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INstructions



1.1 INSTRUCTIONS
1.1.1 STAR Procurement, acting on behalf of Trafford Council (“the Council”), is inviting you to tender a quotation for the provision of those services described in section 2 below (Specification) (“the Service”).

1.1.2 You are required to submit your quotation to meet the Specification set out in Section 2 of this Request for Quotation. Please note, the Specification document can be found within the attached tender pack.

1.1.3 It is essential that you comply with the following instructions in the preparation and submission of your quotation.  The Council reserves the right to reject any quotation that does not comply with these instructions

1.1.4 Quotations must be received by 12pm, Friday 3rd April 2026.  Any quotation submitted after this date and time will be disregarded by the Council.

1.1.5 Quotations must be submitted electronically via the internet using the Council’s electronic tendering system, The Chest.  If your company requires any technical support in relation to the submission of its quotation 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

1.1.6 If you have any questions or clarifications about this Request for Quotation, please use the Question and Answer facility on The Chest.  All requests for clarification (whether in relation to this document, the requirement or the Tender Submission Document) should be submitted using The Chest’s Question & Answer up until the deadline for quotation submissions as outlined in 1.1.4.

1.1.7 Questions received after this date may not be answered. 

1.1.8 A copy of all questions and answers raised will be maintained and distributed periodically to all recipients of the Invitation to Tender.  If the Tenderer expresses that the question is confidential and the Customer agrees that it is then the response will be sent only to the Tenderer raising the question.

1.1.9 (i) A quotation submitted in accordance with this Request for Quote will be deemed to remain open for acceptance or non-acceptance by the Council for a period of 270 days from the closing date stipulated. The Council may indicate its acceptance or none-acceptance of a tender at any time within this prescribed period.  The Council shall, however, not be bound to accept the lowest tender or any tender submitted.

1.1.10 (ii) In the event that the Council does not indicate its acceptance or non-acceptance of a tender within the first 90 days of the 270 days stated at paragraph 1.1.7 above, the following procedure shall apply;

i (a) The Council will notify the bidder of the actual date of acceptance or non-acceptance of the tender 30 calendar days before that date and shall at the same time invite the bidder either to confirm that the price, pricing schedule or rates on the submitted bid is or are still valid. If the bidder chooses to submit an updated bid price or updated pricing schedules or rates, it shall do so not later than 14 calendar days from the date of receipt of the notification referred to in this paragraph. 
ii (b) Should the Council not receive any confirmation from the bidder as required under paragraph 1.1.7 (a) above and within the specified period of 14 working days, or should it not receive any updated price as indicated at paragraph 1.1.7 (a) the Council will proceed on the basis that the bidder does not intend to update the submitted price and therefore it will go on to evaluate the bid on the price submitted on the tender closing date.
1.1.11 (iii) Bidders must note that the Council will inform all the bidders (save those who whose bids may have been earlier disqualified or those who may have already been informed that their bids have not attained the minimum qualify threshold and have already been informed) all at the same time, i.e. simultaneously.
1.1.12 If your quotation is accepted by the Council, you will be required to enter into a Contract with the Council for the provision of the Services (“the Contract”). The Contract shall incorporate  the terms and conditions published with this Request for Quotation

1.1.13 Your quotation must be completed in full and in English

1.1.14 Your quotation must be submitted in Microsoft Word format and any supporting documentation must be submitted in Microsoft Word, Microsoft Excel or Adobe PDF format

1.1.15 Your quotation must be signed and dated where required

Social Value & Social Value Portal (SVP) – Not applicable to this procurement

Social Value is extremely important to STAR Procurement and its partners, and we are committed to a performance and evidence-based approach to Social Value based on the National TOMs (Themes, Outcomes, Measures) developed by the National Social Value Task Force. 

1.2.1 STAR Procurement and its partners have committed to using the Social Value Portal (SVP) as part of the procurement and contract management process for any contract with an estimated value in excess of £50,000. A guidance document is provided with this Request for Quotation to assist you in using the SVP.

1.2.2 You are required to use the SVP to submit quantitative proposals in support of your response, by the same deadline for submission of this Request for Quotation. The completed calculator in the SVP forms the basis of the quantitative element of the Social Value proposal.

