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[bookmark: _Toc111033145][bookmark: _Toc388541860][bookmark: _Toc388541864]Instructions to
 Suppliers for Submission of Quotes
· All quotes must be submitted in writing via the Council’s e-Biding portal, located at www.eastmidsbids.org, no later than the time and date shown on the front of this document.
· Please answer every question, in English, as fully, clearly, and succinctly as possible. 
· Only the information submitted in the bid will be considered. Please do not attach documents not asked for or put in any hypertext links.
· The bid will form part of the contract with the Council 
· Bidders may seek clarification on any of the points contained in the invitation to quote and any associated documents; these should be submitted in writing through the e-biding portal www.eastmidsbids.org in sufficient time to allow the Authority to supply the information before the deadline for receipt of quotes. 
· A copy of all questions and answers raised will be maintained and distributed periodically to all recipients of the Invitation to Quote. If the Bidder expresses that the question is confidential, and the Authority agrees that it is then the response will be sent only to the Bidder raising the question. 
· The Authority will circulate a complete list of answers to all questions submitted by (up to and including) [DD Month YYYY and time]. 
· Questions received after this date may not be answered. 
· If you experience any problems accessing EastMidsBids please contact the Helpdesk on Tel: 01670 597136, or E: procontractsuppliers@proactis.com 
· Quotes must be submitted no later than the time and date shown on the front of this document; no quote will be considered which is late, for whatever reason.
· Contract Terms & Conditions
· The successful bidder(s) will be required to enter into a Call Off contract under the Economic Development and Community Services (CPU7057) Terms & Conditions.
· If, following evaluation, your quote is found to be the winning bid in response to this further competition, you may be offered the Call Off Contract. 
· In the context of this Economic Development and Community Services (CPU7057) the Call Off Contract is the consequent Order placed by the Authority and received and acknowledged by you, the Provider; agreement. 
· If you do not agree to this placed Order, the Authority may deem your bid non-compliant, and award the Call-Off Contract to the next ranked Provider.
· Note that some call offs will have multiple winners
· Process
· All Suppliers on DPS CPU7057 lot(s) XXX are invited to submit a Bid
· All completed bids received will be evaluated. This will be a desk-based exercise. However the Authority reserve the right to invite bidders for interview and/or to make presentations.
· All bids will be evaluated by two people and then be subject to moderation to ensure that all would have the same score across the range of evaluators. 
· All Bidders should take care to fully explain their offering in their bid submission. Nottingham City Council may at its discretion invite bidders to clarify their bid, as an aid for evaluators to fully understand the offer
· Scoring will be made up of two elements. The percentage mix of each will vary but the emphasis will be on quality. The most economically advantageous will be chosen and contract offered. 
· Quality. Each question will be scored out of five and multiplied by the weighting identified in each question
· Price. The price given for the project will be scored from highest to lowest. As all pricing depends on the mix that suppliers put forward each will have its own scoring matrix
· Timescale
 
	Stage / Activity 
	Indicative Date 

	Invitation to Quote document issued 
	[From DD Month YYYY] 

	Open briefing (optional)
	[DD Month YYYY]

	Closing date for clarification questions 
	[DD Month YYYY] 

	[bookmark: _Hlk13577018]Closing date for submission of bids 
	[DD Month YYYY] 

	Desk based evaluation of bids 
	[DD Month YYYY] 

	Presentations and/or interviews (optional)
	[DD Month YYYY] 

	Contract award 
	[DD Month YYYY] 

	Contract start date 
	[DD Month YYYY] 



