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SECTION A = INSTRUCTIONS & INFORMATION

Al DEFINITIONS

In this Invitation to tender the following words and expressions shall have the following

meanings set out below: &%
/ N

Term Definition RN\Z

Applicant Shall mean the organisation responding to this Invitatio@tb‘Tender

(ITT) O
Authority Shall mean Mid Devon District Council \,/V
Supplier means the contractor appointed to provide the)Services for the

Councill

Clarification Period

means the time during which clarificationg ®8sociated with the ITT
or any support documentation may lé}sought in writing to the

Contact Officer _ %
Commencement Date means the date when the Contr&&t) commences as indicated in
section 3.3 of this ITT A

Consortia/Consortium

Shall mean two (2) or mor fsons, at least one of whom is an
economic operator, acting\d tly for the purpose of being awarded
a public contract (p nt to Regulation 19 of the Public
Contracts Regulationg2015)

Contact Officer

means Chanelle @éby (Procurement Manager) at Mid Devon
District Councj ﬁhose e-mail is cbusby@middevon.gov.uk and
Tel: (01884K 4228. [NB. Questions in relation to this contract
should be&submitted through the Question & Answer (Q&A)
Facility the Supplying The Southwest portal and not direct to
the ¢t ct or any Officer]

Contract Sha}‘*fnean the Agreement between the Contracting Authority and
Contractor for the provision of the Services, which will be
Q\awarded to a successful Applicant(s).
Contract Award Notice-\ » | For above threshold opportunities, tells the market who won
,\é\’ the contract through the Official Journal of the European Union.
Contract Notice %U For above threshold opportunities, an official call for
A competition through the Official Journal of the European Union.
Contractor/i\?:\‘ Shall mean the Applicant/s awarded the contract culminating from
O\ an offer to supply accepted by the Contracting Authorities.
Counci}O" means Mid Devon District Council

Emplayers' Liability

(Cg%-pulsory Insurance)
<

Shall mean an insurance that enables organisations to meet the
costs of damages and legal fees for employees who are injured
or made ill at work through the fault of the employer. Employees
injured due to an employer's negligence can seek compensation
even if the organisation goes into liquidation or receivership. The
NHS can also claim the costs of hospital treatment (including
ambulance costs) when personal injury compensation is paid. This
applies to incidents that occur either on or after 29 January 2007.
By law, an employer must have EL insurance and be insured for
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at least £5 million. Most insurers automatically provide cover of
at least £10 million. The insurance must cover all the
organisation’s employees in England, Scotland, Wales and
Northern Ireland.

If the organisation is not a limited company, and you are the only
employee or you only employ close family members, you do not
need compulsory Employers’ Liability Insurance. Limited
companies with only one employee, where that employee'&l 0
owns 50 per cent or more of the issued share capitalidpt the
company, are also exempt from compulsory EmployersyiLiability
Insurance. However, there is nothing to preven exempt
employer from choosing to buy this insurance iR)view of the
financial security it can provide. R

Form of Tender

means the form submitted by the Applicant tc{(ﬁw’e Council as part
of the Tender, a draft of which is annexed :

Services Means the project management tasks a@%ecified at Section B -
Specification NS
ITT means this Invitation To Tender 0"

Lead Applicant

Shall mean the organisation Iea.eki'r?g the bidding process on behalf
of its consortia or sub-contragi$ppartners

MDDC means Mid Devon District &uhcil
MEAT Shall mean Most Econopdiedlly Advantageous Tender
Member

Shall mean the electq%\s\ouncillors representing the wards and the
business-owners, 8§I ents and visitors thereof within the district
of Mid Devon <\

Official Purchase Order

Shall mean t@‘@tuthority’s Official Purchase Order, to which these
conditions afply

OJEU Official J@yrnal of the European Union
PIN For akgdve threshold opportunities, Prior Information Notice (as
pu ed in the Official Journal of the European Union) used as

afpdlert of an upcoming opportunity or as a call for competition.

Pricing Schedule

Q\Efeans the schedule of prices at Section E required to be

completed by the Applicant as part of the Tender

~

Professional Indemr@v

Insurance Oéo
N\
@?‘
OQ‘
K
S
<2\\
<<O

Shall mean a liability cover that provides protection for negligent
advice or a service provided by the organisation, it also protects
against damages the organisation becomes liable for in relation to
mistakes made such as errors of judgement, basic administration
errors, mislay of or damage to clients' documents. It is designed to
safeguard it against claims made by clients for any resulting
financial loss or damage to their reputation. This type of insurance
should also cover legal fees and costs.