1.2.3 Access to the SVP is not immediate, and you should allow sufficient time for registration and verification on the portal when preparing your submission. Neither the Council, nor STAR Procurement, will be held liable for your failure to register and complete the information on the SVP in a timely manner.

1.2.4 The winning bidder is required to use the SVP throughout the contract period to allow for contract management of Social Value KPIs and commitments.
1.2.5 The SVP is free to bidders at the bidding stage of this Request for Quotation. There is no charge to bidders unless they are successful in terms of this Request for Quotation. The winning bidder will be required to contract directly with the SVP who will provide the following services:
· Online account with SVP to allow contract management and project reporting account;
· Technical support with data entry (e.g. access and functionality issues);
· Confirmation of evidence required to satisfy requirements;
· Quarterly reports showing progress against targets;
· End of project summary report and case study;

1.2.6 The winning bidder will be invoiced directly by the SVP upon award according to the table below, and will be responsible under the terms of the contract for payment directly to the SVP. The charges consist of an ongoing management in relation to the contract value with a minimum charge of £350 up to a maximum charge of £7,500 per contract, per year, for access to the Social Value Portal:
	Total Contract Value
	< £250k
	£250k - £3.35m
	>£3.35m

	
	Annual Fee
	Annual Fee
	Annual Fee

	Annual Fees
	£350
	0.15%
	£7,500



Worked examples: Based on (0.15%)
Example A:
The total contract value is £800,000 for a project/contract duration of 2 years:
The successful contractor would be required to pay the SVP £2,400
£800,000 x 0.0015%. = £1200 per annum,
£1200 x 2 years = £2,400

Worked example based on fixed annual fee
Example B:
The total contract value is £5,000,000 for a project/contract duration of 2 years:
The successful contractor would be required to pay the SVP £15,000:
Year 1 = £7,500
Year 2 = £7,500
Total = £15,000


1.2.7 Any bidder that declines to contract with the SVP will have their tender submission rejected and disqualified from the tender process for failure to comply with the Councils minimum requirements.

1.2.8 Any successful Bidder that refuses to contract, renew any contract, or terminates their contract with the SVP at any point before contract commencement or during the contract term will be considered by the Council to have breached their social value obligations under the contract. In such circumstances, the Council reserves the right to claim back the social value management fee or any fees directly connected to the social value element of the contract either from an interim invoice or from the final payment due to the supplier.

1.2.9 Building on our commitment to Social Value Trafford Council have achieved member status of the Greater Manchester Good Employer Charter. The link to the Good Employment Charter can be found by following the link

1.2.10 Trafford Council have recently been accredited as a Real Living Wage Employer (RLW)         by the RLW foundation. Further information about the foundation can be found by following     the link 

Real Living Wage

1.3.1 The Real Living Wage (RLW) is a voluntary rate of pay announced annually by the Living Wage Foundation and is based on an independent assessment of the real cost of living based on a number of indicators, including goods and services, which represent what people need to meet their basic everyday needs. The current RLW rate can be found by following the attached link.

1.3.2 As well as paying at least the RLW to their direct employees, accredited employers must also work towards payment of the rate to staff employed by contractors working for the organisation.  We are therefore required to provide information relating to our suppliers’ payment of the Living Wage to their employees and as such any successful suppliers are required to provide relevant details on request.  

1.3.3 Services contracts with workers who work on the Trafford Council contract for a minimum of two hours a day (on any day of the week) for at least eight weeks would be in scope. 

1.3.4 In accordance with the Council’s accreditation as a Real Living Wage organisation, and our commitment to reducing in-work poverty, you are required to confirm that employees engaged in the delivery of this contract for Trafford Council and within the scope set out in paragraph 2.1.25 are paid at least the current Living Wage Foundation Rate and will be for the duration of the contract. Your confirmation should be recorded in section 7.6 of document 02 Supplier Questionnaire Open

Priority Account Service (PAS)

1.4.1 The Council has undertaken a transformation of its payment practices and is seeking to further improve supplier relationships. As a result we are now able to offer the Priority Account Service.

1.4.2 Benefits to your organization are :
· Improved cash flow through early payment of invoices – our target is to pay 10 days after receipt
· Increased process efficiency via e-invoicing
· Prioritised processing and query resolution
· Enhanced client satisfaction focusing on service delivery rather than transactional performance

1.4.3 The Council expects our suppliers to support this programme which will allow the Council to protect front line services whilst leveraging its sovereign credit rating and low cost of cash to provide liquidity to our supply chain. More details on the programme are available on request as well as a sample Supplier Participation Agreement.