· Warnings and disclaimers 
· Bidders should consider only the information contained within this Invitation to Quote, or otherwise communicated in writing to Bidders, when preparing their bid. 
· Bidders must satisfy themselves by their own investigations with regard to the accuracy of any information given by the authority who cannot accept responsibility for any inaccurate information obtained by Bidders. 
· Bidder conduct and conflict of interest
· Bidders shall not, before the date and time specified for return of the bid, communicate to any person the amount or approximate amount of the bid or proposed bid, except where the disclosure in confidence of the approximate amount of bid is necessary to obtain insurance cover. 
· Bidders shall not enter into any agreement or arrangement with any other person with the intent that the other person shall refrain from biding or agree as to the amount of any other bid to be submitted. 
· Bidders must not, in connection with the proposed Contract: 
· offer any inducement, fee or reward to any member or officer of the Authority 
· do anything which would constitute a breach of the Bribery Act 2010 or the Section 117 (2) Local Government Act 1972, or 
· canvass any of the persons referred to above in connection with the Contract; or contact any member or officer of the Authority or any person acting as an advisor to the Authority (except as authorised by this Invitation to Quote for the purpose of asking genuine questions about the process or the Contract) about any aspect of the proposed Contract or for soliciting information in connection therewith. 
· Bidders are responsible for ensuring that no conflicts of interest exist between the Bidder and its advisors and the Authority and its advisors. 
· Submission of a complete bid 
· The Authority is not obliged to consider any bids not submitted in full as instructed. However any such Bidder submitting such may be offered, at the Authority’s sole discretion, the opportunity to address that issue, before evaluation has occurred
· All bid costs are covered by the bidder
· The Authority reserves the right to 
· Seek additional information or clarification from Bidders at any time during the bid process. 
· Disqualify any Bidder that does not submit a compliant bid, in accordance with the instructions given in this Invitation to Quote. 
· Disqualify any Bidder that is guilty of serious misrepresentation in relation to its bid, expression of interest, the application form or the procurement process. 
· Withdraw this Invitation to Quote at any time, and to re-invite bids on the same or any alternative basis. 
· Choose not to award any Contract as a result of the procurement process. 
· Make whatever changes it sees fit to the timetable, structure or content of the procurement process. 
· Confidentiality 
· This Invitation to Quote is made available on condition that its contents (including the fact that the Bidder has received this Invitation to Quote) is kept confidential by the Bidder and is not copied, reproduced, distributed or passed to any other person at any time, except for the purpose of enabling the Bidder to submit a bid. 
· As a public body, the Authority is subject to the provisions of the Freedom of Information Act 2000 (FOIA) in respect of information it holds (including third-party information). Any member of the public or other interested party may make a request for information. 
· The Authority shall treat all Bidders' responses as confidential during the procurement process. Requests for information received following the procurement process shall be considered on a case-by-case basis, applying the principles of the FOIA. 
· Bidders are responsible for ensuring that any confidential or commercially sensitive information has been clearly identified to the Authority in the form provided in the Bid Submission Document (i.e. the Freedom of Information Exclusion Schedule). 
· Bidders should be aware that, in compliance with its transparency obligations, the Authority may publish details of its Contract(s), including the Contract values and the identities of its Suppliers on its website. 
· More information is available on www.ico.org.uk 
· Publicity
· No publicity regarding the Contract or the award of any Contract will be permitted unless and until the Authority has given express written consent to the relevant communication. For example, no statements may be made to the media regarding the nature of any bid, its contents or any proposals relating to it without the prior written consent of the Authority. 





















[bookmark: _Toc111033146]Section 2: Supplier Details

	Company Name:
	

	Contact Details in relation to this invitation to quote 

	Title
	

	First name
	

	Surname
	

	Job title
	

	E-mail
	

	Telephone no.
	

	Mobile no.
	



































Section 3: Details of Requirement
· Introduction
· This is a Call-Off Further Competition from the Economic Development and Community DPS (CPU7057). It is for the supply of XXX under Lot XXX of the DPS 
· Overview
· This section is for an introduction and high-level background information including funding available, objectives to be achieved, etc 
· Duration
· The Contract will be established for an initial period of XXX with an option to extend for a further period or periods up to a total of XXX. The Contract is intended to start on [DD Month YYYY] or as otherwise agreed. 
· Any subsequent extension to the Contract will be agreed between the Authority and the Supplier(s). For any extension(s) to the Contract, discussions with the Supplier shall be conducted sufficiently far in advance of the Contract expiry date to arrive at an agreed position. 
· Background
In order to provide Suppliers with as much information as possible, in addition to the below specification, departments should also provide some background information in relation to their requirements including: 
· Introduction: Provide an overview of your requirements. 
· Background of your department: Including an overview of your department. 
· Service Volumes: Including an estimate of the volumes required.
· General Requirements: Including any requirements of the service itself covering; administration and management; service delivery; platform and systems; support; MI and reporting; ordering and payment; performance reviews; etc.
· Social Value: If Social Value is being sought under the Contract, Departments should provide an overview of their understanding of Social Value and their priorities in this respect. 
· Any other information which the department feels is relevant to their requirement. 
· Specification
· [Authority to insert specification here] 
· [bookmark: _Toc506805440]Examples of non-price criteria for illustrative purposes only;
· Quality assurance
· Certification
· Conformity
· Partner Support
· Added Value
· E.g. what additionality can be brought to the project through linkages to other work you currently deliver