Individuals and organisations that provide professional advice or
consultancy services need Professional Indemnity cover.

Public Liability Insurance

Shall mean an insurance that covers members of the public or
customers coming to the organisation’s premises or if the
organisation’s staff go to theirs (including if the organisation is
based ‘at home’).

It covers any awards of damages given to a member of the public
because of an injury or damage to their property caused by the
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organisation. It also covers any related legal fees, costs and
expenses as well as costs of hospital treatment (including
ambulance costs) that the NHS may claim from the organisation.
Premiums are based on the type of business and rated on an
estimate for the level of activity of the business.

Specification

Shall mean the detailed description of the Council’s requirements

Submission

Shall mean the correct and proper process for submitting the
Applicant’s bid electronically. All bids shall be submit in
accordance with the ‘Submitting the Tender Response’ sa§tion of
the ProContract ‘How to Guide’ Supplier Gui%ib ntitled

‘Responding to Tenders’, which can be found froQ) he ‘Help’
screen on the system. Q
Applicants will not e-mail their bids directly to a med person/s

within the Authority or to any of the Authofdy’s generic e-mail
addresses. ©

Applicants will not attach their bids to a@part of the ProContract
system other than described Withi%@he document referred to
above.

Applicants will not send their bjés&to the Authority in a paper or
other ‘hard’ format unless speé/?dnally requested to do so within the
associated bid documenta@:

Any Submissions that 0 accord with the guidelines set out
above shall be consi as non-compliant and will be treated as

such. O

Supplying the South
West

Shall mean the.QG?endering portal through which the Authority
advertises pr%{@-rement opportunities and conducts procurement
processes gfetfronically

Tender Documents

Shall me@f{/our written offer to Contract Services at the cost/s or
rate/séecified in any subsequent documentation
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A3 THE PROCUREMENT OPPORTUNITY

3.1 Background

Mid Devon District Council wishes to procure consultancy work in relation to the Culm
Garden village. This opportunity specifically relates to the procurement of consulta@jy
support for the management of this project. é\

S
In March 2016 the Department for Communities and Local Governmer@%CLG)
published a prospectus titled ‘Locally-led Garden villages, Towns and éﬁes’ which
aimed to deliver accelerated housing supply through the support of highQuality locally-
led schemes that will realise a new generation of garden villages, to@’and cities. Mid
Devon District Council submitted an expression of interest for a ‘Cula*~garden village for
up to 5,000 dwellings on land to the east of Cullompton. ((/%
O

The submission Local Plan Review identifies land to t ast of Cullompton as a
suitable location for strategic growth and includes a dqf policy for the allocation of
mixed use development including 1,750 dwellings wit 4t least a further 800 post 2033.
In addition a neighbourhood planning exercise for ompton is well underway and is
expected to set out aspirations for community i &ucture [facilities on further land to
the east of Cullompton.
2

The prospectus represented an opportqu/"to apply for Government support to help
deliver the Council’'s and local conﬁ@mity’s aspirations for land to the east of
Cullompton, which is considered t ster resources for the project, reduce risk and
could result in infrastructure inv ent through the Government’s capital road and rail
programmes and Housing In ructure Fund. Improved road and infrastructure at
junction 28 of the M5 has y been identified as being required and the Local Plan,
both adopted and propos? spire to see the reopening of a Cullompton railway station.
The garden village t ore represents an opportunity to raise the profile of the
proposals and gain ernment assistance in its delivery.

The Governm confirmed via a ministerial announcement on 2 January 2017, the
success of Devon’s expression of interest for a garden village, one of 14 to be
announc @nationally. The expression of interest was supported by Cullompton Town
Councik\\éjllompton Neighbourhood Plan Steering Group and the Heart of the South
Wes@kocal Enterprise Partnership.

ce the announcement of garden village status, work has started to identify and scope
§0ut priority work streams and tasks, critical path and milestones for project progress.

