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Easthampstead House, Town Square, Bracknell, Berkshire RG12 1AQ

Tel: (01344) 352000

Extended Request for Quotation (RFQ)
for

Property Services Framework
August 2015
COMPLETED BY

	ORGANISATION
	[Supplier to complete]

	NAME
	[Supplier to complete]

	DATE
	[Supplier to complete]


TO BE COMPLETED AND RETURNED TO THE COUNCIL
This document contains RESTRICTED INFORMATION once completed by the Supplier.
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1 Introduction

1.1 Background

1.1.1 Bracknell Forest Borough Council (BFBC or the Council) is located in central Berkshire.  The Council’s services are divided between four directorates, Corporate Services, Adult Social Care & Health, Environment, Culture & Communities and Children, Young People & Learning.  

1.2 Framework Duration
1.2.1 The framework duration will be for a maximum of 2 years, covering an initial period of 1 year and 1 optional extension of 1 year.
1.2.2 The framework will be awarded to a single organisation.

1.2.3 Call-off contracts for services required will be confirmed by email.

1.2.4 Total expenditure is likely to be between £10,000 and £30,000 per annum but this is not guaranteed.
1.3 Project Schedule

1.3.1 The following is the proposed timetable for the procurement and implementation of the Property Consultancy framework.
	Publish advert and extended RFQ on South East Business Portal and Contracts Finder
	
	27th August 2015

	Last Questions from Suppliers
	
	15th September 2015

	Issue Final Question & Answer Summary
	
	18th September 2015

	Receive Response from Suppliers
	Noon
	Friday, 25th September 2015

	Supplier Meetings (short-list)
	
	w/c 5th October 2015

	Issue Framework
	Approx
	1st November 2015

	Start Date for call-off contracts
	Approx
	1st November 2015


2 Instructions to Suppliers

2.1 Entry Level Questions

2.1.1 Please read through the documents included in this pack, in particular the Specification.

2.1.2 Please complete Schedule 1 - Entry Level Questions.   
2.1.3 Please ensure that you include sufficient justification for any exception.  If you do not pass the Entry Level Questions, we will not be able to consider your full quotation.
2.2 General Instructions

2.2.1 If, having completed the Entry Level Questions, you intend to quote for Procurement Consultancy, please read through the following instructions carefully and prepare your quotation.

2.2.2 If the Council needs to issue any additions or clarification to these documents during the bidding period, we will only do so in writing (usually by email) to all Suppliers.  
2.2.3 Clarification questions about the Extended RFQ documents must be made in writing preferably by email, not later than 15th September 2015 to the following: 

Steve Booth
mailto:steve.booth@bracknell-forest.gov.uk
2.2.4 All questions submitted to the Council in writing, and answers, will be logged, summarised and issued to all Suppliers.  

2.2.5 All information in this Extended RFQ document set shall be treated as confidential.

2.3 Quotation Response

2.3.1 Please submit your quotation by email to Tender.Box@Bracknell-Forest.gov.uk.  Emails larger than 30Mb will be held by ICT pending manual release and emails above 50Mb will be rejected.  For this reason, we recommended that you split into separate emails below 30Mb, clearly marked as 1 of 3, 2 of 3, etc., in the subject.  Most business file types are acceptable; however any file containing code, password protection or seemingly inappropriate images will be automatically rejected.  We are unable to accept quotations on USB stick.  
2.3.2 You can complete your responses in this document.  Alternatively, you may submit a separate document providing that document cross references the section and paragraph numbers of this Extended RFQ.   
2.3.3 Where any external reference material, such as brochures, specifications and system descriptions, is used to support your quotation, any statements within the reference material which may allow change to obligations or reduce liability, such as "specifications subject to change without notice", or other disclaimers will be regarded as void and shall not form part of the purchase order or call-off contract in the event that the quotation is accepted.

2.3.4 All pricing to be stated exclusive of VAT.

2.3.5 Quotations shall remain open for an initial acceptance for a minimum of 90 calendar days, although the Council may ask you to extend of the period of validity.  

2.4 Submission of Quotations
2.4.1 The original, signed, quotation must be returned by no later than Noon on 25th September 2015. 

2.4.2 Please address to:

By email to Tender.Box@Bracknell-Forest.gov.uk ; ensure that you include “Property Consultancy” in the subject of the email.

2.4.3 Quotations received after the quotation submission date/time may be rejected. 

2.5 Evaluation of Quotation
2.5.1 Suppliers must pass the Entry Level Questions in Schedule 1.

2.5.2 Suppliers must be financially sound.  We use an external credit reference agency and, in addition, may seek copies of accounts and annual reports for larger contracts.  We expect suppliers to have been trading long enough to have published accounts and developed a client base.

2.5.3 The framework will be awarded on the basis of the most economically advantageous offer having regard to:

i. The Total Cost of the estimated services on Schedule 4 (70% of the total score)  
ii. The Quality of the solution (30% of the total score) 

2.5.4 The Council’s evaluation may include supplier meetings w/c 5th October 2015 for the top 2-3 suppliers.  These meetings will be used to review the initial scoring based on further understanding gained.