· Award Criteria
· [Authority to insert award criteria here. The Authority will be required to use the same or broadly similar criteria as outlined here;
· Price	[0 - 100] %
· Non-Price	[ 0 - 100] %
· Social Value [5%] where applicable
· To evaluate any quotes submitted in response to a further competition, the Authority is entitled to vary the weightings to suit particular circumstances. For example, the overall Non-Price and Price criteria need to be used, however the weightings of these can be changed to reflect the needs of the Authority.
· Apart from Lot 1 all lots are likely to be scored no more than 20% on price
· [bookmark: _Toc506805441]The ‘selection criteria’ have already been evaluated in establishing the DPS, therefore this element does not need to be revisited at this further competition stage. 
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[bookmark: _Toc392773524]
	[bookmark: _Toc388346480][bookmark: _Toc388541889]1. INSERT QUESTION: 
	ADAPT TEMPLATE FORMAT AS NECESSARY

	Explain how your organisation will meet the INSERT Requirements.
	

	Your answer should demonstrate how the requirements in sections INSERT of the specification will be met.
	

	Please pay particular attention to the following:
· INSERT
	

	Word Count: INSERT
Weighting: INSERT
	



	2. INSERT QUESTION: 
	ADAPT TEMPLATE FORMAT AS NECESSARY

	Explain how your organisation will meet the INSERT Requirements.
	

	Your answer should demonstrate how the requirements in sections INSERT of the specification will be met.
	

	Please pay particular attention to the following:
· INSERT
	

	Word Count: INSERT
Weighting: INSERT
	













[bookmark: _Toc111033148]Section 5: Priced Offer
[Nottingham City Council will use different pricing regimes according to each fund. Lot 1 will involve some parts being mainly based on price, most will be more complex and typically ask for an additional spreadsheet with cost breakdowns. 
Below is the form for the fixed price offer]
I/We hereby offer to supply the requirement as detailed in this invitation to quote and any supporting documents, subject to the terms and conditions of the Economic Development and Community Services (CPU7057 contract, and at the prices shown below:
[Authority to provide products/price spreadsheet if required]
	Price for providing the services as specified:

	1)
	Role 
	£
	per day 

	2)
	Role
	£
	per day

	3)
	Role
	£
	per day

	4)
	Role
	£
	per day


[add table rows if required]

NB: All prices should exclude VAT.







[bookmark: _Toc111033149]Section 6: Provider Declaration
I/We understand you are not bound to accept the lowest or any quote you may receive, and you will not pay any expenses incurred by us in connection with the preparation and submission of this quote. 
Unless and until an Order for the quoted routes is placed and executed (Call Off contract); this quote together with your written acceptance thereof shall constitute a binding Contract between us. 
I/We confirm that this quote will be held open for a period of not less than [Authority to insert xx] days.
	Company Name:
	




Signature: __________________________________________________	
	Duly authorised agent of the provider

Position held:	_______________________________________________


Dated:	__________________________









Annex 1
Guidance notes for Nottingham City Council departments using Call-Off Competitions

This document is for guidance purposes only and should be tailored to suit your specific requirements.  Each section will need reviewing. 
Please Note: - You are independently responsible for the conduct of its award of a Contract under the DPS. Economic Development is not responsible or accountable for and shall have no liability whatsoever in relation to: (a) the conduct of other departments in relation to the DPS; or (b) the performance or non-performance of any Contracts between entered into pursuant to the Department. The Call-Off Competition template documents are not exhaustive and should not be relied upon as advice. They have been provided to assist departments to undertake their own further competitions in compliance with the Public Contracts Regulations 2015 (as amended) and draft documents that accurately reflect their requirements and the methodology they intend to use to evaluate bids. Departments should seek any necessary legal and procurement advice before beginning a further competition.
GENERAL REQUIREMENTS (ALL LOTS)
The following general provisions shall apply to all Call-Off Contracts via the DPS The Authority may expressly specify that one or more of these provisions does not apply to their particular Call-Off Contract at that time. Unless such express exclusion is documented, however, the following will prevail.

