 100 marks to this bid. Your pricing must be realistic and consistent with a credible approach to the delivery of the specification which you must address in your proposals in the Method Statement.

The worked example below gives a notional example of how the price evaluation will be scored.
For example, based upon a notional figure of £100,000

	Supplier
	Price
	Percentage score calculation
	Score
	Weighted Score (30%)

	Supplier A 
	£150,000 
	=£100,000/£150,000 x 100%
	66.67%
	20.00%

	Supplier B
	£125,000 
	=£100,000/£125,000 x 100%
	80.00%
	24.00%

	Supplier C
	£100,000 
	=£100,000/£100,000 x 100%
	100.00%
	30.00%


Please note that the figures shown above are examples and are not an indication of the contract value. 
A pricing schedule has been included in the tender pack. The evaluation of the bids will be based on the total value as shown in the schedule. The intention is to procure all services and equipment in the schedule, however LB Brent reserves the right to not proceed with the procurement of individual line items if these are deemed uneconomical or inappropriate. Due to the complex nature of this project, if you feel your service would efficiently fulfil only one or two project items within the wider programme, please feel free to quote just solely to those that are greatly applicable. LB Brent has not ruled out the possibility of forming a consortium to deliver this project programme.
When drafting your proposed project milestone schedule in your response, please include details about the team members involved, day rates and day numbers.

An indicative project budget and target outputs are set out below. 
	No.
	Workstream and outputs
	Budget envelope including services and works (indicative)

	1
	Scoping consultation 
	

	2
	Secondary research: statistical review, business and sector performance and benchmarking
Review of GOAD, VOA and council data sets
	

	3
	Primary Research: mapping of businesses, business surveys
	

	4
	Data Analysis 
Findings and recommendations workshop
	

	5
	Publication of 6 x visual indepth health check reports 
	

	6
	Publication of 17 x health check surveys
	

	TOTAL
	£41,000 


Please Note: Quotations that after clarification with the bidder are deemed to be abnormally/unreasonably low/high will be rejected; quotations that are believed not to be sustainable throughout the term of the Contract may also be rejected.
The marking scheme for the second stage evaluation will be as follows in Table 2:

	Table 2 Scoring Methodology for Quotation Method Statement

	Score
	Criteria

	0
	No response

	1
	Poor or unsatisfactory response showing limited evidence of ability to meet requirement – omissions/weaknesses in key areas

	2
	Weak response suggesting there may be shortcomings of a less serious nature in the relevant aspect of the service.

	3
	Good response suggesting the specification will be satisfactorily met in all relevant respects.

	4
	Excellent response suggesting the specification will be satisfactorily met in all relevant respects with added value.


The Council reserves the right to eliminate from the process any quotation which scores 2 or less in 2 or more areas.
	12.5
	The bidder should note that any Quotation that fails to comply with these Instructions to Companies or is qualified in any way may be rejected and shall NOT be evaluated by the Council for acceptance.

	12.6
	Companies may be required to demonstrate their ability to provide the Services and it may be necessary for officers of the Council to visit the company’s offices, interview the bidder, and test the bidder’s systems and during the Quotation evaluation process the bidder may therefore be required to:

(a) Provide any other information reasonably required by the Council to enable a detailed evaluation of the bidder’s submission.

	12.7
	Referees provided by the bidder may be further requested to provide their views on reliability, accuracy, accessibility, general customer care, etc of the bidder.

	12.8
	Where errors in the computation of a Quotation are found, the bidder will be given details of such errors and afforded an opportunity of confirming or withdrawing its offer.  If confirmed, an endorsement will be added to the Pricing Schedule indicating that all rates or prices inserted therein by the bidder are to be considered as reduced or increased in the same proportion as the corrected total of priced items exceeds or falls short of such items respectively.  This endorsement will then be required to be signed by both parties to the Contract.

	12.9
	If there are any arithmetical errors, the Council reserves the right to correct such errors to arrive at a new Contract Price/Quotation total. 
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Brent Council

TOWN CENTRE HEALTH CHECK

ASSESSMENT
______________________________________

Form of Quotation

_____________________________________

FORM OF QUOTATION - CONTRACT FOR:  Town Centre Health Check Assessment 
To:
The Council of the London Borough of Brent, Civic Centre, Engineers Way, Wembley, HA9 0FJ
1
We have examined the invitation to Quote, Specification, Conditions of Contract, and all other Invitation to Quote documents issued by the Council for the supply of [insert description] in connection with the above contract ("the Services/Works/Goods "). 

