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	Request for Quotation for the Provision of Window Cleaning Services for Oxford Direct Services - DN632805



Quotations are invited by Oxford Direct Services (ODS) in respect of the above requirement.  The successful Supplier will be responsible for providing this requirement, liaising closely with the Streetscene & Estates Operations Manager.
ODS’s detailed requirements are defined in the Statement of Requirements section of this document.  The Statement of Requirements should be read in conjunction with Schedule One – Instructions and Guidance for Suppliers.

This Contract will be let for an initial period of 2 years intended to commence 10 October 2022 with the option to extend by a further period of 12 months up to a maximum term of 3 years.
Suppliers responding to this opportunity should carefully consider how their response can align with ODS’s corporate priorities:
· Vibrant, sustainable economy
· Meeting housing needs
· Strong, active communities
· Cleaner, greener Oxford
· Efficient, effective Council
As a minimum, we expect potential Suppliers to respond with market leading pricing structures which reflect the scope of the commercial opportunities we offer.  Additionally, wherever there is an opportunity for a sustainable solution, suppliers are strongly encouraged to offer such solutions where permitted within the scope of the individual contract requirements.  

Statement of requirement
Introduction 

Oxford Direct Services (ODS) is a Local Authority Trading Company (LATCo), wholly owned by Oxford City Council. We run a range of services including construction, building repairs and maintenance, commercial and domestic waste services, civils and highways work, motor vehicle repairs and ground maintenance. We employ around 700 staff, most of whom transferred from the Council in 2018.

We are a new kind of business. A business that’s good for everyone; one that creates a more inclusive and sustainable economy that truly balances purpose and profit, one that considers the impact of their decisions on their employees, customers, suppliers, community, and the environment.

ODS returns its profit back to the Council as a dividend which is used to fund additional services to the community.
Scope
The successful Provider will be required to provide Window Cleaning Services at the buildings listed in the Pricing Schedule.  

The frequency of cleaning is quarterly (April / July /October/January). ODS may also require yearly services for some properties. Please see Appendix C – Pricing Schedule for more details. 
It should be noted that the property portfolio is transient. As such it is likely to change during the term of this contract. The contract manager shall be entitled to add or delete properties with mutual agreement. 
Proof of Competency 

Tenderers are required to satisfy ODSL that the work will be undertaken without delay and by trained and competent staff. As part of this RFQ, tenderers will need to provide: 

• Details of the staff including numbers, level of expertise and experience 

• Evidence that regular training sessions are held to ensure that supervisors and operatives are continually up-dated in safe working practices, new legislation, and to improve general efficiency 
Quality Management System. 

The Contractor shall maintain throughout the Contract Period a Quality Management System in accordance with (or broadly comparable to) ISO 9001:2015 and must provide evidence of such to ODSL if requested. 
Service Provision 

It is the responsibility of the Provider to purchase and maintain all equipment and materials that are required for the delivery, performance and provision of the Service. The Provider is responsible for the supply and safe use of all safety equipment needed to meet Service delivery requirements. 
Water is to be supplied by the Provider and must be purified. The Provider must use a Water Fed Pole System to clean all windows covered within this contract
Whilst delivering this Service the Provider shall be responsible for ensuring that any windows, doors or any potential point of entry, are closed after being opened for the purpose of carrying out the Service. 
The Provider is responsible for reporting any defects in glazed surfaces (cracks / chips) or other window furniture to be cleaned to the Contract Manager prior to the clean commencing. 
The Provider is responsible for ensuring warning signs are used when erecting and dismantling any equipment used in the delivery of this Service. Warning signs shall also be employed during the execution of delivery of this Service to ensure people are aware that work is in progress.

The Provider shall ensure all windows are washed clean and free from all marks, dirt, streaks, smears and soap residue. 
Particular cleaning attention shall be paid to the corner areas of the glazing as well as the edges and corners where extractor fans and other equipment are located, to safeguard against an encrustation of dirty deposits. 
Water stains should be removed from window sashes, casements, frames and sills. Accumulated dirt, paint specks or other foreign debris should be removed from the glass prior to cleaning. 
At completion of each clean, at every site, the Provider must email the Premises Manager / site contactor as confirmation that the work has been carried out. 
When the services have been delivered, the Provider will leave a card in the foyer stating that the services have been delivered. The job completion notice should be supplied by the Provider. One copy of the completion notice should be left on site. 
If the Provider considers the weather conditions are such to prevent cleaning to the agreed date and time it is the Provider’s responsibility to contact the Contract Manager and reschedule the work to ensure the postponed work is carried out within five (5) working days of the resumption of acceptable weather conditions. 
The Provider shall at all times ensure that all employees are dressed in the company uniform, wear appropriate safety clothing and footwear and should carry identification. Anyone without company identification will not be allowed on site. Employees should be trained and competent to use all equipment and machinery used for the delivery of the Service. 