Q~
59 Aims

The aim of this procurement exercise is to award a contract for the project management
of ‘Culm’ Garden Village.



https://www.middevon.gov.uk/media/342814/culm-garden-village-mid-devon-eoi-submission_low-res2.pdf
https://www.middevon.gov.uk/resident-links/planning-policy/cullompton-town-council/
https://www.middevon.gov.uk/resident-links/planning-policy/cullompton-town-council/
https://www.middevon.gov.uk/resident-links/planning-policy/cullompton-neighbourhood-plan/
https://www.middevon.gov.uk/resident-links/planning-policy/the-heart-of-the-south-west-hotsw-lep/
https://www.middevon.gov.uk/resident-links/planning-policy/the-heart-of-the-south-west-hotsw-lep/
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Contract Period

The Council will initially be offering a 12 month contract, but there is intention to extend it
beyond this term, subject to successfully obtaining Government funding. Accordingly this
procurement should be regarded as a fixed term contract, but with potential extension by
prior agreement. It is likely that contract extensions will be in 12 month blocks.

Due to the need for the Council to competitively bid for traches of Government fundi ,%it
Is not possible at this time to state the exact number of potential extensions whick&will be
available. However this procurement procedure and the associated OJEU ce will
allow for up to 9 one year extensions, giving a total potential contract period 6(10 years.

Procurement Timetable — Open procedure 0\>/

The Authority proposes the following timetable for the award of th%ﬁ)ntract(s):

~X/
Publish Contract Notice _04/07/2017
Documents distributed to Applicants (ITT) (\\?04/07/2017
Clarification questions to be submitted by K'\V 26/07/2017
Clarification responses to be issued by ;5" 28/07/2017
Submission of ITT ,  12noon 03/08/2017
Evaluation . i\v 04/08/2017 — 11/08/2017
_Optlo_n to invite short listed applicants N wic 14/08/2017
interview N
Decision N\ 31/08/2017
Standstill period oK 01/09/2017 — 11/09/2017
Contract Award AN 12/09/2017

Contract Start /O w/c 18/09/2017

The Authority reserves théﬁght to change the above timetable and Applicants will be
notified accordingly if t@é is a change.

Authority Repre\s}ntative

No person i fo Authority’s employ or other agent, except as so authorised by the
Authority@ orised Officer or Procurement Representative, has any authority to make
any re ntation or explanation to Applicants as to the meaning of the Contract or any
oth cument or as to anything to be done or not to be done by Applicants or the

S ssful Applicant or as to these instructions or as to any other matter or thing so as to
&ud the Authority.

Authority Authorised Representative contact details:

Adrian Welsh Email: awelsh@middevon.gov.uk
Tel: 01884 234344

Tina Maryan Email: tmaryan@middevon.gov.uk
Tel: 01884 234336

Procurement Representative contact details

Mrs Chanelle Busby | Email: cbusby@middevon.gov.uk
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| Procurement Manager | Tel: 01884 234228

3.6 Consortia and Sub-contracting

Where an Applicant wishes to make its application as a Consortium or utilising sub-
contractors the Authority advises the group of organisations to select a Lead Applicant in
whose name the ITT response is to be submitted. The Lead Applicant is advised to &
confirm precisely what the arrangements are within the ITT including providing theqfﬁ!es
of all of the organisations to be involved, the nature and extent of their involvem nd
proposals regarding the structure and management of the Consortium or arra ents.
Such details should be provided within Section F Forms and should enable Authority
to assess the overall Consortium or core supply base. \>/

shareholding of the constituent members within the Consortium exact nature of

OC)

v
Applicants that wish to bid as a Consortium or sub-contr r are discouraged from also
making their own individual application or from particip%ing in Consortia or providing sub-
contracting arrangements for multiple Lead Applicants,

The Lead Applicant should provide details of the actual or propogﬁ%rcentage

and degree to which the Services will be sub-contracted.

&
The Authority recognises that arrangements in %tion to Consortia and sub-contracting
may (within limits) be subject to future chan pplicants should therefore respond to

this opportunity in the light of the arrange s as they are currently envisaged.
Applicants are informed that any future <k nge in relation to Consortia and sub-
contracting must be notified to the gé&brity during the procurement process or in the
event that they are the successfulddntractor and in any event as soon as that change is
known. The Authority may the @ e a further evaluation of that Applicant or Contractor
by applying the Qualification <§@éria to the new information provided. In the event that the
Authority’s evaluation of t ew information results in an outcome that is different from
the original, the Author; serves the right to deselect that Applicant from the process
on those grounds a e Applicant shall be notified accordingly. As such, the Lead
Applicant shall undertake to ensure that any change to its Consortium or sub-contractors
shall not have gative impact upon the arrangements.