1.4.4 Please note that all suppliers are required to complete section 6 even if they do not participate in PAS, if suppliers do not wish to participate in PAS, they should indicate this in section 6 by completing the relevant box. Failure to submit a completed section 6 may invalidate a supplier’s tender bid

How it works

1.4.5 Our standard contract terms will remain on 30 days. Where suppliers wish to participate and therefore be paid early, a small rebate is deducted. Our target is to pay suppliers on day 10 i.e. 20 days ahead of contractual terms. 

1.4.6 However, in reality the actual payment day may vary between day 1 and day 30 in which case the rebate is calculated dynamically and is proportionate to the actual number of days by which payment is accelerated (the number of elapsed days between the receipt of your invoice and the date it is paid). The rebate is only applied if payment is made ahead of terms. Please note the payment date is the date the payment leaves the Council’s bank account and not the date on which it arrives in the supplier’s bank account. Please see the Daily Rebate schedule below for further details.

1.4.7 Please note that the payment date is the date the payment leaves the Council’s bank account and not the date on which it arrives in the supplier’s bank account.

1.4.8 The successful supplier will be required to sign the Supplier Participation Agreement on being awarded the contract at the rate offered in their tender. 

1.4.9 The Council reserves the right to refine or remove individual features and benefits of the programme according to specific circumstances at any time.

Daily Rebate Schedule for Goods/Services Contracts

	Please indicate your choice here
	
	
	
	
	

	Number of days elapsed between the Calculation Trigger Date and the Invoice Payment Date
	% of the amount owed that may be deducted and retained by the authority as the Rebate: (rebates based on target payment day 10)


	
	0.50%
	1.00%
	1.25%
	1.50%
	2.00%

	0 – Maximum rebate
	0.75%
	1.50%
	1.88%
	2.25%
	3.00%

	1	
	0.73%
	1.45%
	1.81%
	2.18%
	2.90%

	2	
	0.70%
	1.40%
	1.75%
	2.10%
	2.80%

	3	
	0.68%
	1.35%
	1.69%
	2.03%
	2.70%

	4	
	0.65%
	1.30%
	1.63%
	1.95%
	2.60%

	5	
	0.63%
	1.25%
	1.56%
	1.88%
	2.50%

	6	
	0.60%
	1.20%
	1.50%
	1.80%
	2.40%

	7 
	0.58%
	1.15%
	1.44%
	1.73%
	2.30%

	8	
	0.55%
	1.10%
	1.38%
	1.65%
	2.20%

	9	
	0.53%
	1.05%
	1.31%
	1.58%
	2.10%

	10 – Target Payment Date 
	0.50%
	1.00%
	1.25%
	1.50%
	2.00%

	11	
	0.48%
	0.95%
	1.19%
	1.43%
	1.90%

	12	
	0.45%
	0.90%
	1.13%
	1.35%
	1.80%

	13	
	0.43%
	0.85%
	1.06%
	1.28%
	1.70%

	14	
	0.40%
	0.80%
	1.00%
	1.20%
	1.60%

	15	
	0.38%
	0.75%
	0.94%
	1.13%
	1.50%

	16	
	0.35%
	0.70%
	0.88%
	1.05%
	1.40%

	17	
	0.33%
	0.65%
	0.81%
	0.98%
	1.30%

	18	
	0.30%
	0.60%
	0.75%
	0.90%
	1.20%

	19	
	0.28%
	0.55%
	0.69%
	0.83%
	1.10%

	20	
	0.25%
	0.50%
	0.63%
	0.75%
	1.00%

	21	
	0.23%
	0.45%
	0.56%
	0.68%
	0.90%

	22	
	0.20%
	0.40%
	0.50%
	0.60%
	0.80%

	23	
	0.18%
	0.35%
	0.44%
	0.53%
	0.70%

	24	
	0.15%
	0.30%
	0.38%
	0.45%
	0.60%

	25	
	0.13%
	0.25%
	0.31%
	0.38%
	0.50%

	26
	0.10%
	0.20%
	0.25%
	0.30%
	0.40%

	27
	0.08%
	0.15%
	0.19%
	0.23%
	0.30%

	28
	0.05%
	0.10%
	0.13%
	0.15%
	0.20%

	29
	0.03%
	0.05%
	0.06%
	0.08%
	0.10%

	30
	0.00%
	0.00%
	0.00%
	0.00%
	0.00%




Modern Slavery and Responsible Procurement

1.5.1 The Council is committed to responsible and ethical procurement practices, and aims to achieve this through the STAR Responsible Procurement Strategy and supporting policies

