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A
OPEN PROCEDURE TENDER BRIEF & GUIDANCE
A1
This document is intended to provide guidance and a brief summary to organisation’s wishing to submit a bid for the proposed provision.

A2
The Open Procedure shall be used to tender for these services and is a one-stage process consisting of combined elements of the Supplier Questionnaire (SQ) and Invitation to Tender (ITT). 

A3
Due to the nature of the contract, an integrated service is required and to split the requirement into lots is not best practice. 
A4
It is mandatory to complete the self-declaration exclusion grounds (Part 1 & 2), selection clauses (Part 3) and declaration within the SQ. The Council                                                            reserves the right to request evidence during the procurement process that no breaches have occurred and in the absence of self-cleansing and severity of breach, could fail a tenderer and not continue to mark the bid. 

A5
Mandatory exclusion ends five years from conviction, and three years after the cause for discretionary exclusions.

A6
It is envisaged that only the successful tenderer shall be asked to produce documentary evidence to A5 above and the award of contract shall be subject to receiving this evidence. 
A7
Minimum yearly financial threshold turnover is applicable to this contract of no more than twice the yearly contract.
A8
The contract shall be for a period of 4 months commencing on 25 January 2018.  Any option to extend the contract would be at the discretion of the Council.
A9
The Council intends to award a Contract to 1 organisation(s).
A10
The Tenderer is required to keep their tender valid for acceptance for a period of 90 days from return date.
A11
In the opinion of the London Borough of Sutton TUPE shall not apply to this Contract.  Details of proposed staff, supplied by the current provider, are enclosed within the Attachments Section.

A14
Tenderer/s may be invited to attend tender clarification interviews/presentations with the tender evaluation panel for this Contract and this shall be detailed within the tender documentation. The Council reserves the right to shortlist the top 5 providers to attend a clarification interview.
A15     Statutory & Legislative Regulations


Please note: the Council is a public authority and as such is subject to various Acts:

a. The Council may be required to provide information under the Freedom of Information Act 2000. Should you require any submitted information to be treated as confidential, please specify within the Freedom of Information Exclusion Schedule within the evaluation scorecard. The Council will honour this where authorised by the Act.  

b.   The Council is subject to the Public Contracts Regulations 2015 and are  required to publish contract opportunities and awards on Contracts Finder     (Cabinet Office portal) for any contract over £30,000.

Information of opportunity includes:  name of organisation; date contract entered into; contract value; status of organisation being Micro, SME or VCSE. 

c. Local Government Transparency Code 2014
Local authorities are also required to publish details of any contract, commissioned    activity, purchase order, framework agreement and any other legally enforceable agreement.  Details required are ref. number; title; department; description; supplier name and details; estimated annual spend and/or budget; unrecoverable VAT; start, end and contract review dates; method of contracting and supplier status namely SME and/or voluntary or community sector organisation together with the relevant registration number. 

A16
The evaluation will be based on the following criteria: 

	CRITERIA
	BIDDER RESPONSE
	EVALUATION METHOD

	Part 1 
Applicant Information   
	Self-certification on portal
	Mandatory – (not scored)

	Part 2 
Exclusion Grounds – mandatory & discretionary
	self-certification on portal 
	Mandatory (not scored) - If self-cleansing not satisfactory, the Council reserves the right to exclude an organisation from the process 

	Part 3.1 (Section 7) Modern Slavery Act 2015
	Self-certification,  if relevant
	For information only

	Part 3 (Section 8)  – Additional Questions - insurance                                                            
	self-certification
	Not scored. Winning tenderer to provide evidence pre-award 

	Part 3.3.1
References 
	Provide 2 examples as detailed
	For information only

	Part 3.3.2 Specification of Requirements
	Yes/no response
	Pass/fail

	Part 3.3.3 Method Statements 
	For completion 
	Scored 80%

	Part 3.3.4 Price Schedule
	For completion
	Scored 20%


A14
Please refer to the Evaluation Summary on the portal for detailed sub-criteria weightings.
A16
MARKING MATRIX

Tender responses will be assessed on a scale of 0/1 to 5 points, as detailed in the table below:  It is inadvisable to award in partial scores, ie. 1.25 or 1.50 as you could be challenged to justify the score against your marking matrix.  (Please select either table and/or bespoke to meet your requirements and remove comment prior to publishing).
	Score
	Evaluation
 
	 
	 
	 

	0
	Completely fails to meet required standard or does not provide a proposal

	1
	Tender proposal significantly fails to meet the standards required 

	2
	Tender proposal falls short of achieving expected requirements (poor in quality or insufficient detail to show requirements are met)

	3
	Tender proposal meets the required standard

	4
	Tender proposal shows all requirements would be met with added value 

	5
	Tender proposal shows all requirements would be met excellently with extensive added value offered.


A17
The following formula is used to determine the mark:

Supplier Score = Maximum Score x (2- (Supplier price/Lowest price))

Where supplier score values below zero are counted as zero.