If a Consortiufis not proposing to form a corporate entity, full details of alternative
proposed ngements should be provided. Where the proposed Lead Applicant is a
specggq\pose vehicle or holding company, information should be provided regarding

the e t to which it will call upon the resources and expertise of its members.

ase note that the Authority reserves the right to require a successful Consortium to
e rm a single legal entity in accordance with regulation 19 of the Public Contracts
QO Regulations 2015.
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UNDERSTANDING THE PROCUREMENT PROCESS

4.1

Procurement Procedure

The procurement procedure that the Authority has selected is an open tendering
procedure in accordance regulation 27 of the Public Contracts Regulations 2015 and with

the Authority’s Contract Procedure Rules. &%
This means that any supplier who is interested in the contract may submit a tend@((/
Invited Applicants that submit a completed tender shall be evaluated in acc&@%nce with
the criteria outlined at 4.2 Evaluation and the information contained withir\i/t hall be used
by the Authority as the means to make a Contract award decision. <(0\/

All procurement activity will be carried out with full consideration gﬁr\e following

principles:
&
1. Equal treatment «O
2. Non-discrimination A
3. Mutual Recognition Q/%
4. Proportionality Q/Q‘
5. Transparency \é\
4.2  Evaluation O\)Q
<
The evaluation process is a critical {frof the tender process and is the means by which
the Authority is able to assess to @fm to award the Contract.
&)
The information disclosed b)Qgpplicants in its bid will be used in this evaluation process
and for evaluation purpos(ebﬁ’pnly, except where indicated otherwise.
S
This stage of the erJeugﬁon is called the Award stage.
The following@éria and weightings will be applied in the evaluation of the
submitted re§)onses:
N
@?‘
&
2
X
<

10




Confidential — Open Procurement Process

Crown

CDmmEﬂ:lal DISTRICT COUNC

Service

Sub Criteria  ,, ~ .. .
Award Criteria % ST
Breakdown
Breakdown
Understanding of the projects’ context and subject area 150
including garden village aspirations and concepts. °
A clear understanding of the requirements of a garden 15% é&%
village project management role ®(<,
Knowledge and experience of local Government and 15% (.\5
political awareness. o
Capacity and availability of the suggested individual /
team to deliver the project locally (from Tiverton and / or }(@6’
Cullompton, Devon)
Risk Management g 0 10%
Price O  30%
\
QO
4.3 Award Process A

Advantageous Tender and as such Applicants résponses to the questions asked should
give a clear indication of what the organlsatlal ffering for the price/s quoted in Section
E the Pricing Schedule.

o
Award criteria are those that can be considered inis%{géssing the Most Economically

4.4 Award Questions Q,Q‘

<<O

The Award guestions can be four&@h Section D Award and are for all Applicants to answer

in full. Q/

Applicants should be aw. éﬁ(at the responses provided to the questions within the award
section of Section D AW will be evaluated against a marking system that awards the
highest marks to Ap hts who show innovation, creativity, further relevant details and
information that c uﬁi*potentlally enhance the Applicants proposal. It should be noted that
to achieve the I@ st marks available for the question you should not only meet but
exceed the requirements of the question.

The Au l@ﬂy has not provided a word limit for responses to the questions in Section D
Awar owever the Authority would like to inform Applicants that responses should be
t to the question and applicable in length. Supporting information may be

mitted, provided that it is clearly referenced in the question to which it clearly relates

&and appended to the main bid.

Any responses to any questions in this section or any other part of your bid that are later
found to be incorrect against any of the questions or requirements in the Award sections
may lead to you being exempted from this or any future procurement processes lead by
the Authority and could cause the termination of any resultant Contract.

11
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4.5 Marking Guidelines

The questions within Section D Award will be evaluated against the following marking
system:

Score 0 No response | No response

Very poor proposal/ response; does not cover S
the associated requirements, major i\
Extremely L oo ((\
Score 1 deficiencies in thinking or detail, significant y
Weak g J DT U . Q
detail missing, unrealistic or impossible to C)\)
implement and manage O

Poor proposals/ response; only partially covers
the requirements, deficiencies in thinking or
detail apparent, difficult to implement and
manage , 9

Q
b\/\Weak

N

Score 2 Very Weak

Mediocre proposal/ response, moderate ()‘V
coverage of the requirements, minor v
deficiencies in either thinking or detdib,
problematic to implement and mapage

Score 3 Weak

. Proposal/ response partially s ies the
Fair- Below . . N
Score 4 requirements, with small d ncies apparent,
Average )
needs some work to full erstand it

Fair — Satisfactory proposal/gesponse, would work to

Score 5 deliver all of the A ity’s requirements to the
Average -
minimum level <\

