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Please read this entire document before completing your response.
__________________________________________________________________

	1. GENERAL INFORMATION


1.1 GENERAL INFORMATION
1.1.1 STAR Procurement Service is a Public Partnership (Joint Committee) created by Stockport, Trafford and Rochdale Councils and is the shared procurement service supporting each of these Councils in the procurement of its Supplies, Services and Works Contracts and Concessions.
1.1.2 Tenders are invited by STAR procurement, on behalf of Rochdale Council (the “Council”), from Organisations with relevant experience and ability to demonstrate sufficient capacity for providing the services for an external Market Operator (the Services).
1.1.3 This Invitation to Tender comprises Instructions for Tendering, General Information & Tender Evaluation; Part One Suitability Assessment Questionnaire; and Part Two Tender Response Document). Together with the listed Appendices, it sets out the nature and extent of the requirement and the conditions upon which the Services/Supplies are to be provided.
1.1.4 Bidders are invited to access the STAR Procurement website at www.star-procurement.gov.uk for tips on tendering and other additional information.
1.1.5 Bidders are invited to submit prices for the Services/Supplies as listed in the Pricing Schedule based on the details provided within this Invitation to Tender.
1.1.6 Bidders should note that any stated annual contract values provided are estimates and given for information and guidance only and the Council shall not be bound by such estimates.
1.1.7 In the event of any conflict arising between any of the provisions of the Invitation to Tender as issued by the Council and those submitted by the Bidder, the Invitation to Tender as issued by the Council shall take precedence.
1.1.8 Tender Timetable.  An indicative timetable indicating key dates is shown below.  This may be subject to change at the Council’s discretion:
	Activity
	Date

	Issue of Invitation to Tender
	10/10/2016

	Final Date for clarification questions
	Noon on 04/11/2016

	Tender submission date
	Noon on 11/11/2016

	Evaluation of tenders
	09/12/2016

	Tender Presentation/Interview
	w/c 12/12/2016  (If required)