1.5.2 The Council recognises its responsibility to take a robust approach to ethical and sustainability issues, especially around modern slavery and human trafficking, which it is absolutely committed to preventing, within its supply chains

1.5.3 The Council is committed to sourcing services, supplies, and/or works in a way that takes into account ethical and sustainable considerations, including: economic, social, labour, and environmental factors, whilst always aiming to procure and act in a way that is morally right, open, fair, and transparent
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SPECIFICATION



The Service Specification is found within the attached tender pack published via ‘The Chest’ Procurement Portal.
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EVALUATION CRITERIA & SELECTION PROCESS  



3.1 EVALUATION CRITERIA & SELECTION PROCESS
3.1.1 The criteria described in this Request for Quotation is the Criteria used by the Council to determine the Most Advantageous Tender (MAT).  You must provide the information required in ‘Section 5 - Quotation Response’. The information you provide will be evaluated by the Council using the criteria described below and the Contract will be awarded to in accordance with this criteria.

3.1.2 Your Quotation Response will form part of the Contract.

3.1.3 The Council reserves the right to request you to attend a clarification interview to explain matters contained within your Quotation Response.

3.2 QUALITY ASSESSMENT
3.2.1 The quality assessment shall comprise evaluation of your responses to the Method Statement questions.  The quality assessment shall be allocated a total of 100% of the overall marks available. 

3.2.2 Modern Slavery and Responsible Procurement: The answers provided in your Response will be evaluated on the basis of pass/exclude.  Bidders who self-certify that they do not meet the requirements of this section will be excluded.  The provision of insufficient or false information and/or any responses that leads the Council, acting reasonably, to conclude (considering the risk that the relevant answer concerns the Bidder’s ability to properly perform the contract) that it would be inappropriate to select the Bidder on this occasion, will result in exclusion.  Exclusion grounds may apply at any point in the procurement process up to the award of contract.

3.2.3 In respect of section 5.4 and your responses at 5.4.4 and 5.4.6, where you have stated “agree” to both, your response shall constitute a pass. Where you have stated “disagree” to one or both, your response shall constitute a fail.

Real Living Wage 

3.2.4 The answers provided in your Response will be evaluated on the basis of pass/fail.  Bidders who self-certify and respond yes to question 7.1(a) will pass. Bidders who respond No will fail, unless they provide a response to question 7.1(b) which is a date on or before the contract commencement date. Bidders that do not meet the requirements of this section will be excluded (subject to the exceptional circumstances set out below).  

Bidders who self-certify and respond yes to question 7.1(c) pass. 	Bidders who respond No to this question will fail. Question 7.1(d) will be evaluated on a pass / fail basis. Bidders providing suitable evidence in response to the question will pass.  Bidders providing insufficient detail in response to the question will fail.

In exceptional circumstances where the Council receives no bids from providers paying the RLW we reserve the right to award a contract to a bidder who would otherwise have failed.

3.2.5 The provision of insufficient or false information and/or any responses that leads the Council, acting reasonably, to conclude (considering the risk that the relevant answer concerns the Bidder’s ability to properly perform the contract) that it would be inappropriate to select the Bidder on this occasion, will result in exclusion.  Exclusion grounds may apply at any point in the procurement process up to the award of contract

3.3 SCORING METHODOLOGY
3.3.1 The following scoring methodology shall be used for the Method Statement question(s):

	Criteria
	Score

	Unacceptable.  The information is either omitted or fundamentally unacceptable to the Council
	0

	Poor.  The information submitted has insufficient evidence that the requirements can be met and/or does not demonstrate an acceptable level of quality
	1

	Deficient.  The information submitted has minor omissions against the specified requirements and/or demonstrates a limited level of quality/knowledge
	2

	Satisfactory.  The information submitted meet the requirements and/or demonstrates an adequate level of quality/knowledge
	3

	Good.  The information submitted provides good evidence that the specified requirements can be met and demonstrates a good level of quality/knowledge
	4
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TERMS AND CONDITIONS




The example terms and conditions that will apply to this contract are found within the attached tender pack.
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QUOTATION RESPONSE
You must respond to the Qualitative Method Statement questions.