Lowest price is awarded the maximum score; each successive bid receives a proportion of the maximum score in relation to the lowest price up to double of that of the lowest price score.  At this stage zero will be scored, similarly any higher bids will also receive zero.  
A18
The Council shall score your tender using an online Evaluation Tool.  The header section criteria (as above) is shaded in the screen shot (as below) and gives the overall weighting of the section.  Sub-criteria % weighting is also given for questions within the section, if relevant.

A19
Below is a screen shot of an evaluation layout for easy reference:

[image: image1.png]View Evaluation questions

Questions.
Question Weight % Section Status, Status Flag

1.1 Company Name 000% Answer question

12Company Address  0.00% Ansuer question

2.1 Do you have an 0.00% Ansuer question

environmental policy?

2.2 Have you ever 000% Ansuer question

been declared

bankrupt?

2.3 Please confimif 0.00% Ansuer question

the Applicant (or any
organisation within the
‘Applicant's group,
including any parentor
subsidiary companies)
has been accused of or
found guilty of
blackisting. I o,
please provide details,
including the steps.
taken to address this.
2.4 The Council is 0.00% Answer auestion




A20
Please ensure you visit the Attachments Section as there are various attachments in support of the proposed contract. Documents which have been uploaded by way of a response to a question will not be listed within the Attachments Section.


External Brief and Guidance for Tenderers (attached on-line)

Specification of Requirements (attached on-line)

Appendices (attached on-line)

Method Statements (on-line)

             Price Schedule (on-line) (scored on comparison of Grand total price)

Terms & Conditions of Contract (DRAFT)
A21
The information disclosed in the tender shall be used for evaluation purposes, except where indicated otherwise.

A23
Please refer to the Suppliers’ Area on the portal for any further guidance you may require to complete your Tender Response.

A24
VARIATIONS

A24.1
At any time during the term of the Contract, the Council may request or 
recommend variations to the service and/or variations to any other 
matters covered in the contract to align services with evolving local 
requirements.
A24.2
The Contractor shall not withhold its agreement unreasonably.
A24.3
In the event of a variation the price to be paid under the Contract may 
also be varied. Such variation in the price shall be calculated by the 
Contractor and shall be such amount as properly and fairly reflects the 
nature and extent of the variation.  Upon acceptance by the Council the 
reviewed price shall become the sum or sums payable to the 
Contractor.
A25
PROPOSED TIMETABLE FOR TENDER 

	Issue Request for Quotation
	21/11/2017

	Return of Quotations

Clarification interviews (if required) 
Standstill period 
	22/12/2017 
10/01/2018
13-23 Jan18

	Contract Award
	24/01/2018

	Commencement of Contract
	January 2018


Time limits for requests for additional information regarding the tender will be 6 days prior to the submission date. Please note that the proposed timetable for the tender above is only indicative and the Council reserves the right to amend the above proposed timetable.

B1
BACKGROUND SUMMARY

The London Borough of Sutton (Sutton Council) is seeking tender bids from suitably qualified organisations for the provision of a commercial advisor to enable the London Borough of Sutton (LBS) to bring forward the London Cancer Hub (LCH) in a way that meets the objectives of project stakeholders, maximises market interest and commercial viability whilst ensuring community benefit.

The contract shall be for a period of 4 months commencing on 25 January 2018.  Any option to extend the contract would be at the discretion of the Council.
Minimum requirements are applicable to this provision and represented as a pass/fail.  Please be aware that should an organisation fail any fundamental requirements, the Authority shall not continue marking your tender bid.
C1
TENDER PROCESS

C2
 Please use the Response Wizard to complete your responses. Within your activity for the ITT, you will see the Response controls shown below. Click the ‘Start my response’ button to open the wizard.