1. COMMISSIONING PROJECTS
1.1 In response to the Authority’s Project brief, the Supplier shall:
1.1.1	Submit a delivery plan, outlining:
i. Methodology to be used;
ii. Project management and work planning techniques to be employed;
iii. Anticipated timescales for delivery of the Project;
iv. Resources, materials and personnel to be deployed on the Project; 
v. How risks will be managed;
vi. How the Project will be reviewed, knowledge transferred, and lessons learnt; and
vii. The overall price based on the above.
1.1.2	Provide a communication plan detailing their proposed engagement throughout the Project. This should encompass:
i. Updates on the Project status and review meetings as necessary;
ii. Identification of clients and stakeholders and how they will be kept informed; and
iii. Method and frequency of communication with clients and stakeholders.
1.1.3	Demonstrate appropriate experience, capabilities and knowledge to meet the specific requirements of the Project, including sound knowledge of policy and legislative background relating to expertise needed in that particular lot.
1.1.4	Agree with the Authority criteria and deadlines for final completion of the Project where applicable.

2. PROJECT DELIVERY 
2.1 The Supplier shall carry out their duties in compliance with the terms of the Authority’s Project brief and provisions made in their Bid submission and all subsequent instructions of the Authority which shall be confirmed in writing so far as such instructions are applicable to the Services hereunder agreed to be performed by them. In case of conflict between the terms of the Authority’s Project brief and any subsequent instructions, the subsequent instructions shall prevail. 
2.2 The Supplier shall exercise reasonable skill, care and diligence in performance of all duties agreed to be performed by them.
2.3 The Supplier shall obtain the written prior approval of the Authority to any modification of any instruction earlier approved by the Authority. 
2.4 If requested to do so by the Authority, the Supplier shall undertake any additional work (not covered by the Authority’s Project brief) as may be necessary in connection with the Project. Prior to undertaking any additional work, the Authority and the Supplier must complete and sign a change order form to avoid any scope creep to the Project.
2.5 The Supplier t shall in connection with the Project:
2.5.1	Undertake all necessary enquiries, surveys and investigations;
2.5.2	Submit reports to the Authority on the Project no later than the dates specified by the Authority unless otherwise agreed in writing; 
2.5.3	Deliver presentations to senior management, the general public or other stakeholders, as agreed at Project outset or as reasonably required during the course of the Project; and
2.5.4	Deliver the Project outcomes and objectives within any timescales agreed at the Project outset.
2.6 The Supplier shall provide their own administrative and technology support and consumables when undertaking Services on behalf of the Authority.
2.7 The Supplier shall comply with the Authority’s policy Framework and Constitution.
3. SUPPLIER STAFF
3.1 The Supplier will ensure that it is has a suitable structure and level of resource in place to deliver the Services called for under the Framework. 
3.2 Once operational, significant changes in the assigned personnel will not be made without prior written consent of the Authority, such consent will not be refused unreasonably. 
3.3 The Supplier shall advise the Authority as soon as reasonably practicable in the event of a change in personnel during the delivery of Services.
3.4 The Supplier shall ensure that all personnel and other persons providing the Services are at all times properly and sufficiently qualified, competent, careful, skilled, honest, experienced, instructed and supervised as the case may be with regard to the Services and in particular to ensure adequate discharge of the Supplier’s obligation in relation to:
3.4.1	The task or tasks such a person has to perform;
3.4.2	All relevant provisions of the agreement; and
3.4.3	All relevant policies, rules, procedures and standards of the Authority.
3.5 The Supplier shall have processes and procedures to manage business continuity and ensure effective recruitment and retention of staff.
3.6 The Authority may request the removal of any of the Supplier’s staff whom the Authority reasonably believes to be unsuitable. Such request may be made if the Authority considers the staff member to be insufficiently skilled or competent, or to be guilty of misconduct (for example, but not limited to, assault, abuse or harassment).
3.7 For each member of staff who, in providing the Services, has, will have or is likely to have access to children, vulnerable persons or other members of the public to whom the Authority owes a special duty, the Supplier shall ensure that the appropriate checks carried out through the Disclosure and Barring Service are completed. The Supplier shall not (and shall ensure that any sub-contractor shall not) engage or continue to employ in the provision of the Services any person who has a relevant conviction or inappropriate record.
4. LOCATION OF SERVICES
4.1 The Supplier shall deliver Services in any reasonable location as specified by the Authority. 
5. PROJECT DOCUMENTS
5.1 The Authority shall be entitled to the copyright of all documentation and other material produced for the purpose of the Project by the Supplier under their direction or supervision.
5.2 The Supplier shall not use any such documents or material for any purpose other than the Project without the written prior agreement of the Authority.
6. CONTRACT MANAGEMENT
6.1 The Supplier shall nominate manager to manage the contract who shall be the primary and single point of contact. The Supplier shall immediately notify the Authority if the nominated manager is to change. 
6.2 The Supplier and/ shall, as the Project proceeds, consult the Authority and keep them informed in all matters connected with the Project, in such manners required by the Authority or any person, bodies or authority having statutory powers or rights in connection with the Project. 
6.3 The Supplier will be required to provide evidence of effective contract management performance by agreeing objectives and targets with the Authority prior to the start of the Project and shall provide regular performance monitoring and management information to the Authority in relation to such objectives and targets. 
6.4 The Supplier shall send the appropriate personnel to all meetings convened by the Authority in connection with the Project to which they may be invited, including regular progress meetings. The Authority reserves the right to request any additional meetings where necessary to address any matters between the review meetings. Attendance at such meetings will be at no additional cost to the Authority.
6.5 The Supplier will be proactive when managing contracts under the Framework including but not limited to:
7.5.1	Dealing with and resolving complaints; and
7.5.2	Dealing with slippages in performance or Project deliverables.
The Supplier and/ shall also be proactive in raising with the Authority any opportunities and/or issues (potential or actual) that are affecting or may affect the above. 