  We hereby offer and undertake to provide the [insert description] throughout the duration of the Contract in conformity with the Specification, the Conditions of Contract, our Quotation Proposals and all appendices, pricing documents and other quotation documents submitted herewith for the sum of :

  ………………………………………………………………………………... pounds

  (£………………………..) exclusive of VAT.
2.
Should our Quotation be accepted, we undertake to enter into a formal agreement in the form included in the Invitation to Quotation documents.  Until such an agreement is executed, this Form of Quotation and the acceptance hereof by the Council shall constitute a binding contract between us.

3.
We acknowledge and understand that the insertion by us of any conditions qualifying this Quotation or any unauthorised alteration to any of the Quotation documents shall cause the quotation to be rejected.

4.
We certify that this is a bona fide quotation and we have not :

(a)
entered into any agreement with any other person with the aim of preventing quotations being made or as to the amount of any quotation or the conditions upon which any quotation is made;

(b)
informed any other person of the amount or approximate amount of our Quotation or any other details of our Quotation, except where such disclosure was necessary to obtain insurance quotations required for the preparation of the quotation or to take advice from our legal and financial advisers;

(c)
caused or induced any person to enter into such an agreement as mentioned in paragraph (a) above or to inform us of the amount or approximate amount of any other quotation for the Contract;

(d)
sought or obtained any confidential information from an employee, ex-employee, consultant or member of the Council.

(e)
directly or indirectly canvassed any member, officer, servant or agent of the Council concerning the acceptance of any quotation or directly or indirectly obtained or attempted to obtain from any member or officer, information concerning any other quote or any quotation submitted by another company.

(f)
offered or agreed to pay or give any sum of money, inducement 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 this quotation or any other quotation or proposed quotation for the Consultancy services any act of the sort described in paragraphs 4(a), (b), (c), (d) or (e)

We also undertake not to do any of the acts mentioned in paragraphs 4(a), (b), (c), (d), (e) or (f) before the last date and time specified for return of quotations for the Contract , including any time  and date after return of quotations.  In this paragraph, “person” includes companies, firms and unincorporated associations and “agreement” includes any arrangement, whether formal or informal and whether legally binding or not.

5.
We also certify that we are not a party to any scheme or arrangement under which any other company may be reimbursed any part of his/her quotation cost.

6.
We agree that the Council may, at its sole discretion, contact any referees or third parties quoted in our Quotation Proposals and may, if it so wishes, make inspections of completed projects, the details of which will be provided, if required by the Council

7.
We agree that this Quotation shall remain open for acceptance by you and shall not be withdrawn for a period of 90 days from the last date for return of quotations.

8.
We acknowledge that you are not bound to accept the lowest or any quotation you may receive, and that the Council is not liable and will not pay any expenses incurred by us in connection with the preparation and submission of this Quotation.

9.
We acknowledge that the Freedom of Information Act 2000 gives a general right of access to information held by public authorities and that the Council's decision on what information will be released in response to an access request is final.  We understand that the Council may apply relevant exemptions in appropriate cases.  

	Name of Organisation 
	

	Registered Address
	Business Address (if different)

	
	

	Name of Contact
	

	Phone Number
	

	Fax
	

	E-mail Address
	

	Signed
	
	
	
	

	Name
	
	
	
	

	Position
	
	
	
	

	Date
	
	
	
	

	Authorised to sign this Quotation for and on behalf of the supplier


Appendix B - Statement of Interest

Any organisation failing to disclose relationships may be disqualified from being invited to quote / quotation.

	
	Yes
	No

	Is any Officer, employee or consultant of your organisation an employee or ex-employee of the Council?
	
	

	Is any Officer, employee or consultant of your organisation connected to an employee or ex-employee of the Council?
	
	

	Is any Officer, employee or consultant of your organisation an elected member of the Council or someone who has been an elected member in the last 4 years?
	
	

	Is any Officer, employee or consultant of your organisation related or otherwise connected with an elected member of the Council?
	
	

	Is any Officer, employee or consultant of your organisation involved directly, or indirectly, in providing services to the Council?
	
	

	Is any Officer, employee or consultant of your organisation involved in any other organisation/company that may be interested in bidding for the Council’s services under this quotation / quotation process?
	
	


If you replied Yes to any of the questions above, please use this space to declare any interests identified in all statements:

	I,                                                                         , represent                                                                    and herein declare that the above statements are true.                                                           

	Signed
	

	Position
	

	Date
	


Do we need to attach a reference sheet for them to fill out?
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