	Standstill period begins
	12/12/2016

	Standstill period ends
	23/12/2016

	Expected date of Contract Award
	23/12/2016


	2. INSTRUCTIONS FOR TENDERING


2.1 INSTRUCTIONS FOR TENDERING
2.1.1 Tenders must be submitted electronically via the internet using the Council’s electronic tendering system, The Chest at www.the-chest.org.uk.  If your company requires any technical support in relation to the submission of its tender via The Chest, please contact The Chest helpdesk (managed by Due North) during business hours of 08:30 to 17:30, Monday to Friday (excluding public/statutory holidays) by following the instructions in the Supplier Support section of The Chest portal
2.1.2 If Bidders have any questions about the Invitation to Tender, such questions should be submitted to the Council using the ‘Question and Answer’ facility within the opportunity advertised on The Chest. A copy of the question and a copy of the written reply may be circulated to all Bidders, with anonymity of the Bidder preserved.  Bidders must not raise questions through any other channels, including emails direct to the Council or to STAR Procurement.  No questions will be responded to, other than those raised through The Chest as described above.
2.1.3 Bidders are advised to consider the Invitation to Tender in detail in order to satisfy themselves as to the nature and extent of the Council’s requirements.  Bidders are responsible for ensuring that they are fully familiar with the nature and extent of the requirements described in the Invitation to Tender for the Services/Supplies and shall obtain for themselves at their own expense all information necessary for the preparation of their tenders.
2.1.4 On submission of tenders, Bidders are obliged to state agreement to the Conditions of Contract/Framework Agreement contained at Appendix A.  Should Bidders consider that they will be unable to accept the Conditions contained at Appendix A, amendments should be requested in accordance with the procedure for asking questions described below, prior to the final date set for receipt of questions during the tender period.  The Council cannot guarantee that it will agree to any proposed amendments but will take all such requests into consideration before releasing a response; which will be made available to all participating Bidders.  The Council cannot enter into contract negotiations following receipt and evaluation of tenders.
2.1.5 Bidders should note that notwithstanding the invitation to submit a tender; the Council makes no representations regarding Bidders’ financial ability, technical competence or ability in any way to provide the Services.
2.1.6 The Invitation to Tender must be treated as private and confidential. Bidders must not disclose the fact that they have been invited to tender, or release details of the Invitation to Tender other than on an ‘in confidence’ basis to those who have a legitimate need to know; or with whom Bidders need to consult for the purpose of preparing the tender.  The Invitation to Tender shall remain the property and copyright of the Council.
2.1.7 The Council shall not be held liable for any costs, expenses and charges relating to or arising from the preparation of the tender including without limitation; the preparation of the documentation, attendance at meetings, attendance at presentations and inspection of premises.
2.1.8 The tender must be submitted strictly in accordance with the Invitation to Tender.  The tender must not be conditional or be accompanied by statements that could be construed as rendering it equivocal and/or placed on a different footing from any other Bidders. Only tenders submitted strictly in accordance with these instructions will be accepted for consideration.
2.1.9 Bidders shall not change the format of the tender document and shall complete Parts 1 and 2 of the Invitation to Tender (where appropriate to the stage of the tender) without modifying the forms, questions or format of the questions.  Non-compliance with this requirement may lead to rejection of the Bidder from the tender process.  Any unauthorised amendment, qualification or deletion of, or addition to, the Invitation to Tender issued by the Council may invalidate the tender.
2.1.10 A tender submitted in accordance with this Invitation to Tender will be deemed to remain open for acceptance or non-acceptance by the Council for a period of 90 days from the closing date stipulated. The Council may accept the tender at any time within this prescribed period.  The Council shall, however, not be bound to accept the lowest tender or any tender submitted.
2.1.11 The Council does not bind itself to accept the lowest; or any tender submitted and shall be at liberty to accept or reject (either in part or wholly) any tender (or modification of such tender) and/or abort the tender process at any time prior to award. In such circumstances the Council shall not incur any liability in respect of the tender submitted and will not be obliged to commence evaluation, or continue to evaluate tender submissions, or be liable for any costs incurred in connection with preparing and/or submitting and/or negotiating a tender. All such costs shall be borne by the Bidder themselves.
2.1.12 Where estimated annual/whole-life usage/service levels/volumes are indicated in the Invitation to Tender, such levels are approximate estimates of the annual/whole-life requirements of the proposed Contract.  The Council does not guarantee that the usage/service levels/volumes will be restricted to/achieve the amounts stated in the Invitation to Tender.  The successful Bidder will be expected to honour the actual required usage/service levels at the tendered rates.
2.1.13 The Council may, and hereby reserves the right to, alter the contents but not the intention of the Invitation to Tender prior to the closing date for tender submission. The Council will forward these amendments, in writing, to all Bidders.  No person other than the Council’s authorised service officer shall have the authority to vary any part of the Invitation to Tender and shall do so only in writing.
2.1.14 Before submitting their tender, Bidders are deemed to have fully satisfied themselves of the accuracy and sufficiency of the rate and prices stated, which, in the event of the tender being accepted shall (except insofar as it is otherwise provided) cover all the obligations under the Contract including without limitation; all fees, labour, equipment, and other overhead charges, expenses and disbursements and all general risks, taxation duties, liabilities, obligations and liabilities set out or implied as necessary to comply with the Contract.  No claim against the Council shall be allowed whether in contract or tort or under the Misrepresentation Act 1967 or otherwise on the grounds of any inconsistencies.
2.1.15 Tenders are submitted on the condition that the Council’s authorised service officer may, after opening the tender, discuss verbally or in writing with the Bidder the details of the documents submitted prior to formal acceptance of a tender by way of clarification (please note that such clarification enquiry does not in any way invite negotiation), without in any way committing the Council to accept such tender.
2.1.16 Bidders are required to complete Part One of the Invitation to Tender Suitability Assessment Questionnaire and Part Two of the Invitation to Tender, Tender Response Document in accordance with the Instructions for Tendering document.
2.1.17 Variant Tenders will not be accepted or Variant Tenders will be accepted subject to the criteria set out in section 4 (Tender Evaluation Award Criteria) below.
2.1.18 Submissions must be complete in all respects, with any appended and permitted supplementary material fully referenced to the relevant question within the Invitation to Tender.
2.1.19 Submissions must be made in English, in black script and shall be provided in a font size no smaller than 11 point.  Please note that that if a font size smaller than 11 point is used, the Council reserves the right not to proceed to evaluate the tender submission and it may result in rejection of the tender. 
2.1.20 The completed tender must be signed by the Bidder and submitted in the manner and by the date and time stated, together with all supporting documents as required by the Invitation to Tender.  All documents requiring a signature must be signed:
i) Where the Bidder is an individual, by that individual;
ii) Where the Bidder is a partnership, by two (2) duly authorised partners; and
iii) Where the Bidder is a company, by either two (2) directors or a director and the Company Secretary such persons being duly authorised for such purpose.
2.1.21 The successful Bidder will be required to execute a formal agreement prepared by the Council, which will include or refer to all relevant documents or information in the Invitation to Tender as forming the Contract.  No work should be undertaken in respect of the delivery of the Supplies/Services procured until the formal agreement has been signed or sealed by both the successful Bidder and the Council.
	3. INSTRUCTIONS FOR THE RETURN OF TENDERS