The Provider will be responsible for the safety of its employees any concerns should be resolved with the Contract Manager before proceeding with the Service. Local security procedures will be agreed prior to any work proceeding. ODS will provide access keys and fobs for sites where applicable. If any keys or fobs provided by ODS are lost or misplaced by the service provider, the service provider will be responsible for informing the contracts manager off the loss in a timely manner and will liable for the costs associated with replacing the items. 
The Provider should hold training records for each employee responsible for the delivery of this Service. Records should be available for audit if required.
If you would like to arrange a site visit prior to completing this document and Appendix C, please contact: andrew.proper@odsgroup.co.uk
Contract Management

The  ODS contract management approach will mean that the Supplier must:

•
Supply all the requested management and performance information in the requested formats and timeline, unless otherwise agreed in advance with the Contract Manager

•
Attend each contract review meeting as requested by the Contract Manager

•
Support the Contract Manager in early identification of risks and/or opportunities associated with the delivery of the agreement 

•
liaise with the Contract Manager, who will issue a quarterly works order.

•
Meet defined Key Performance Indicators (KPIs) and Service Levels as set out by the Contracts Manager.

•
Be aware that the Contract Manager may use performance measures such as performance scorecard and user feedback to assess Supplier performance on the Framework Agreement

Schedule One - Instructions for completion

Quotations must be submitted in accordance with the following instructions and conditions.  Suppliers that do not comply with these instructions or conditions may have their Quotation rejected.

ODS reserves the right to disqualify any submission which is deemed incomplete.

Please answer all the questions in English, as accurately and concisely as possible, or mark those not applicable ‘N/A’ and provide an explanation.

The response boxes will expand to accommodate your answers, but if necessary continue on a separate sheet where space / layout on this form is restrictive.

Please answer every question.  Do not assume that the officers evaluating the quotation will know about your organisation or the work that you do, answer the questions as fully as possible within any given constraints.  
ODS reserves the right not to accept the lowest or any quotation and to annul the Request for Quotation process and reject all quotations at any time prior to contract award, without thereby incurring any liability to the applicants.

In order to simplify this process, you should not provide supporting documents, for example, accounts, certificates, statements or policies unless specifically requested to do so.  Instead, we may ask you to provide a statement regarding your approach to various aspects or a summary of your policies.  ODS may ask to see these documents at a later stage so it is advisable that you ensure they are made available upon request.   You may also be asked to further clarify your answers or to provide further details. 

All communication with ODS must be made via the South East Business Portal.  https://procontract.due-north.com/
The indicative timetable for this procurement is:
	Stage/activity
	Date

	RFQ published
	13th September 2022

	Deadline for receipt of clarification questions or request for additional information from Tenderers
	20th September 2022

	Deadline for receipt of tenders
	30th September 2022

	Contract award
	Early October

	Contract commencement date
	10th October 2022


The closing date for receipt of the completed Request for Quotation is 1200 on 30th September 2022
Responses must be uploaded via the South East Business Portal. https://procontract.due-north.com/
Please note that ODS will not consider late returns.

Suppliers shall keep their quotations valid and open for acceptance by ODS until the expiry of 90 days from the date for return of quotations.

Please ensure that all the Appendices are completed and returned:

Tenderers shall not make any alterations, qualifications, additions or notes upon the text of the Contract Terms and Conditions except with the prior written consent of ODS.  Any proposed amendments must be notified to ODS for consideration prior to Tender submission.
Appendix A - Suppliers Response to the Statement of Requirements

Appendix B - Declarations

Evaluation of quotations
The evaluation of quotations will be based upon two sets of criteria:

· selection criteria; and

· award criteria.  

