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WARE TOWN COUNCIL TENDER SPECIFICATION 

On behalf of Ware Town Council, I have the pleasure of inviting you to submit a fixed price tender for the following project. 

Yours faithfully,
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Terry Philpott     
Town Clerk 
	Project name 
	Ware Cemetery bund levelling 

	Project objective  
	To remove or relocate the soil bund from cemetery and level ground to reclaim land in cemetery for the use of more burials, the area reclaimed from the bund to be reseeded as required.  



	Project location 
	Ware Cemetery 

Wulfrath Way 

Ware 

Hertfordshire SG12 0DN

Bund area shown on map appendix 1

	Contract value 
	£20K to £50K (ex VAT)

	Timescales 
	Preferred start date September 2022, other dates will be considered taking into account potential weather restrictions and growing season for seeded areas.  

	Contact details for further information and site visits 
	Matt Watkins, Maintenance Manager. 

Email: matt@waretowncouncil.gov.uk
Phone: 01920 460316

Mobile: 

	Contact details for invoice queries 
	Sean Higgins, Finance Manager 

sean@waretowncouncil.gov.uk
Phone 01920 460316

	Primary contact details during the project period. 
	Matt Watkins, Maintenance Manager. 

Email: matt@waretowncouncil.gov.uk
Phone: 01920 460316



	Contractor requirements essential 
	As per tender specification.

	Contractor requirements desirable 
	Previous experience of similar work with a cemetery or burial authority. 

	Return date for tender submissions 
	9am on 6th June 2022

Preferred method by email to  tenders@waretowncouncil.gov.uk . If large documents such as maps or visuals are submitted, please provide a paper copy to 

Ware Town Council 

The Priory 

High Street 

Ware 

SG12 9AL  
Postal tenders or additional information should be submitted in an envelope marked, 
Ware Cemetery Bund levelling tender 
Please do not submit enquiries of a general nature to tenders@waretowncouncil.gov.uk as the inbox is only monitored at the time a tender is due to close.  


	Detailed specification 
	To remove soil bund from cemetery and level ground to reclaim land in cemetery for the use of more burials.  

The following information is provided for guidance, contractors are expected to undertake their own evaluation and measurements. 

The bund volume is approximately 1106m3 in volume, the available area to tip onto is approx. 1881m2. 

One potential option is to grade the existing subsoil from 0 at the grave side to approx. 1m at the house side (forming a wedge) this will be compacted in layers to facilitate grave digging through the new profile. The topsoil will be re-spread and seeded on completion. This should give a workable area of around 2200m2.

The council are open to variations that still meet the objective of increased burial space at the Cemetery. 


	Access and possible restrictions in the delivery phase of the project. 
	Access to the Cemetery site is seven days per week between the hours of 8am and 8pm. 

The Cemetery is operational with interments scheduled at various times, coordination with the cemetery officer will be required with no work undertaken during an interment which average one per week. 
Visitors to the cemetery will expect a suitable level of respect and dignity particularly for those that are grieving and visiting the graves of loved ones. 

There are a number of residential properties adjacent to the site, the Council will advise in advance that the project is being undertaken, the contractor will be expected to manage relationships with the householders and in particular advising them of any works that they might consider noise or dust pollution.  

	Progress reporting 
	The council will require reporting as required and in particular any impact on the project timescale, plus anything that may cause reputational damage to the council. 

	Payment terms 
	Please specify in the pricing schedule the requirement for any phased payments. WTC seek to pay all correct invoices within 30days. 

	Retention value / period 
	WTC will retain 0% of the contract value for a period of X months. 

	Penalty clauses 
	Clause to be inserted as required. 

	Conditions of contract 
	The Council require assurances from all potential contractors through the provision of appropriate documentation that:

· All operatives are suitably trained and qualified to use any machinery involved in the work. 

· Operatives will at all times wear suitable protective clothing and high viz jackets. 

· Safety and advisory signage will be required as necessary 

· Contractors will be required to supply details of public liability insurance with the tender papers. 

· Contractors will be required to undertake a COSHH assessment for all chemicals used during the delivery of the contract. 

· Contractors will be expected to provide a method statement detailing how the various elements of the work will be undertaken. 

· Project timescales will be provided where applicable. 


	
	


Pricing schedule 
	Contractor name 

 
	  


	Project name 

. 
	Ware Cemetery bund levelling
  

	
	Pricing (excluding VAT) for all works as included on the specification, in the component parts as requested.   


	A
	

	B
	

	C
	

	Total 
	

	
	

	
	The council seek to pay invoices within 30days of the receipt of a correct invoice after completion or delivery of the project. If there is a requirement for phased payments, please detail below. 



	
	


I / We hereby offer to carry out the works as scheduled and contained in the attached specification. 

Signed 

Dated 
	Contractor name  
	

	Address 
	

	Name of primary contact 
	

	Email 
	

	Office phone number
	

	Mobile phone number
	


	Contractor name 

 
	  


Contract Evaluation 

The contacts will be evaluated based on a combination of price and other factors as indicated below. 

Please supply information related to each of the headings to allow us to evaluate your tender submission. Please use continuation sheet where necessary. 

Based on the information provided shortlisted contractors may be invited to an interview

	
	Max score
	score 
	

	Price 


	50
	
	

	Quality of work

Training / Qualifications / Experience

Please provide names of referees related to existing contracts of a similar nature


	30
	
	

	Reliability 

(Equipment strategy / contingency plans/ method statement / project plan)

 
	10
	
	

	Proximity to Ware

(Location of equipment / contractors)  


	5
	
	

	Environmental factors

(Please attach environmental policy)


	5
	
	

	
	
	
	

	Total
	100
	
	


The Council reserve the right to not accept any or the lowest tender.