2.5.5 The headline Quality evaluation criteria are as follows:-

	Criteria
	Marks
	Applicable Document/Section

	Entry Level Questions
	Pass/Fail
	Schedule 1

	Organisation Information
	Pass/Fail
	Section 3 (Schedule 2)

	Specification - General
	8
	Section 4.1 

	Specification - Technical
	7
	Section 4.2

	Case Studies
	8
	Section 4.3 (Schedule 3)

	Pricing – c and d
	7
	Section 5 (Schedule 4)

	Terms and Insurance
	Pass/Fail
	Section 6

	Financial Standing
	Pass/Fail
	Section 2.5.2

	
	
	

	Total
	30
	


2.5.6 The Council shall be under no obligation to award a framework or call-off contract for all or any part of the requirement set out in this Request for Quotation, to any supplier or at all.

3 Your Organisation 
3.1 Overview 
3.1.1 Please complete Schedule 2, providing standard information on your organisation.
4 Specification

4.1 General
4.1.1 Please provide a brief overview of your organisation and how it could best provide the Procurement Consultancy required by the Council, as detailed in the Specification.  

Include details on how many staff your organisation (including consortia members or named sub-contractors, where appropriate) employ, and related turnover (GBP £), that are relevant to the provision of the goods/services similar to those set out in the Specification.
Response [Maximum 200 words]

4.2 Technical Ability - Staff

4.2.1 Please provide details of the team who would provide the service 

Response [Maximum 200 words]

4.3 Case Studies 

4.3.1 List other current contracts you have with Local Authorities or other Public Sector bodies.

Response

4.3.2 Complete Schedule 3, providing full contact details for three case studies that the Council may approach.  

4.3.3 If you cannot provide three case studies, please advise why

Response

5 Pricing
5.1 Please complete the Pricing Schedule attached to this Extended RFQ as Schedule 4.  
6 Terms and Insurance

6.1 Purchase Order / Contract Conditions 

6.1.1 Refer to Appendix A, Terms and Conditions, for the terms and conditions of purchase order or contract.  Please confirm acceptance of all these terms or detail exceptions and any proposed alternatives below, or in a separate document.
Response

6.2 Insurance 

6.2.1 Provide details of your Public Liability Insurance policy.  The Council requires a minimum of £10m public liability cover.  Please enclose a copy of your insurance certificate.

Response

6.2.2 Please provide a copy of your Employer’s Liability Insurance certificate.  The Council requires a minimum of £10m cover.
Response

6.2.3 Please provide a copy of your Professional Indemnity Insurance certificate.  The Council requires a minimum of £2m cover.
Response 

Appendix A – Terms and Conditions 
The terms can be found on the Council’s website on 

http://www.bracknell-forest.gov.uk/sellingtothecouncil then download from “Documents” on the right-hand side.

STANDARD CONDITIONS OF CONTRACT: SERVICES - ISSUE DATED: MAY 2015

Appendix B – Specification

A separate document is attached.
SCHEDULE 1 – Entry Level Questions
	No.
	 tQuestion
	Answer

	1. 
	Can you meet all the requirements set out in the Specification?
	Yes / No

	2. 
	Please confirm that the required insurance cover (See RFQ Section 6.2) will be in place by the start of the framework.

	Yes / No

	3. 
	Are you registered with the RICS?
	Yes / No

	4. 
	Can you provide evidence that you have knowledge and experience of the local Bracknell market?
	Yes / No


	Signature
	

	Name
	

	Job Title
	

	Organisation
	

	Date
	


SCHEDULE 2 – Organisation Information
ORGANISATION AND CONTACT DETAILS

	Full name of organisation submitting a quotation (or of organisation acting as lead contact where a consortium bid is being submitted)
	

	Organisation Details



	Registered office address
	Company or charity registration number
	

	
	VAT registration number
	

	
	Name of immediate parent company
	

	
	Name of ultimate parent company
	

	Type of organisation 


	i) a public limited co.

ii) a limited company

iii) a limited liability partnership

iii) other partnership

iv) sole trader

v) other (please specify)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Contact details



	Contact details for enquiries about this RFQ

	Name
	

	Address
	

	Phone
	

	Email
	


SCHEDULE 3 – Experience and Contract Examples
	
	Please provide details of up to three contracts from either or both the public or private sector, that are relevant to the Authority’s requirement. Contracts for the supply of goods or services must have been performed during the past three years. Works contracts may be from the past five years. (The customer contact must be prepared to speak to the purchasing organisation to confirm the accuracy of the information provided below if we wish to contact them).

	
	
	Contract 1
	Contract 2
	Contract 3

	1. 
	Customer Organisation (name):
	
	
	

	2. 
	Customer contact name, phone number and email
	
	
	

	3. 
	Contract start date

Contract completion date

Contract Value
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	Brief description of contract (max 150 words) including evidence as to your technical capability in this market.


	
	
	

	7. If you cannot provide at least one example, please briefly explain why (100 words max)




SCHEDULE 4 – Pricing Schedule
A separate document is attached.
Please note that quantities listed are for evaluation purposes only, and are only indicative of the quantity of work to be commissioned.

RFQ Property Consultancy
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