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LONDON BOROUGH OF HACKNEY
Finance & Resource Directorate
Invitation to Tender
Design, Supply and Installation of Decorative Lights 
________________
August 2015
________________
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1. Introduction
The Council wish to secure the provision and installation of Decorative Christmas Illuminations for the following towns and shopping areas:

· Shoreditch

· Dalston

· Stoke Newington

· Hackney Central (Including Chatsworth Road and Broadway Market)

· Hackney Wick
2. Overview of hackney
2.1 The London Borough of Hackney (LBH) is an Inner London borough situated to the east of the capital. The London Boroughs of Tower Hamlets, Newham, Waltham Forest, Haringey and Islington border it.
2.2 Hackney stretches from Liverpool Street in the south to Stamford Hill in the north and from the River Lea in the east to Finsbury Park in the west. The London Borough of Hackney comprises the areas of Hackney, Shoreditch and Stoke Newington. These were originally separate municipal boroughs but were amalgamated in 1964 to form the London Borough of Hackney. The borough has a diverse population of mixed culture who continuously expect high quality services from the Council and its Contractors. It also is physically and socio-economically diverse, encompassing quiet residential areas with large densely populated housing estates, busy congested commercial areas and a number of bustling street markets.
[image: image1.emf]
Figure 1 – Map of Hackney Borough

2.3 The Council is split into six directorates which provide a range of municipal services.  The directorates are:

· Chief Executive’s 

· Children and Young People Services

· Health and Community Services

· Finance and Resources

· Legal, HR and Regulatory Services

· Housing

2.4 The Council has two main partners that make up the full range of municipal services along with the Council’s directorates.  Hackney Homes was launched in April 2006 and is responsible for managing Council homes in Hackney.  The Learning Trust was established in August 2002 and runs all the education services for LBH.  
2.2.2 The employing directorate is the Chief Executive Directorate.  The Regeneration Team is located within this Directorate.

3. Conditions for tendering
3.1 General Tendering information

3.1.1 These instructions are designed to ensure that all Tenderers are given equal and fair consideration.  It is important therefore that you provide all information asked for in the format and order specified.
3.1.2 Tenders shall be submitted in accordance with these instructions.

3.1.3 Tenders that do not comply with any mandatory requirement (i.e. where the words “shall” or “must” are used) may be rejected.

3.1.4 Whilst the information contained in this ITT is believed to be correct at the time of issue neither the Council, nor its advisors, will accept any liability for its accuracy, adequacy or completeness nor will any express or implied warranty be given. This exclusion extends to liability in relation to any statement, opinion or conclusion contained in or any omission from this ITT (including its appendices) and in respect of any other written or oral communication transmitted (or otherwise available) to any Tenderer. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Council.

3.1.5 The Council will not be liable for any bid costs, expenditure, work or effort incurred by the Tenderer in proceeding with or participating in this procurement, including if the procurement process is terminated or amended by the Council. 

3.2  Contact Officer

3.2.1 Details of the Contact Officer for all enquiries related to this Tender process:

Name:

John Cruse
Email:

CServices.Procurement@hackney.gov.uk 
OR

John.Cruse@hackney.gov.uk 
3.3  Issued Documents

3.3.1 Apart from the formal Contract agreement between the Council and the successful contractor, arising from the Council’s written acceptance of tender, the following documents referred to in these instructions as the incorporated documents forming the contract will comprise:

I. These instructions and attachments listed in the table of contents;

II. Form of Tender to be completed by the Tenderer;
III.
Non-collusive tendering certificate to be signed by the Tenderer;

IV.
The Specification;

V.
The Invitation to Tender and all attachments submitted and clarification subsequently received.

3.4 Confidential Nature of Tender Documentation

3.4.1 Documentation in relation to this Invitation to Tender and any Tenders received by the Council in response to it shall be treated as private and confidential save where disclosure is required by law.