Satisfactory p sal/ response, would work to
Fair — Above de_li\_/er all ofthe Authority’s r_equirements to the
Score 6 Average minimu ([g\vel with some evidence of where

the A ant could exceed the minimum
requftements

Fair -
Good

§od proposal/ responses that convinces the
maUthority of its suitability, response slightly
Score 7 Good ? exceeds the minimum requirements with a

Vv | reasonable level of detall

(@) Robust proposal/ response, exceeds minimum
@%n requirements, including a level of detail or
A 9 evidence of original thinking which adds value
A‘QV to the bid and provides a great deal of detail

Score 8

@) Proposal/ response well in excess of

Sco@gj Very Strong expectations, Wlth_a comprehens_lvg level of
detail given including a full description of

techniques and measurements employed

Strong -
Excellent

Fully thought through proposal/ response,
which is innovative and provides the reader
with confidence of the suitability of the
approach to be adopted due to the complete
level of detail provided

Outstanding/

Score 10 Excellent

12
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4.6 Clarification and Circular Advices

If your organisation has any questions relating to any part of this questionnaire or to the
procurement process as a whole, please contact the Procurement Representative detailed
within this Section A Instructions and Information.

There will be no negotiations of any of the substantive terms of the documents. Only «\%
clarification queries relating to the documents will be answered. @((/é
Applicants shall submit all clarification questions via the Supplying the South é}?e-
Tendering portal before twelve (12) noon on the date given at 3.3 Procurem imetable

of this Section A Instructions and Information. O\y
Applicants should note that unless your question is innovation base G;ésponses will be
provided to all Applicants. The identity of Applicants raising any ions will remain

confidential and you should refrain from signing off your name @r,eompany in the content
of your question.
e

Any instruction by the Council prior to the due date will b?\issued to all Applicants via the
Supplying the South West e-Tendering portal. Q/Qg/

If during the period the Authority or Awarding Ab@i%l’ity in the case of a Framework
Agreement issues any circular letters to Appligants in order to clarify or alter part of the
documents, then such circular letters shall form part of the Contract and Applicants shall
be deemed to have taken account of t in preparing their bid. Applicants shall also
promptly acknowledge any circular Ieé?gI that they receive.

CQ\Co
4.7 Interview Qg/

The Authority reserves the t to invite short listed Applicants for interview with the key
stakeholders involved ing@vance of contract award. Should the Authority wish to

undertake an intervie cess, applicants will be contacted, detailing the date, time and
location. L.
\%

Applicants shofisted and invited to interview must be available for the timescales
indicated wi this section A Instructions and Information. Specific dates/times for each
Applica % nterview will be finalised and Applicants will be informed after the Authority
has r& ed the Tenders.

gg)/iews will be for the purpose of ensuring that shortlisted Applicants have full

s mprehension of all that is required under this Contract and that all information submitted

<<O is accurate. This exercise will be for clarification purposes and may lead to revised scoring
as part of the evaluation, should clarification elucidate issues that would otherwise have

been unclear

4.8 General Conditions

The price offered by the Applicant shall be firm and fixed for the period as stated for the
duration of the Contract. Any percentage discounts that may be applied must be detailed
in the same. Price variation during the term of Contract will be by negotiation only via

13
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formal performance review meetings. Any price variations will not take effect until they
have been mutually agreed by both Authority and Applicant and the former receives
confirmation in writing from the latter.

Should the Contract be extended to its full term, any price variations will be by negotiation
only, following the process as stated above. All prices submitted shall be in pounds sterling
and shall be exclusive of Value Added Tax (VAT) or in the unit prescribed by the ITT S
documentation. &
S

4.9 Rejection of Offers Q
Q\B

The Authority may at its absolute discretion refrain from considering or rejec offer if: it
is incomplete or vague or is submitted later than the prescribed date and tiq€; or it is not in
accordance with the approved format and all other provisions of the do ents orisin
breach of any condition contained within it. %03

&

Any Submission in respect of which the Applicant: O

Has directly or indirectly canvassed any Official, Member og@fficer of any of the Authority
or obtained information from any other person who hasesen contracted to carry out the
delivery of the contract for the Authority concerning t ard of the Contract or who has
directly or indirectly obtained or attempted to obtag¥dhformation from any such Official,
Member or Officer concerning any other Applica\q\'

r

Fixes or adjusts the prices shown in Secti ‘é Pricing Schedule by or in accordance with
any agreement or arrangement with anxb er person; or