You must complete the Declaration and Company Information section of this Quotation Request.

The Council reserves the right to reject any quotation where the Quotation Response has not been fully completed.

QUALITATIVE METHOD STATEMENT QUESTIONS

Question 1 (30%): 

Please outline your approach to the scope of works, detailing proposed evaluation methodologies, particularly qualitative, considering the timeframe for reporting and current stage of delivery the project is in.

	Question 1 Response (Max 2500 words)

	
<Suppliers Response>







[bookmark: _Hlk213237355]Question 2 (20%): 

Please detail recent experience (last 3 years) in:

•	Planning, delivery and production of evaluations and reports  
•	Production of evaluation materials
•	Collaborative working
•	Organisational, written & verbal skills 
•	Work within the cultural & natural heritage sector

Include examples of previous projects relevant to this project type, scale and client (public sector or complex multi-stakeholder groups), with images and reflection on any challenges faced and how these were overcome.

	Question 2 Response (Max 2000 words)

	
<Suppliers Response>











	Question 3 (10%): 

Please provide relevant examples of previous stakeholder engagement undertaken on previous projects, including a brief summary of the process and outcomes.

	Question 3 Response (Max 1000 words)

	
<Suppliers Response>








Question 4 (20%): 

Please provide details on the proposed project team’s experience, and why they are well-placed to deliver this work. This can be in a CV format. We are looking for relevant experience, collaboration and communication, and value for money.
	
	Question 4 Response (Max 2000 words)

	
<Suppliers Response>







	Question 5 (20%): 

	Please provide costings for your proposal, including a breakdown of the number of days and day rates for both the project team and any contractors, ensuring that your fee includes all reasonable expenses, disbursements, marketing material, prints etc. 

	Question 5 Response (Max 2000 words)

	
<Suppliers Response>


















MODERN SLAVERY AND RESPONSIBLE PROCUREMENT STATEMENT
If you are, or there is a company in your supply chain that is, a relevant commercial organisation as defined by section 54 (“Transparency in Supply Chains etc.”) of the Modern Slavery Act 2015 (“the Act”), confirm your and/or there compliance with the annual reporting requirements contained within that Section, and provide any details including the relevant URL in the box below.

	Response To Modern Slavery Statement

	
Yes / No / N/A (delete as appropriate)

<Suppliers Response>




Regardless of Turnover, please confirm on behalf of your organisation that:
You will comply with the requirements of the Act;
You will ensure your sub-contractors shall comply with the requirements of the Act;
You have, or will adopt within 3 months of the date of this contract, a policy related to working practices that includes consideration of modern slavery;
You will ensure that your sub-contractors shall have a policy related to working practices including modern slavery;
You agree to adhere to Article 4 of the European Convention on Human Rights concerning the prohibition of slavery and forced labour;
You have, or will adopt within 3 months of the date of this contract, a whistle-blowing system for staff to blow the whistle on any suspected examples of modern slavery and the whistle-blowing system / policy is published to their staff and is designed to make it easy for workers to make disclosures, without fear of retaliation to enable them to blow the whistle on any suspected examples of modern slavery;
Your workers are free to join a trade union and are not to be treated unfairly for belonging to one;
STAR Procurement or the Council may conduct investigations, vetting, and other assessment and due diligence exercises on your supply chain with regards to performance measures as well as social, labour, and modern slavery issues and you shall co-operate fully, at no cost to the Council / STAR Procurement in these exercises;
You, STAR Procurement and/or the Council will work in the spirit of collaboration in mitigating and reducing the risk of modern slavery; STAR Procurement and/or the Council will support suppliers that have been identified (either through STAR/Council led due diligence activities or Supplier led activities) that fall below the required standards and agree to make improvements;
STAR Procurement or the Council may refer for investigations via the National Crime Agency’s national referral mechanism any of its suppliers identified as a cause for concern regarding modern slavery and where the incident occurs within the borough, to our colleagues in Community Protection, who are our direct link with the local Serious and Organised Crim Board that has a responsibility for modern slavery;
The Council may terminate the agreement as a potential sanction for non-compliance with the Modern Slavery Act, or for failure to comply with this Modern Slavery Statements at 5.4.