7. COMPLAINTS
7.1 The Supplier will have in place a comprehensive and accessible procedure for dealing with complaints or problems raised or experienced by the Authority or its service users. A copy of the Supplier’s complaints procedure will be provided to the Authority on the implementation/commencement of Services.
7.2 The Supplier’s complaints procedure shall ensure that all complaints are logged, investigated and resolved accordingly in a timely manner with:
7.2.1 	Verbal complaints responded to with a written response within 3 working days; and
7.2.2 	Written complaints acknowledged and responded to with a written response within 5 working days.
7.3 In the event the Supplier is not able to provide a written response within the timescales specified in Clause 7.2 above, the Supplier and/ shall advise the Authority of this and will provide a realistic timescale of when a response is likely to be provided. The Supplier and/ will provide the Authority with regular updates as may be agreed between the parties.
7.4 In event the Authority is not satisfied with the response provided by the Supplier to a complaint made, the Supplier will execute an appropriate escalation procedure with defined timescales and respond to the Authority by no later than 5 working days after Authority contact.
7.5 Where the Authority makes a complaint during a Project (i.e. because the Consultant has not arrived on time or is inadequately qualified, etc.) the Supplier shall ensure that the complaint is dealt with a matter of urgency and will attempt to resolve the complaint straightaway where possible.
7.6 The Supplier will provide the Authority with regular management information as per Clause 9 below on the number of complaints made under their Call-Off Contract. Where requested by the Authority, the Supplier will provide more in-depth details of complaints, including (but not limited to): date the complaint was made, nature of the complaint and the date/actions taken to resolve the complaint, etc. 
7.7 In the event that similar complaints continue to occur throughout the Authority’s Call-Off Contract and/or the number of complaints has reached an unacceptable level, the Authority reserves the right to hold additional meetings with the Supplier at no extra cost in order to review and discuss the complaints made. Where appropriate, the Authority may decide to implement a performance improvement plan with the Supplier until such time that all concerns have been satisfied. 
7.8 The Supplier will also provide its staff members and Sub-Contractors with an adequate complaint’s procedure and an appropriate means of contacting them, in order to raise any complaints and resolve any issues. Such means of contact shall be by telephone and/or email.
8. PERFORMANCE MANAGEMENT
8.1 The Supplier will internally monitor the quality and performance of Services delivered by them.
8.2 The Supplier will be required to provide evidence of effective contract management performance by agreeing objectives, key performance indicators and service levels with the Authority prior to the start of their Call-Off Contract and shall provide regular performance monitoring and management information to the Authority in relation to such objectives, key performance indicators and service levels. 
8.3 In the event the Supplier and/ fails to meet the key performance indicators and service levels, the Authority will be entitled to execute the remedies contained in Clause 9 of the Authority Call-Off Terms and Conditions.
8.4 The Supplier shall carry out audits and reviews on their relevant staff performance in order to ensure Services are delivered in accordance with any relevant and applicable legislation, industry best practice and the requirements of the Authority’s Call-Off Contract. The Supplier shall operate a process for addressing different levels of poor performance, including the implementation of a plan to address the issues, project suspension or employment termination for serious breaches.
8.5 The Consultant or Supplier will ensure that any feedback received from the Authority is shared with the Supplier staff members concerned so that the Supplier and/ can learn from the feedback given and act upon it. The Supplier will also seek feedback from their staff members to identify any issues with the Supplier which are or may affect the Services being delivered.
9. MANAGEMENT INFORMATION
9.1 The Supplier shall provide management information on a periodic basis relative to all activity undertaken by the Supplier as requested by the Authority.
9.2 Management information will be presented in a format as specified by the Authority.
10. CONTINUOUS IMPROVEMENT
10.1 The Supplier will ensure that Service delivery is continually reviewed and addressed so that improvements are continuously incorporated into the Authority’s Call-Off Contract. 
11. ADDITIONAL AUTHORITY SPECIFIC REQUIREMENTS
11.1 The Authority will specify prior to entering into a formal Call-Off Contract with the Supplier any additional requirements they require the Supplier to meet and/or provide. 
12. PAYMENT OF SERVICES
12.1 Payment methodologies will be different for each Call-Off contract. Typically the Supplier will be expected to deliver services invoicing or completing a claim for services.
12.2 The frequency and processes being determined by the ultimate funder for the contract. This process may involve suppliers being reimbursed once Nottingham City Council have been paid by the ultimate funder.
12.3 Once all invoicing/claim requirements have been met and not in dispute Nottingham City Council shall pay the supplier within thirty days
12.4 Some contracts will allow VAT to be added to invoices/claims. The details of such will be made clear in the Call Off Competition details. It deepens on the ultimate funder and the conditions they put into the contract with Nottingham City Council