C3
If you have any difficulty accessing the response wizard, please contact Due North (Proactis) through their online technical support portal Proactis Central: http://www.proactis.com/Support.  If your query is time critical please call their support on 0330 005 0352 who will be happy to help you. Please be advised the Supplier Support is only available between 09:00 and 17:30 (Monday - Friday).  Outside these hours please log your issues through Proactis Central.  Questions regarding tender documentation must not be directed to Due North, but addressed using the messaging facility below (refer C6).  
C4
Please refer to the Terms and Conditions of Contract within the portal for any definitions, if applicable.


C5
Please note the term ‘Organisation’ refers to: Sole Proprietor, Partnership, Incorporated Company, Registered Housing Association, Co-operative, Voluntary Sector, Social Enterprises, Charitable Organisation, Consortium or other as appropriate.  

C6
The complete tender process: sending and receiving of documentation, questions and answers and all communication shall be conducted via the ProContract portal. If you are in any doubt as to how to interpret any part of the tender documentation and require clarification, refer to the tender summary screen and click on: 
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You have 2 unread message(s).
View messages




C7
If you plan to submit a tender please ensure that you fully understand the nature and extent of the service required from you should your tender be accepted.

C8
Please note:  Should you wish to submit a consortium bid, it is only necessary for the lead organisation to fill out the application on behalf of their members and only one application is required.  
C9
The Council reserves the right to not award to the successful tenderer in the event that evidence of the self-certified sections of the SQ are not provided and adequate evidence is not acceptable of financial and economic standing.  In this instance, the Council shall withdraw the award/award to the second highest scoring tenderer/ or withdraw the tender opportunity. 
C10
Tenders must be treated as private and confidential.  Tenderers must not disclose the fact that they are submitting a tender response.

C11
It is the responsibility of tenderers to obtain for themselves, at their own expense, all information necessary for the preparation of their tender.

C12
Information supplied by the Council (whether in this tender or otherwise) is supplied for general guidance in the preparation of tenders and tenderers must satisfy themselves by their own investigations with regard to the accuracy of any such information.

C13
The tender must be completed in English.

C14
The term ‘tenderer’ refers to an organisation submitting a tender and to do so by The London Borough of Sutton. 

C15
The term ‘contractor’ shall have the same meaning as ‘tenderer’ except that it shall be used where the context refers to matters or actions which shall be undertaken by the contractor who is awarded a Contract in accordance with the contract documentation.  

C16
NO UNAUTHORISED alteration or addition should be made to any component of the tender document. Tenders MUST NOT be qualified in any other way, but must be submitted strictly in accordance with the tender document and these instructions. Tenders MUST NOT be accompanied by any covering letter or any statements that could be construed as rendering the tender equivocal and/or placing it on a different footing from other tenders.

C17
The successful contractor shall provide all necessary labour and materials, except where specified otherwise.

C18
The Council shall not be bound to accept any tender and shall not be responsible for any loss or expense incurred by tenderers in the submission of their tender bid.

C19
The award of Contract shall be on the basis of the most economically advantageous tender (MEAT) to the council unless otherwise stipulated.

C20
Tender bids not complying with the instructions and required completion of contract documents may be rejected by the council, whose decision shall be final.
C21
Every tender received by the Council shall be deemed to have been made subject to the Council’s Terms & Conditions of contract and full compliance with the Specification of Requirements and contract documentation.  Failure to meet these requirements shall result in your tender being rejected. 
D
METHOD STATEMENTS

D1
All Method Statements are mandatory. 

D2
Method Statements illustrate to the Council how you intend to provide the service. Please provide complete and concise statements on-line within the designated area.

E
PRICING SCHEDULE

E1
Please refer to the attached bespoke Price Schedule scorecard on the Portal and complete as directed

F
ATTACHMENTS

F1
Please ensure you sign (if required) and upload the necessary 
documentation by visiting the Attachments Section within the Portal.

F2
Please note that documents which have been uploaded by way of 
response to a question will not be listed within the Attachments 
Section.
Appointment of architectural led team for the production of a Delivery Plan for the Sutton Town Centre Regeneration (2017-2018)








Click “view messages” to raise questions and view any answers








The number of unread messages, which are likely to be replies to questions asked by you or others or further information issued by us will be shown here. The presence of new information will also be notified by e-mail, unless you have opted out. 
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