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INVITATION TO QUOTE (ITQ)

FOR

THE PROVISION OF SHORT BREAK SERVICES FOR DISABLED CHILDREN/YOUNG PEOPLE

Summary Instructions and Details of Contract
	Item
	Contract details

	Darlington Borough Council Reference
	P2019/1822/PE


	Contract description
	THE PROVISION OF SHORT BREAK SERVICES FOR DISABLED CHILDREN/YOUNG PEOPLE

	Quantity
	6 hours for one day on Saturday or Sunday.

	Insurance requirements
	As Selection Questionnaire

	Period of Contract
	4 years

	Procuring officer
	Any queries must be addressed to Bronwyn Lilley via the NEPO portal four days before the tender return date.  

	Submission instructions
	All Invitation to Quotes must be submitted electronically via the NEPO portal

	Date and time for quotation return
	2 May 2019, 12.00 noon.


Timetable

This timetable is indicative only; the Council reserve the right to change it at its discretion.

	Stage
	Date(s)and time(s)

	Issue of Invitation to Quote
	26 April 2019 

	Submission of quotations
	2 May 2019, 12.00 noon

	Evaluation of quotations
	6 May 2019

	Notification of result of evaluation
	8 May 2019

	Expected date of award of Contract(s)
	13 May 2019

	Contract commencement
	14 May 2019


Checklist forbidders
Failure to submit all of the documents listed below may result in a quotation submission being considered non-compliant. 
	No
	Item


	Included in response?

	1 
	All information requested in section 5 


	

	2 
	Form of Quotation

	

	3 
	Pricing Schedule

	

	4 
	Certificate of Non-canvassing and Non-collusion


	

	5 
	Selection Questionnaire

	

	6 
	Quotation Response Document


	


Schedules
	No
	Description

	1
	Part 1: Specification

	
	Part 2: Appendix 1 Summary of Needs

	2
	Part 1: Contract Particulars

	
	Part 2 - Special Terms and Conditions

	
	Part 3 - Standard Terms and Conditions

	3
	Form of Quotation and Pricing Schedule

	4
	Certificate of non-collusion and non-canvassing

	5
	Quotation Response Document

	6
	Selection Questionnaire
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Important notice
This Invitation to Quote (“ITQ”) is issued to organisations that have expressed an interest to quote (“Bidders”) their professional advisers and other parties essential to preparing a quotation for this Contract (the “Quotation”) and for no other purpose.
The contents of this ITQ and of any other documentation sent to you in respect of this quotation process are provided on the basis that they remain the property of the Council and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this ITQ and all associated documents immediately and not to retain any electronic or paper copies. 

No bidder will undertake any publicity activities with any part of the media in relation to the Contract or this ITQ process without the prior written agreement of the Council, including agreement on the format and content of any publicity.

This ITQ is made available in good faith.  No warranty is given as to the accuracy or completeness of the information contained in it and any liability or any inaccuracy or incompleteness is therefore expressly disclaimed by the Council and its advisers. 
The Council reserves the right to cancel the quotation process at any point. The Council is not liable for any costs resulting from any cancellation of this quotation process or for any other costs incurred by those quoting for this Contract.
1 Background
1.1. 1 TC "
Background" \l 1 
Further details of the contractual requirements and other relevant information are included in the Specification (Schedule 1). 
1.2. The Officer responsible for this quotation is Bronwyn Lilley.  Any queries must be raised four days before the quotation return date, through the Question and Answer section on the NEPO portal:
www.qtegov.com/procontract/supplier.nsf
1.3. Other than the person or people identified above, no Council employee or member of the Council has the authority to give any information or make any representation (express or implied) about this ITQ or any other matter about the Contract.

1.4. Responses to any queries or clarification requests may, at the Council’s discretion, be circulated to all bidders.

1.5. The Council reserves the right to issue additional documentation at any time during the quotation process to clarify any issue or amend any aspect of the ITQ.  Any additional documentation issued will form part of the ITQ and will add to and/or supersede any part of the ITQ to the extent indicated.

1.6. Bidders must obtain at their own expense all the information that they need for the preparation of their quotation. 

1.7. Under the Contract, bidders must adhere to the Council’s policies. Bidders must satisfy themselves that they are aware of all of the commitments under the Contract before submitting a quotation.

1.8. The quotation must be received in accordance with the relevant instructions no later than the time and date shown.
2 Quotation submission requirements
2.1. Quotations will be evaluated in two stages. All quotations that receive a Pass in stage 1 will progress to stage 2.

Stage 1 - Selection Questionnaire
2.2. Bidders must complete the Selection Questionnaire (Schedule 6)
2.2.1. Information submitted in the Selection Questionnaire must achieve a Pass.  
Stage 2 Award Stage - Quotation
2.3. Quotations must be written in the English language.
2.4. Bidders must provide a response to the questions and/or request for information contained in section 5 of this document.
2.5. The response must be submitted via the Quotation Response Document (Schedule 5) and must be numbered in the same format as the information in section 5 of this document.
2.6. Only one quotation is allowed from each bidder.  If a bidder submits more than one quotation, only the one with the latest time of submission will be accepted.
2.7. The quotation (including price) must be valid for a minimum period of 90 days.