ANNEX 2
Glossary of terms 
A detailed description of the requirement, together with formal definitions of the most important terms and phrases, are given in the rest of the document and in any accompanying appendices. For Suppliers’ convenience however, the following key terms, which are used throughout this document, are defined as follows: 
	Call-Off Competition 
	means a particular procurement exercise under the DPS, within a specific DPS lot or lots, intended to secure formal quotations from all of the DPS Suppliers within that lot(s). 

	Contract 
	means this specific contract let by the Authority under DPS CPU7057. 

	DPS
	means the Dynamic Purchasing system (CPU7057) established by Economic Development for the provision of Economic Development and Community Services. 

	Invitation to Quote
	means this document, inviting bidders to submit a bid. 

	Service Provider(s)
	means the Supplier(s) appointed by the Authority as a result of this Call-Off Competition under the DPS. 

	Services 

	means the requirements of the Authority (as appropriate) for the Services from time to time as detailed in Section 2 of this document, Requirement.] 

	Social Value
	means the wider financial and non-financial impacts of programmes, organisations and interventions, including the wellbeing of individuals and communities, social capital and the environment as outlined within The Public Service (Social Value) Act 2012.

	Supplier
	Means the entity that has been successfully admitted to a lot or lots on the DPS 

	Bid 
	means the Bid submitted by the Supplier to the Authority. 

	Terms and Conditions
	means the terms on which the Service Provider shall provide Services to the Authority as set out in the schedule of work for the particular bid
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