3.1 INSTRUCTIONS FOR THE RETURN OF TENDERS
3.1.1 Electronic submissions made via the Council’s electronic tendering system will not be permitted after the closing time has passed.  Bidders must ensure that they allow sufficient time for the successful transmission of their electronic tenders before the closing date and time.  The inclusion of graphics, logos, photographs etc. considerably increases the size of electronic files and should be omitted wherever possible.
3.1.2 Advanced Electronic signatures (supported by a qualified certificate as defined in the Electronic Signatures Regulations 2002) are not required where tenders are submitted electronically.  However, Bidders are requested to ensure that the Form of Tender and other certificates that are required to be signed contain a form of electronic signature such as typed name, scanned signature, electronic representation of a hand written signature, unique sequence of characters or signature created by cryptographic means.
3.1.3 Tender submissions shall be received by the Council by the closing date and time stated section 1.1.8 of this Instruction for Tendering document.  No submission received after the closing date and time will be accepted other than where there are exceptional circumstances which may be considered by the Director of STAR Procurement in their sole discretion.  Please note that tender submissions which are only partly uploaded at the closing date and time will be considered to have not been received and will be rejected by the Council.
3.1.4 Tender submissions shall be made in Microsoft Word (.doc; docx) format and any supporting documentation shall be submitted in either Microsoft Word (.doc; .docx), Excel (.xls; .xlsx).
3.1.5 The Council accepts no responsibility for any tender received in any way other than specified above. Tenders submitted in any other manner will be rejected by the Council.
	4. TENDER EVALUATION AND AWARD CRITERIA


4.1 TENDER EVALUATION AND AWARD CRITERIA
4.1.1 The evaluation in this tender process is undertaken in stages, as follows. 
4.1.2 Open Procedure 
Stage 1
4.1.3 Open Tender Evaluation of the Bidder’s business, generally by way of Suitability Assessment Questionnaire (Part one) by applying the Selection Criteria as set out in that Questionnaire.
4.1.4 The criteria described in the Award Criteria below, is the criteria used by the Council to determine the Most Economically Advantageous Tender. The information supplied by Bidder’s in response to the Quality Assessment question and the Pricing Schedule will be evaluated by the Council using the Award Criteria and designated weightings as set out below. The Contract will be awarded in accordance with this criterion.
4.2
TENDER AWARD CRITERIA
	Award Criteria for Quality Questions
	Percentage Weighting (Total ?%)

	4.2.1
	Quality Assessment
The Bidders’ responses to each of the Quality Assessment questions 1 to 19 will each be evaluated and  a score from 0 (zero) to 4 (four) in accordance with the Scoring Criteria (set out in Section 4.9 below) will be allocated to each response. Each score  will then be weighted in accordance with the weightings allocated to each question, such that the total weighting applied to the Quality Assessment shall be that stated in this table

	50%

	4.2.2
	Key Performance Indicators Response
The Bidders’ response to the KPI question 5.01 of Part 2 (Tender response Document)  will be evaluated and  a score from 0 (zero) to 4 (four) in accordance with the Scoring Criteria (set out in Section 4.9 below) will be allocated to the response. The score  will then be weighted in accordance with the weightings allocated to the question, such that the total weighting applied to the response shall be that stated in this table


	15%

	4.2.3
	Social Value Statement

The Bidders’ response to the of the Social value question 6.01 will be evaluated and a score from 0 (zero) to 4 (four) in accordance with the Scoring Criteria (set out in Section 4.9 below) will be allocated to the response. The score will then be weighted in accordance with the weightings allocated to the question, such that the total weighting applied to the Social Value shall be that stated in this table.