Communicates to any person othe@éﬁ the Authority the amount or approximate amount
of the prices shown in Section cing Schedule except where such disclosure is made
in confidence in order to obtali otations necessary for the preparation of the bid or for
the purposes of insuranceg%fmancing; or

Enters into any agree@hs«nt with any other person that such other person shall refrain from
submitting an offer.dr shall limit or restrict the prices to be shown or referred to by another

Applicant; or \'
3

Offers to a %to pay to any person having direct connection with the procurement

oes pay or give any sum of money, inducement or valuable consideration,
indirectly, for doing or having done or causing or having caused to be done in
to any other Applicant or any other person’s proposal, any act or omission,

shall not be considered for acceptance and shall accordingly be rejected by the Authority

QO provided always that such non-acceptance or rejection shall be without prejudice to any
other civil remedies available to the Authority or any criminal liability which such conduct
by an Applicant may attract.

4.10 Acceptance of Offers

The Authority shall accept what it considers to be the Most Economically Advantageous
Tender. The Authority reserves the right to award the business in whole to one Applicant,

14
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in part to more than one Applicant or to make no award at all. The Authority is prepared to
consider part bids as appropriate.

4.11 Award of Contract

The successful Applicant shall conclude a formal Contract with the Council, which shall
embody the Applicant’s offer. No Applicant may consider itself successful unless and until
a formal Contract has been signed by a Duly Authorised Officer of the Authority and co-
signed by the Applicant’s Authorised Officer. A
&

The offer shall remain open for acceptance for a period of six (6) months from th%&%sing
date for the receipt of Submissions. O

@)

4.12 Bribery Act Q
. : : . \/
The Bribery Act 2010 modernises the law on bribery and came in to for Nen 01 July 2011.

The Act requires Public Bodies to ensure that they have procedures @ lace to prevent
bribery by persons associated with them. Q/%
O

As part of this responsibility all Applicants should make thems?&’es aware of the
obligations set out at http://www.iustice.qov.uk/quisIation/h@ery.

A
- - &
4.13 Counter Terrorism and Security Act 2015 &

Section 29 of the Counter Terrorism and Securit 'A%f 2015 places a duty on Local
Authorities in the performance of their duties t éve “due regard to the need to prevent
people from being drawn into terrorism”. Th t requires the Authority to ensure that its
procedures help to ensure a better unders@lding of radicalisation so that strategies can
be put in place to deal with it. <&

L&

As part of this responsibility all A;@@ants should make themselves aware of the
obligations set out at http://wm\&@,eqislation.qov.uk/ukpqa/2015/6/contents.

&
4.14 Modern Slavery Act 20

Regulation 19 of the ern Slavery Act 2015 incorporates the offences under Section 1,2
or 4 of the Modern Slavery Act 2015 into Regulation 57 of the Public Contract Regulations
as grounds for m@datory exclusion at selection stage. Section 54 of the Act also requires
businesses wkish meet certain criteria to prepare and publish a slavery and human
trafficking s\ ment.

A

Asp this responsibility all Applicants should make themselves aware of the
obligations set out at http://www.legislation.gov.uk/ukpga/2015/30/contents/enacted.
N

4. ocal Government Transparency Code 2015

< The Government has set out the need for greater transparency across its operations to
enable the public to hold public bodies and politicians to account. This includes
commitments about public expenditure, intended to help achieve better value for money.

As part of the transparency agenda, the Government has made the following commitments
for procurement and contracting.
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Local authorities must publish details of any contract, commissioned activity, purchase
order, framework agreement and any other legally enforceable agreement with a value
that exceeds £5,000.

For each contract, the following details must be published

e reference number

£
e title of agreement (<§
¢ local authority department responsible 0\5®
e description of the goods and/or services being provided QO
e supplier name and details Qg\y
e sum to be paid over the length of the contract or the estim&/@annual spending or
budget for the contractl7 Q)
e Value Added Tax that cannot be recovered ,&O?@
e start, end and review dates A

S
e whether or not the contract was the result g fo/invitation to quote or a published
invitation to tender, and A

. N L . .
e whether or not the supplier is a sma%@smedlum sized enterprise and/or a
voluntary or community 40

Applicants and those organisations | éﬁﬁg to bid for public sector contracts should be
aware that if they are awarded a @government contract, as a public sector organisation,

we will publish that contract. In e circumstances, some information will be made
unreadable before they are ished so we comply with existing law and for protecting
national security. ?C?