2.8. The quotation must not be qualified in any way.

2.9. Any signatures required must be made by a person who is authorised to commit the bidder to the Contract.

2.10. The bidder full registered business name and main office address must be given on all documents. 

2.11. If the bidder is unable to submit a quotation via the NEPO portal as required, or require help or further information to be able to do so, they must contact the Procuring Officer no later than four calendar days before the stated submission date. This will allow sufficient time for technical issues to be investigated and resolved.

3 Contract Documents
3 TC "
CONTRACT DOCUMENTS" \l 1 

3.1. Any resulting Contract will consist of:

· the Contract Particulars (with the relevant detail added after the award of the contract)
· the Standard Terms and Conditions

· the Special Terms and Conditions 

· all information submitted by the successful bidder in response to the Invitation to Quote 
The Contract will be subject to English law and the exclusive jurisdiction of the English courts.
3.2. The Council is bound by the Public Contract Regulations and its own Contract Procedure Rules. 
4 
Quotation Evaluation
 TC "4
Tender evaluation" \f C \l "1" 
4.1. The Council is not bound to award a contract following the quotation process or to accept the quotation with the lowest price, and may accept the whole or any part of any quotation. 
4.2. Prior to evaluation, each quotation will be checked to ensure compliance with all of the submission requirements. If a quotation does not comply it may be excluded from the evaluation process.  
4.3. The Council may seek clarification during the evaluation period of any information included in a quotation.  This may be in writing or by means of a clarification meeting.
4.4. Quotations will be evaluated in order to determine the most economically advantageous quotation. using the following scoring methodology and award criteria:
	Score
	Performance
	Judgement

	5
	Fully comprehensive and appropriate response
	Excellent

	4
	Response of a high standard with a highly appropriate understanding of the question
	Very Good

	3
	Response illustrates a good understanding of the matter in question. Would benefit from further detail
	Good

	2
	Response illustrates a basic understanding of the matter in question but lacks detail
	Satisfactory

	1
	Very limited response lacking in appropriate detail
	Poor

	0
	No response submitted or response not relevant
	Unacceptable


The score will be divided by the total score available (i.e.5) and then multiplied by the weighted criteria to create a total score allocated to the response.
5 Award criteria and Information required
	
	Award Criteria
	Weighting

	
	Quality
	70%

	C1
	Summary of Needs
	70%

	
	Price


	30%


5.1. Information Required

5.1.1. (C1) Bidders must provide details of how you will meet the requirements of the ITQ Schedule 1 – Appendix 1 Summary of Needs

5.1.2. The information required must be submitted using the Invitation to Quote Response Form – Schedule 5.
5.2. Pricing
5.2.1. Bidders must fill in the Pricing Schedule set out in Schedule 3 to provide all of the obligations under the Contract. 

5.2.2. All prices shall be stated in pounds sterling and exclusive of VAT.

5.2.3. Price per 6 hour session.

5.2.4. Bidders must also show all other costs that will be associated with the Contract for example rates or expenses.  The Council will not consider claims for extra payment for items that have not been specified.
5.2.5. The submitted  Price will be allocated a percentage weighting in accordance with the following process
i. The quotation with the lowest price will be awarded 30%.

ii. The weighting for the remaining bids will be calculated by dividing the lowest bid by any other bid and multiplied by 30 to determine their score.

5.3. Aggregate score
An aggregate rating on both quality and price will be calculated as below:

Price Score + Quality Score = Aggregate score

6 TUPE – NOT USED
7 Corporate requirements
7.1. The Council is legally bound to ensure that a number of key corporate considerations are observed by a contractor when delivering services on behalf of the Council. Bidders should take into account these obligations when preparing their quotation submission, particularly with regards to costs.
8 Equality and diversity
8.1. The Council is committed to promoting equal opportunity and diversity when providing its services and expects the successful contractor to be equally committed in its employment practices, service provision, and compliance with relevant employment legislation. The Council may request evidence to demonstrate this throughout the contract period. 
9 Clarification meetings, site visits and interviews – NOT USED TC "6
Clarification meetings, site visits and interviews" \f C \l "1" 
10 Freedom of Information Act and Environmental Information Statement
10.1.  TC "7
Freedom of Information Act and Environmental Information Statement" \f C \l "1" The Council is subject to The Freedom of Information Act 2000 (Act) and The Environmental Information Regulations 2004 (EIR).
10.2. Under the Act or EIR the Council may be required to disclose information about the procurement process or the Contract.
10.3. Any information committed in a quotation which is held to be commercially sensitive by the bidder (meaning it could reasonably cause prejudice to the organisation if disclosed to a third party) should be flagged as ‘Not for disclosure to third parties’ and must be accompanied with a supporting explanation for the exemption request.
10.4. The Council will aim to consult with bidders prior to the disclosure of any information to a third party under the Act and/or the EIR.  However the Council will decide, at its absolute discretion, whether any information is:
· exempt from the Act or the EIR; or 
· to be disclosed in response to a request of information.
10.5. The Council will act 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 either. 

10.6. The Council will not be held liable for any loss or prejudice caused by the disclosure of information that:
10.6.1. 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); 
10.6.2. 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
10.6.3. where it is in the public interest to disclose this and there is no legal duty to withhold it.