	10%

	Award Criteria for Price Evaluation
	Percentage Weighting (Total ?%)

	4.3
	Price Evaluation
Price will be evaluated from the Bidder’s Total Prices for both Required and Provisional Services set out in the completed Pricing Schedule

Any tender which does not comply with the instructions regarding completion of the Pricing Schedule or where the Bidder’s Price submission is considered by the Council to be economically unviable will result in exclusion


	25%


	4.3.1
	Total Score
	100%


4.4 INTERVIEWS
4.4.1 Bidders may be asked to attend an interview at which a presentation may be requested.  Evaluation interviews will be held in Rochdale Council and provisional dates for interviews will be advised by the Council at a later date, if required.
4.4.2 In the event that Clarification interviews are required, Interviews will not be scored, but the information given may be used to moderate tender evaluation scores in relation to relevant parts of a Tender submission.  Bidders must ensure that they have a representative available to answer any clarification questions (if they arise) in relation to their tender submission.  Responses to clarification questions will be used to moderate tender evaluation scores in relation to relevant submissions.
4.5 DUE DILIGENCE
4.5.1 Following the evaluation of tenders, the Council may conduct a period of due diligence with the top scoring Bidder(s) prior to making a decision to award the Contract.  Bidders must ensure that they have a representative available to answer any clarification questions (if they arise) in relation to its tender submission and must be prepared to furnish the Council with copies of all documentation requested in respect of any self-certification.
4.6 The Council reserves the right to reject any tender where the tender response has not been fully completed.
4.7 SCORING CRITERIA
4.7.1 The Quality Assessment, Price Evaluation, Social Value Statement (and Presentation/Interview) submissions requested in this Invitation to Tender will be evaluated in accordance with the Scoring Methodology set out in section 4.9.
4.8 QUALITY ASSESSMENT
4.8.1 Bidders shall submit The Quality Assessment which comprises of the evaluation of Bidder’s responses to the Quality Assessment questions and Social Value Statement listed, in Part Two of the Invitation to Tender.
4.8.2 Bidders are permitted to append any relevant supporting evidence in support of their responses however this will count towards the word count for each quality question.
4.8.3 Any such supporting evidence:
i) must be clearly marked with the question number or reference to which question of this Invitation to Tender it to which it relates; and
ii) will be taken into consideration with regards to any set word limit determined by the Council in respect of one or more responses to this Invitation to Tender but, Bidders must not use appendices as a means to continue its response.
4.8.4 The Council has the absolute discretion to disregard any appendices, either in part or in full, that contain information that is not relevant supporting information.
4.8.5 Responses to each Quality question and the Social Value Statement will be scored on a grading system from 0 (zero) to 4 (four) and that score shall then be weighted in accordance with the percentage weighting allocated to the individual Quality Assessment question or Social Value Statement within the Invitation to Tender.  The grading shall be applied as follows:
4.9 SCORING METHODOLOGY
	Scoring criteria 
	Max score

	Assessment
	Interpretation
	

	Unacceptable


	Does not meet the requirement. Does not comply and/or insufficient  information provided to demonstrate that the supplier has the ability, understanding, experience, skills, resource & quality measures required to provide the supplies, with little or no evidence to support the response

OR

No response
	0

	Serious Reservations
	Satisfies the requirement with major reservations. Considerable reservations of the supplier’s relevant ability, understanding, experience, skills, resource & quality measures required to provide the supplies, with little or no evidence to support the response
	1

	Minor Reservations
	Satisfies the requirement with minor reservations. Some minor reservations of the supplier’s relevant ability, understanding, experience, skills, resource & quality measures required to provide the supplies, with little or no evidence to support the response
	2

	Acceptable
	Satisfies the requirement. Demonstration by the supplier of the relevant ability, understanding, experience, skills, resource & quality measures required to provide the supplies, with evidence to support the response
	3

	Good
	Satisfies the requirement with minor additional benefits. Above average demonstration by the supplier of the relevant ability, understanding, experience, skills, resource & quality measure required to provide the supplies. Response identifies factors that will offer potential added value, with evidence to support the response
	4


4.10 EVALUATION PANEL
4.10.1 The evaluation panel will individually score responses to the Quality Assessment questions in accordance with the above procedure, after which, the panel will come together to moderate and produce a single score for each Bidder’s response to each Quality Assessment question
4.11 PRICE EVALUATION
Bidders shall complete and submit the Pricing Schedule provided at Appendix C in the format provided and in accordance with the requirement of this Part One of the Invitation to Tender.
4.11.1 All Rates inserted and Prices must be quoted in pounds sterling to two (2) decimal places (exclusive of Value Added Tax).
4.11.2 Bidders shall insert a Rate or Price for each and every item/service specified and shall not group together items or state “incl.” against any item. A Rate or Price of £0.00 inserted by Bidders will be assumed to be provided by the Bidder free of charge.
4.11.3 Bidders must also indicate all other costs that will be associated with the contract e.g. rates, expenses etc. No claim for additional payment will be considered for items that have not been specified.
4.11.4 Bidders shall not state a range of Prices for any item or totals calculated.
4.11.5 Bidders shall check tenders before submission to ensure that all price elements of the tender have been verified and correctly totalled.  If arithmetical errors in tenders are discovered during evaluation, the Council will correct those errors and Bidders will be requested to either confirm acceptance of those corrections or withdraw their tender.  For the avoidance of doubt, no rates or lump-sum prices will be adjusted or additional rates or lump-sums added or removed from Bidders’ submissions and only computation errors will be corrected.
4.11.6 Detail basis on which prices are to be set- fixed for period, cost plus, annual inflation review.
4.11.7 The Council will seek clarification from Bidders for any submitted tender which is considered by the Council to be economically unviable.  Following a review of any submission made by a Bidder in response to such a clarification, if the Council remains of the opinion that the submitted tender is economically unviable, the Council will reject that tender.
4.11.8 The Total Price Submission scores will be normalised so that the normalised highest return to the Council will attract the highest price submission score i.e. 25%.
	5. TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) TUPE