	Contractor name 

 
	  


References: 

Please provide two References below....

	
	Reference 1
	Reference 2

	Organisation


	
	

	Contact name


	
	

	Contact phone 


	
	

	Contact email


	
	

	Address


	
	

	Type of contract


	
	


Tender submission checklist 
	Contractor name 

 
	  


	
	
	Office use

  

	Cost breakdown (excluding VAT) 
	
	  

	References 
	
	  

	Environmental policy 
	
	  

	Public liability insurance 
	
	  

	Method statement detailing how the various elements of the work will be undertaken. 


	
	  

	Project timescales. 
	
	  

	Further information to support the tender evaluation as required 


	
	

	
	
	

	
	
	

	
	
	


Internal use checklist 

	Project name 

 
	Ware Cemetery bund levelling
  


	
	Name
	Target Date
	Completed date

  

	Tender specification completed 
	MW
	04.05.22
	  

	Tender specification approved 
	TJP and SH
	06.05.22
	  

	Tender specification approved by council (if required)
	SH and TJP
	Na
	  

	Publish tender details 
	
	
	  

	WTC website (noticeboard if required).
	LV
	09.05.22
	  

	Write to relevant named contractors (list below) if applicable.  
	SH
	09.05.22
	  

	Publish Contract finder 
	SH
	09.05.22
	

	Publish Find a tender (dependant on contract level)
	SH
	09.05.22
	

	
	
	
	

	Tender evaluation 


	
	
	

	Contract evaluation group and date 

	SH/TJP/MW
	06.06.22
	

	Obtain references (if required) 

	SH
	06.06.22
	

	Agenda item for council meeting approval with recommendation / rationale (based on template below) 
	SH
	08.06.22
	

	Council meeting approval / decline 
	TJP/SH 
	13.06.22
	

	Advise winning contractor by phone to confirm acceptance
	SH
	14.06.22
	

	Advise winning contractor (template below)
	SH
	14.06.22
	

	Advise unsuccessful contractors (template below)
	SH
	16.06.22
	

	Contract reviewed and signed by Town Clerk 
	SH/TJP
	tbc
	

	Publish award information WTC website 
	SH/SF
	17.06.22
	

	Publicity related to contract award if required 
	SF/MW
	17.06.22
	

	Project management 


	
	
	

	Pre meeting with contractor to agree details 
	MW
	tbc
	

	
	
	
	

	End of Project debrief 


	
	
	

	Debrief and learnings gathered for future projects / tenders
	TJP/SH/MW/SF
	tbc
	


Council meeting template 

WTC386: Conservatory Air Conditioning (TP)

Include project summary details 

To remove and dispose of all existing spiral ducting installed in the conservatory and the outside openings to be closed off and weather proofed. 

Contractor to install a system that can heat and cool the conservatory to the desired temperature. System to be installed in such a way that that preserves the character of a listed building.

Tender to include installation of mains electrical supplies from local fuse board.

Tender to include duration of installation.

Tender to include 5-year guarantee on parts and labour.

Contractor to confirm their availability to start and the time expected on site.

Retention and penalty clauses if applicable 
	Contractor
	A 
	B 
	C 
	D 

	
	
	
	
	

	Price 50
	
	
	
	

	Quality 30
	
	
	
	

	Reliability 10 
	
	
	
	

	Local 5 
	
	
	
	

	Environment 5
	
	
	
	

	
	
	
	
	

	Total 
	
	
	
	


Successful letter / email 
Dear
Tender name and closing date 

The tender evaluation for the above contract is now complete and we are now in a positions to award the contract. 

I am pleased to inform you that following the evaluation process that we would like to offer you the contract to completed the works as per the specification at the agreed price of £0000
The reason for the award is that your offer was the most advantageous tender by way of price and quality. 

The award of the contract is subject to references and other required information, should the information not be received within the time frame or should the evidence not prove satisfactory then we reserve the right to not proceed with the contract award. 

We will be in touch shortly regarding final contract terms and signatures. 

Yours sincerely 

Terry Philpott

Town Clerk 

Unsuccessful letter / email 

Dear

Tender name and closing date 

The tender evaluation for the above contract is now complete and I regret to tell you that your offer in relation to the tender specification
 The reason for the decision is that your offer was not the most advantageous tender by way of price and quality. 

The evaluation criteria, your score against those criteria and the successful applicant scores are set out below. 

	Contractor
	
	
	
	

	
	
	
	
	

	Price 50
	
	
	
	

	Quality 30
	
	
	
	

	Reliability 10 
	
	
	
	

	Local 5 
	
	
	
	

	Environment 5
	
	
	
	

	
	
	
	
	

	Total 
	
	
	
	


We would like to thank you for the time and effort in submitting your offer and assure you that the fact you have been unsuccessful on this occasion will not affect any other offers you may make in the tendering process with us. 

Yours sincerely 

Terry Philpott

Town Clerk 

Ware Town Council


Ware Priory, High Street, Ware, SG12 9AL


� HYPERLINK "http://www.waretowncouncil.gov.uk" ��www.waretowncouncil.gov.uk�


01920 460316








Tender return date 9am 6th June 2022 to tenders@waretowncouncil.gov.uk