As part of the tendering\ﬁrocess, when submitting your bids, you should identify which
pieces of informatief you regard as being sensitive and would not want published. We will
then assess thi @‘6rmation (along with the rest of the contract) against the exemptions
set out by th@edom of Information Act when considering which contractual information
should or{@uld not be published.
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A5 UNDERSTANDING THE PROCUREMENT DOCUMENTATION

5.1 Structure of the Document

This document is split in to four (4) sections as follows:

Sections for Information Sections for Completion and Return
Section A Instructions and Information Section C Selection A\
Section D Award A
. . Section E Pricing  ~O~
Section B Specification Section F Forms ‘\/V
N

For the avoidance of doubt, only those Sections numbered C, D, E and F%ﬁy usive require

completion and Submission by the Applicant. C)((,
The Submission of Sections C, D, E and F will be considered by @&Authority to be a fully
complete and official offer. &&

Any Submissions made omitting Section C, D, E or F, WiIIQg/considered as incomplete and will
be treated as such. Documents should only be comple i the format in which they currently
appear and resubmitted in the original sections as st above.

It is essential that Applicants do not re-form \>e-brand or consolidate any of the
sections in accordance with their own staQ~ rds on formatting in order to aid the
Authority’s evaluation process. ,{(,

NG
Applicants are expected to read, und@@iand and agree to all sections of the document as it will
in its entirety form part of the resu &t Contract. A Submission checklist is enclosed in Section F
Forms for all Applicants to coméé

NS
5.2 Terms and ConditiQQQs

The Terms and Conditi@w of Contract applicable to this opportunity can be found on the
Supplying the SouthWest e-Tendering portal. Applicants will be required to declare that they
have read and u@e%stood and will comply with said clauses as part of the document return
process as d%@éd at 5.9 Return of Document of this Section A Instructions and Information.

Those A@Eams that wish to make comments in relation to the terms and conditions may do so

prior tgx&ubmission and on the e-tendering system itself. However, the Authority does not offer

anyq\b ranty that any comments made by agencies will be accommodated in the final contract.
@)

<
5.3 Study of the Document

Documents issued by the Authority to a prospective Applicant must not be passed on to a third
party without the express permission of the Authority.

The Applicant is required to examine the documents and to obtain all information as it may
require them to make a bid. The Applicant shall be deemed to have satisfied itself as to the

17



Confidential — Open Procurement Process
Crown

Commercial
Service

DISTRICT COUNC

correctness and sufficiency of its Submission. No claims whatsoever shall be entertained arising
out of the Applicants failure to study the documents; the information you provide will be relied
upon as being true and accurate and will form part of the Contract for the successful Applicant.
If any of the information given by your organisation within the document is subsequently
identified as being inaccurate, this may exclude your organisation from further consideration.

Applicants shall be deemed to have satisfied themselves before making their Submission as t%
the accuracy and sufficiency of the prices and rates as stated in Section E Pricing Schedul%’\
which shall (except in so far as it is otherwise provided in the Contract) cover all obligati

under the Contract and Applicants shall also be deemed to have obtained for itself all essary
information as to risks, contingencies and any other circumstances which might rea€§nably
influence or affect its bid. Q

Vg

and all costs, expenses and liabilities incurred by the Applicant in conn with it shall be

The Applicant is responsible for obtaining all information necessary for theﬁ%paration of its bid
@)

borne by the Applicant.

_ O
5.4 Completion of Documents \g
All entries such as rates, price totals or any other endorsemen{s’%ntered must be typewritten in

English. Q/%

Q.
Applicants will answer all appropriate questions and ?g&ﬁ possible) where specified. You may
continue on a separate sheet where necessary. Applteants will clearly reference their replies
and any supporting documentation. )

<\
Any pro-formas must be fully completed evg{lg-i-f your organisation has previously submitted
information. It is not sufficient to cross-re previous responses.

5.5 Innovative Offers CO\
Innovative offers may be made in &tition to making a full and complete Submission. The
Submission of an innovative of Il not be considered if the Applicant fails to make a

complete Submission in the cribed format.

5.6 Alternatives and \Lgr%tions

Should the Applicant \@h to offer a variation or alternative to the Specification detailed within
this document, incl (@ug innovations to any Services identified, please complete the Tender as
described, answemnng the questions asked against the Specification provided at Section B and
submitting th }evant pricing within Section E Pricing Schedule: the ‘standard bid’. Your
alternative ariant bid should be prepared separately and submitted as such, giving clear
details of(ydur organisation’s departure from the specification or where your innovations alter
other pafts of the Tender, for example any Contract clauses or pricing. No alternative or variant
sha@_t}e considered by the Authority without the Submission of a ‘standard’ bid.