	Response To Modern Slavery Statement

	
Agree / Disagree (delete as appropriate)




Please confirm on behalf of your organisation that:
You are committed to improving ethical and sustainable practices locally and globally;
You will uphold and work in compliance with the Core Expectations set out in Annex 1 of the STAR Responsible Procurement Strategy;
You will uphold and work in compliance with the additional expectations set out in Annex 1 of the STAR Responsible Procurement Strategy;
You will work with STAR Procurement and the Council to further their ambitions and requirements in relation to general ethical & sustainable practices on issues set out on the STAR Ethical and Sustainable Procurement pages of our website.
The issues on the STAR Ethical and Sustainable Procurement pages will be updated from time to time, immediate action on new issues added after signing will not be expected, however, in agreeing below, you are agreeing to use reasonable endeavours and work with STAR and the Councils in addressing these new issues when approached;
You will willingly and openly work with STAR Procurement and the Council to further their ambitions in relation to responsible, ethical, and sustainability issues;

	Response To Responsible Procurement Statement

	
Agree / Disagree (delete as appropriate)








	
PRIORITY ACCOUNT SERVICE 



I/we confirm that I/we have read and understood the terms of participation in the Priority Account Service and appreciate that participation or otherwise in the Programme impacts on the evaluation of quotation submissions.

Is your organisation an existing participant in the Council’s Priority Account Service?
	6.3 Response

	
Yes / No (delete as appropriate)




0. Please select one of the following options:
	6.5 Response

	Option 1
I/We agree to participate in the Priority Account Service and agree to maintain the existing rebate (already agreed and in place with our organisation) for any contract awarded pursuant to this tender exercise (Note: this option is only available to existing programme participants)

Option 2
I/We agree to participate in the Priority Account Service based on the terms of the Supplier Agreement https://client.oxygen-finance.com/star-sourcing/ and agree to the Daily Rebate Schedule as detailed in the same Supplier Agreement and included in this Request For Quotation. 

Option 3
I/We do not wish to participate in the Priority Account Service in relation to any contract awarded pursuant to this tender exercise. (if yes, do not complete the remainder of this section of the Request for Quotation)

(delete the above as appropriate)




0. If you have selected Option 1 or 2 above in 6.5, you must complete the Daily Rebate Schedule that is on page 6 of this Request for Quotation so your pricing score can be determined during the evaluation stage. The Council may seek to apply the Priority Account Service benefits and an accelerated payment process to all invoices presented by you to the Council, including those not covered by this Request for Quotation.  Any requested exceptions will need to be agreed with the Council prior to contract award and must be stated below:

	0. Response

	
<Suppliers Response>










	
ReAL LIVING WAGE (RLW) 



Real Living Wage

In 2023 Trafford Council became a Real Living Wage Accredited Organisation (RLW). 

The RLW is a voluntary rate of pay announced annually by the Living Wage Foundation and is based on an independent assessment of the real cost of living based on a number of indicators, including goods and services, which represent what people need to meet their basic everyday needs.

As part of that accreditation the Council is required to provide information relating to its supplier’s payment of the Living Wage to their employees and as such any successful suppliers will be required to provide relevant details on request. 

The RLW rate is set by the Living Wage Foundation and the current hourly rate can be found here  

The main drivers that led to the creation of the RLW were the impact of the economic downturn, positive links between wage levels and all aspects of well-being and a defined priority in the Councils economic plan

The Councils commitment to pay the RLW supports the Council in meeting many of its social, economic and environmental objectives, including:

Ensuring that wages in the Borough can sustain families and individuals
Attracting and retaining motivated employees, thereby reducing the impact of staff 
Helping to underpin a thriving economy. 
In accordance with the Council’s aspirations and objectives we are  expecting all our contractors and suppliers to pay RLW to all employees working on this contract

Further guidance on social value can be found in the Social Value Policy 2021.

Please answer the following questions:

	7.1(a)
	Employment
In 2023 The Council became a Real Living Wage Accredited Organisation (RLW).
Does your organisation / business currently pay all of the  employees who will be engaged in the provision of the services to the Council for 2 hours or more per week for a period of eight (8) weeks at a rate equal to or higher than the RLW – see link to current hourly rate.