Those deemed not to meet the selection criteria requirements will not be considered further. Those quotations that pass the selection criteria will then be evaluated against the award criteria.
Suppliers should note that regardless of a quotations overall merits, in the event that evaluating officers (acting reasonably) consider there to be a fundamental weakness which is likely to impact adversely upon the supply of the goods and/or services, then grounds will exist to exclude that quotation from further consideration. 

	Ref:
	Selection criteria
	Assessment

	1.
	Brief Company Overview
	Not Scored

	2.
	Financial standing*
	Pass / Fail

	3.
	Insurance^
	Pass / Fail

	4.
	Acceptance of ODS policy – Anti Fraud policy
	Pass / Fail

	5.
	Quality Management
	Pass / Fail


*Financial standing takes into consideration a suppliers credit score, the estimated value of the contract, and the supplier’s turnover.  Any supplier who does not achieve a credit score of at least 81 and/or or whose minimum yearly turnover is not at least twice the estimated value of the contract may be subjected to a more detailed assessment as to their financial standing.  Any supplier who provides less than satisfactory accounts/figures or documentation which therefore give rise to concerns that cannot be satisfied regarding their financial standing, will fail.

^Suppliers must have in place the levels specified or be willing to have the levels stated if they are successful on being awarded the contract.
The following award sub-criteria and their weighting for the quality aspect of the tender review will be used to evaluate the tenders received and select a supplier to award the contract to.
	Ref:
	Award criteria
	Weighting

	6
	Delivering the service and account management
	45% 

	7
	Health and Safety
	45% 

	8
	Environmental considerations, Corporate Social Responsibility and Social Value
	10% 

	
	Qualitative Total
	40%

	
	Price
	60%

	
	Overall Total
	100%


The scoring framework below will be used to evaluate submissions. The potential suppliers response to each question will be scored and the total pro-rated to give a percentage score out of the maximum percentage for that section. 

	0 

Unacceptable
	Nil Response, or Proposal is so incomplete or irrelevant that it is not possible to form a judgement 

	2
Poor
	Almost unacceptable, response is limited or proposal is inadequate or substantially irrelevant.

	4 

Unsatisfactory
	Below expectation, proposal does not fully address the requirement and gives rise to a number of concerns about its potential reliability.

	6
Satisfactory
	Satisfactory, proposal generally meets requirements, gives minor reservations about meeting some of the requirements.


	8
Good
	Good, meets expectations, proposal provides detail that is directly relevant, gives confidence as to reliability to meeting all key aspects of the requirements.

	10
Excellent
	Comprehensive, proposal exceeds expectations, gives high confidence that all key aspects of the proposal may be relied upon without reservation, offers added value and innovation that is relevant to requirement.


The final scores for the qualitative and price elements of the tender will be combined to give an overall final score for the quotation. 

Financial criterion scoring system

Each quotation will be awarded a weighting based on its relationship with the lowest priced quotation on the basis of the submitted lump sum fee. The quotation with the lowest lump sum fee will be awarded the full weighting available.  Each of the remaining quotations will be awarded a weighting on a pro-rata basis according to the following calculation:
Lowest quotation price

______________            x 60 % of weighting to be allocated

Potential supplier price

Worked example:

	Potential supplier
	Lump sum price (£)
	Pro rata weighting (based on 60% being allocated to the price criteria)

	A
	£1,000,000
	60%

	B
	£1,250,000
	48%

	C
	£1,500,000
	40%


If a potential supplier is successful in its bid the fee submitted as part of this tender will form part of the contract. 

Fees are to remain fixed for a period of two (2) years and after this point can be reviewed and agreed in writing annually on the contract anniversary by both parties. 
Acceptance of quotation
Unless otherwise stated, any contract or order placed as a result of this Request for Quotation will be on ODS’s Standard Terms and Conditions of Contract.
The successful supplier’s submission together with relevant information will be binding and will form part of the contract together with ODS’s Statement of Requirements and Conditions of Contract.

Appendix A – Suppliers Response to the Statement of Requirements
1. Please provide a brief history and outline of your organisation (maximum 500 words).
	