55) Discrepancies, Omissions and Enquiries concerning the Documents

Should the Applicant find discrepancies in, or omissions from, the documents, the Authority’s
Procurement Representative shall be immediately notified by the Applicant.

5.8 Errors and Omissions

Should any additions or deletions to the documents be considered necessary prior to the date
for Submission, these will be issued by the Authority to Applicants and will be deemed to then
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form part of the documents; the Authority reserves the right to extend any date of Submission
accordingly.

If the Authority discovers errors or omissions in the offer, the Applicant may be required to
justify the price or item(s) concerned. Any price adjustments to the offer made by agreement
between the Authority and the Applicant shall be confirmed in writing by the Applicant to the
Authority before final acceptance by the Authority. S

A
5.9 Return of Document (<§

Documents must be returned electronically via the Supplying the South West Tender @
Tendering portal. Should you experience any problems with Supplying the South Wesb, please
contact the support desk swsupport@due-north.com or call 0844 334 5204. This is
available between 08:30 and 17:00 Monday to Friday (excluding English bankonh'days).

such, Applicants are urged to make their Submission well in advance stated time or date
in order to avoid such issues as technical difficulties with the electronig-system that may be due
to the high volume of traffic attempting to submit offers on the sa@?date at the same time, for
example. o\

A
Submissions made after the date and time specified on th@ocuments or to a different address,
electronically or otherwise, will not be considered unde&%y circumstances.

5.10 Non Submission N

If no offer is to be made, this must be indicated @)he Supplying the South West portal. In

order that the Authority can better understan s Applicant base, your comments regarding the
reasons behind your non-Submission woul&él‘so be appreciated. These can also be made via
the Supplying the South West portal.

Co\fo
5.11 Ownership Q{(/
The documents which constggp offer and all copies thereof are and shall remain the

Submissions must be received in advance of the deadline in order t(:;gt?ﬁp%s timely offers. As

property of the Authority and for the purposes of the bid, must not be copied or reproduced
in whole or in part and mus&2 returned to the Authority upon demand.

5.12 Applicant’s Warranties
In submitting their of@\ﬁe Applicant warrants and represents and undertakes to the Authority
that it has not dongany of the acts or matters referred to in regulation 57 of the Public Contracts
Regulations 20{@nd has complied in all respects with the requirements;
\e

It has full er and authority to enter into the Contract and provide the Services will if
reques roduce evidence of such to the Authority;

N
It i$8f sound financial standing and the Applicant and its partners, directors, officers and
émployees are not aware of any circumstances (other than such circumstances as may be

disclosed in the audited accounts or other financial statements of the Applicant submitted to the
Authority) which may adversely affect such financial standing in the future.
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5.13 Authority’s Warranties and Disclaimers

The fact that an Applicant has been invited to bid does not necessarily mean that the Applicant
has completely satisfied all the Authority’s criteria and the Authority may require further
information as appropriate and assess this as part of the evaluation process.

The Applicant shall have no claim whatsoever against the Authority in respect of such matters
and in particular (but without limitation) the Authority shall not make any payments to the
successful Applicant save as expressly provided for in the Contract and (save to the exte?</ t
out in the Contract) no compensation or remuneration shall otherwise be payable by th
Authority to the Applicant in respect of the services by reason of the specification beie&ferent

QO

Whilst the information in this document has been prepared in good faith, it do%&}(ot purport to
be comprehensive or to have been independently verified. With the exce idh of statements
made fraudulently, the Authority does not accept any liability or responsj for the adequacy,
accuracy or completeness of such information. The Authority does n (I%éke any representation
or warranty (express or implied) with respect to the information contgifled in the document or
with respect to any written or oral information made or to be ma;{é}lvailable to any Applicant or
its professional advisors. é\

Each Applicant to whom the document is sent must mak%ﬁ(g/own independent assessment of
the proposed terms after making such investigation a king such professional advice as it
deems necessary to determine its interest in the CQ?l ct.

from that envisaged by the Applicant or otherwise.

This document is issued on the basis that noth-i-h?contained in it shall constitute an inducement
or incentive nor shall have in any other wa suaded the Applicant to bid or enter into any
other contractual agreement. Under no mstances shall the Authority be liable to an
Applicant in respect of any costs incu r@} y an Applicant (whether directly or otherwise) in
relation to the preparation or Submi%on of an offer.
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