If yes, does your organisation / business undertake to ensure that all of the employees who will be engaged in the provision of the services to the Council for 2 hours or more per week for a period of eight (8) weeks will be paid at a rate equal to or higher than the RLW (as amended from time to time) for the duration of the contract?
	Choose an item.


	7.1(b)
	If your organisation / business does not currently meet the RLW for those personnel who will be engaged in the provision of services to the Council but is working towards paying the Real Living Wage, please provide date when this will be completed:

	Date:

	7.1(c)
	Does your supply chain (suppliers/providers/contractors) currently pay employees the equivalent or higher than the Real Living Wage (RLW) – see link to current hourly rate.

	Choose an item.


	7.1(d)
	Please provide detail of how, if you intend to perform this contract using agents, sub-contractors or any personnel other than employees, you will be able to demonstrate to the Council that all of those persons engaged in providing the services for more than 2 hours per week for eight (8) consecutive weeks are paid at or above the Real Living Wage for the duration of the contract.

Response:


  






Signed: ………………………………………………………
Date: ………………………………….…………………….
Name of Signatory: …….………………………………….
Name of Organisation: …………………………………...


Page 21 of 30

	[bookmark: _Toc432665018]DECLARATION & COMPANY INFORMATION




DECLARATION & COMPANY INFORMATION
Before submitting your quotation, you must ensure that you sign and date below

I/We hereby offer to supply the above mentioned goods and/or services for all orders placed as a result of this process at the price detailed in this quotation

I/we hereby certify that I/we have not canvassed, nor will canvass any member, director, employee or adviser of the Council in connection with this quotation and the proposed award of the Contract by the Council; and that no person employed by me/us or acting on my/our behalf, or advising me/us, has done, or will do any such act

I/we hereby certify that this is a bona fide quotation, intended to be competitive, and that I/we have not fixed or adjusted the amount of the quotation or the price in accordance with any agreement or arrangement with any person (except any sub-contractor identified in this quotation).  I/we agree that the Council may, in consideration of this quotation, and in any subsequent actions, rely upon this statement

	Signed

	

	Name (Block Capitals)
	

	Designation
	

	Email
	

	Telephone
	

	For & on behalf of
	


	
	COMPANY INFORMATION
	Full name of Organisation
	

	Address


	

	Telephone
	

	Email
	

	Website
	



	COMPANY STATUS
	Sole Trader
	

	Partnership
	

	Public Limited Co.
	

	Private Limited Co.
	

	Other (please state)
	



	Are you a Micro, SME or Large Organisation 
	

	Are you a VSCE Organisation  (Yes/No)
	









Business Information 

	Business Type
	(Micro, SME, or Large)

	Are you a VSCE?
	Yes or No

	Are you an MEG-owned organisation?
	Yes or No



Net Carbon Zero Question 

	Carbon Reduction Plan (Information Only) 
	

	(a)
	Do you currently measure your greenhouse gas emissions?
	Yes/No

	
	If yes, can you calculate emissions that are attributable to this contract with the Council? Can you provide those emissions details?
	Attached information here

	
	
If no, do you plan to start measuring your greenhouse gas emissions?


	Yes/No

	(b)
	Do you currently have a carbon reduction plan?
	Yes/No

	
	If yes, can you provide a link?

	Provide link here

	
	If no, do you have plans to introduce a carbon reduction plan and when?

	Provide information here

	(C)
	What is the target date for your carbon reduction plan to reach zero (if you have one)?

	Provide date here
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APPENDIX 1 - DATA SHARING 


PROCESSING, PERSONAL DATA AND DATA SUBJECTS

1.  PROCESSING BY THE PROVIDER
 
1.1  SCOPE
 
[Enter the subject matter];

1.2  NATURE

 [Insert what processing is being done];

1.3  PURPOSE

[Insert Detail: The contract should set out what the parties are expected to do with the data.]
 
1.4  DURATION

[Insert detail:  how long it is to be carried out for];

2.  TYPES OF PERSONAL DATA

[Insert detail]
 
3.  CATEGORIES OF DATA SUBJECT

[bookmark: kh_relatedContentOffset_1]	[Insert detail]
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