5.1 TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) REGULATIONS 2006 (AS AMENDED) (‘TUPE’)
5.2
It is the Council’s view that TUPE will not apply to this Procurement. However it is each Organisations responsibility to consider whether or not TUPE applies and Organisations should take their own legal advice as to whether TUPE will apply and the financial implications for their Tender.
5.3
Organisations must indicate in their Tender whether their Tender submission is not based on TUPE applying.
5.4
If TUPE applies there is an obligation to consult with recognised trade unions and employee representatives about any likely consequences for staff (envisaged measures).

	6. FREEDOM OF INFORMATION


6.1 FREEDOM OF INFORMATION

6.2      The Council is subject to The Freedom of Information Act 2000 (“Act”) and The                  Environmental Information Regulations 2004 (“EIR”).
6.3      As part of the Council’s obligations under the Act or EIR, it may be required to disclose information concerning the procurement process or the Contract to anyone who makes a reasonable request.
6.4      If Organisations consider that any of the information provided in their Tender is 

commercially sensitive (meaning it could reasonably cause prejudice to the organisation       If disclosed to a third party) then it should be clearly marked as "Not for disclosure to third   parties” together with valid reasons in support of the information being exempt from disclosure under the Act and the EIR.
6.5      The Council will endeavour to consult with Organisations and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR.  However the Council shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information.  The Council must make its decision on disclosure in accordance with the provisions of the Act or the EIR and can only withhold information if it is covered by an exemption from disclosure under the Act or the EIR.
6.6
The Council will not be held liable for any loss or prejudice caused by the disclosure of information that:
6.6.1
has not been clearly marked as "Not for disclosure to third parties" with supporting reasons (referring to the relevant category of exemption under the Act or EIR where possible); or
6.6.2 
does not fall into a category of information that is exempt from disclosure under the Act  or EIR (for example, a trade secret or would be likely to prejudice the commercial interests of any person); or
     6.6.3

in cases where there is no absolute statutory duty to withhold information, then not withstanding the previous clauses, in circumstances where it is in the public interest to disclose any such information.
7. 

	PARENT COMPANY GUARANTEE AND INDEMNITY


7.1 PARENT COMPANY GUARANTEE AND INDEMNITY
7.1.1 Where a successful Bidder has indicated in their response to Section 4.3a of the  Suitability Assessment Questionnaire that their immediate or ultimate parent or holding company (as applicable) is prepared to guarantee their performance of the Services under the Contract, then the Council reserves the right to request at the same time it awards the Contract a Deed of Guarantee and Indemnity in the form set out in Appendix F to the Invitation to Tender
7.1.2 The guarantee:
i) MUST be duly signed by the relevant immediate or ultimate parent or holding company of the successful Bidder (as applicable), as specified in Section 4.3 of the completed Pre – Qualification/Supplier Suitability Questionnaire;
ii) but NOT dated; and
iii) sent in duplicate prior to the Contract being awarded
7.1.3 Failure by the successful Bidder to supply this document, where they have otherwise indicated that they will procure such a guarantee in their response to Section 4.3 of the Company Information Document will result in the award of the Contract and the commencement date for the provision of services being delayed. If the successful Bidder refuses to provide the required form of Deed of Guarantee and Indemnity then the Council reserves the right to award the Contract to the next highest scoring Bidder on this procurement exercise.
7.1.4 The Council will not accept any proposed amendments to the terms and conditions to the form of Deed of Guarantee and Indemnity. Any attempt to amend the terms and conditions may also result in the tender being equivocal and the Bidder not being awarded the Contract, whereby the Council will award the Contract to the next highest scoring Bidder on this procurement exercise.
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