2. 
Please complete the table below detailing turnover for the last two financial years.

	Financial year:
	Total annual turnover (£)
	Profit (as % of turnover before tax)

	
	
	

	
	
	

	Registered address:
	

	Company registration number (if applicable):
	


3. Please provide details of all insurance cover currently in force.

	Insurance cover required:
	Insurer
	Policy No
	Cover (£)
	Renewal Date

	Public Liability 

Min £5,000,000
	
	
	
	

	Employers Liability £5,000,000
	
	
	
	

	Professional Indemnity £1,000,000
	
	
	
	



If your organisation does not currently hold the required insurance cover, please confirm that you would be willing to have the levels stated if you were successful on being awarded the contract.

Yes / No
4. Please confirm that you will adhere to ODS’s Policy – Anti Fraud Policy.  Please note that this policy will apply throughout the duration of any contract.
Yes / No
5. Does your organisation hold a recognised quality management certification; for example BS/EN/ISO 9001, ISO14001. or equivalent?

                                                                                                                 


Yes / No

If Yes, please detail those held

	


If No, does you organisation have a quality management arrangement in place (including processes/procedures that are compliant with legal requirements)?
                                               
Yes / No

Please detail.
	


6. Delivering the service and account management (45% weighting)
Please provide a summary of how you will deliver the service. This should include:  

· Hours of operation, including weekends, Bank Holidays. If these differ for different work streams please state this. 
· The timeline for setting up the service and ongoing service requests such as:  
· arranging window cleaning for scheduled requests
· arranging for ad-hoc requests 
· How much notice will you require in order arrange services?
· Please provide details of how orders can be placed

· Please provide details of how services are to be supplied
· Details of staff including numbers, level of expertise and experience 

· Please detail what arrangements you will have in place to cover for unplanned staffing and cover for vehicle\plant breakdowns to ensure continuity and delivery of service

· Please give details of measures you will put in place to monitor the quality of service and provide details of  the management information you can provide to support this 
	


7. Health and Safety (45% weighting)
· Please provide details of your Risk Assessments, and health and safety arrangements. 
· Please detail how is this monitored and fed into training and guidance for staff and  processes for undertaking regular audits to ensure there is compliance by all staff and the systems in place  are both suitable and effective
	


8. Environmental considerations, Corporate Social Responsibility and Social Value (10% weighting)

· Please provide your organisation’s approach to social value and corporate social responsibility. Your response should include as a minimum:

· Your organisations approach to Corporate Social Responsibility

· Confirmation that you will adhere to paying anyone engaged in the delivery of the contract the Oxford Living Wage as a minimum

· Any social value that your organisation proposes to offer either directly to ODS, the local economy or employment/apprenticeship opportunities 
	


Pricing
Please insert your fixed quotation price for the entire duration for the proposed contract excluding VAT into Appendix C – Pricing Schedule. 

Please summarise any particular conditions or circumstances that could affect the price quoted?

	


Appendix B - Declarations
As a public sector body ODS has a number of obligations.  Please tick the boxes with which you comply below and sign to confirm.
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	Please confirm that you have not canvassed or solicited any member, employee or agent of ODS in connection with this quotation.
	

	If the service/works are being delivered from within Oxfordshire, please tick to confirm that your employees are paid in excess of the Oxford Living Wage see the link below for details: 

https://www.oxford.gov.uk/info/20027/welfare_reform/1011/the_oxford_living_wage
	

	Please confirm that you have not colluded with any other person (person, body or association corporate or incorporate) in relation to this quotation.
	

	Please confirm that the information supplied in this document is accurate and complete and that no gift or offer of a gift or consideration as an inducement or reward has been made to any member, employee or agent of ODS.
	

	ODS is subject to freedom of information requests under the Freedom of Information Act 2000.  Please confirm that if you consider any of the information in this quotation to be of a sensitive nature you have advised us of such sensitivity and the reasons for its sensitivity.
	

	ODS under the Transparency Agenda must publish all spend of over £500 in a single transaction, as well as details of contracts that it holds.  Please confirm your understanding that information not exempt from disclosure under the Freedom Of Information Act 2000 is not confidential information. 
	

	Please confirm that your organisation’s directors or any other person who has powers of representation, decision of control has not been convicted of conspiracy, corruption, the offence of bribery, fraud, money laundering or any other offence within the meaning of Article 45(1) of the Public Sector Directive.
	


	Organisation name:
	

	Contact name: 
	

	Signed:
	

	Position:
	

	Date:
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