3.4.2 Other than with professional advisers or sub-contractors that need to be consulted with regards to the preparation of the Tender, Tenderers shall not:

· Disclose that they have been invited to tender;

· Disclose the contents of this ITT or the Tender they intend to make;

· Release any information relating to the ITT and/or the Tender that they intend to make;

· Devise or amend the content of their Tender in accordance with any agreement or arrangement with any other organisation and/or person, other than in good faith with an organisation and/or person who is a proposed partner, supplier, consortium member or provider of finance;

· Enter into any agreement or arrangement with any other organisation and/or person, other than in good faith with an organisation and/or person who is a proposed partner, supplier, consortium member, or provider of finance;

· Enter into any agreement or arrangement with any other organisation and/or person that has the effect of prohibiting or excluding that person from submitting a Tender; 

· Canvass directly or indirectly with any other Tenderer, Member or Officer of the Council (including its consultants and contractors) in relation to this procurement; 

· Attempt to obtain information from any of the employees or agents of the Council or their advisors concerning another Tenderer or Tender. 

· Pass the ITT documents to any other organisation.

3.4.3 Tenderers shall not canvass for the acceptance of their Tender with any other Supplier, Member of the Council or Officer of the Council.

3.4.4 The Council will consider only bona fide bids, which do not refer to any other bid.  It shall be entitled to disqualify any application where collusive bidding is suspected.
3.4.5 If a Tenderer does not observe paragraphs 3.4.1 - 3.4.4 above, the Council will reject their tender and may decide not to invite the Tenderer to tender for future work.

3.4.6 Details of other submissions will not be published or made available to Tenderers except as may be required by law.

3.5 Preparation of Tender

3.5.1 If a Tenderer decides not to complete the tendering process, the Tenderer must communicate that decision in writing to the Contact Officer (as per section 3.2 above) immediately and subsequently destroy the issued documents.

3.5.2 No alteration or addition shall be made by Tenderers to any part of the Invitation to Tender except where expressly allowed.

3.5.3 Tenders shall not be subject to any pre-condition or otherwise qualified or accompanied by statements which might be construed as rendering the Tender equivocal.  Only unconditional Tenders will be considered.  The Council’s decision as to whether or not a Tender is in an acceptable form will be final.

3.5.4 A fully compliant Tender must be submitted.

3.5.5 Tenderers must obtain for themselves at their own responsibility and expense all information necessary for the preparation of their Tender.  Information supplied to Tenderers by the Council’s staff or contained in the Council’s publications is supplied only for general guidance in the preparation of the Tender and no warranty is given.  It is strongly recommended to Tenderers that they satisfy themselves by their own investigations as to the accuracy of such information and no responsibility is accepted by the Council for any loss or damage of whatever kind or howsoever caused arising from the use by Tenderers of such information.

3.5.6 Tenderers must satisfy themselves prior to submission of the Tender that any certificates demanded in the Specifications with regard to the quality and standards of the performance of the Services are appropriate in relation to those Services.

3.5.7 Tenders and supporting documents shall be in English and any Agreement subsequently entered into and its formation, interpretation and performance shall be subject to and in accordance with the laws of England and Wales.

3.6  Tender response 

3.6.1 The specification set out in Section 5 provides the base information needed to understand the Council’s requirements. Tenderers are asked to respond directly to requirements and set out their proposal, associated assumptions and conditions. All Tenderers are requested to follow the format instructions given. Where bullet points are requested responses are expected in that format. 
3.6.2 Please be clear and unambiguous in all narrative responses.

3.6.3 Section 7 sets out the number and format of copies required.

3.6.4 In order to evaluate the Tender all required information must be provided.  If any of the required documents are not submitted with any tender, the Council reserves the right to reject such tender.

3.6.5 Tenderers are advised to keep a copy of their Tender submission.  The Council reserves the right to make a charge for providing a copy of Tenderer’s own bid.

3.7  Clarification questions

3.7.1 Tenderers will have the opportunity to ask further questions by e-mail sent to the Contact Officer (see Section 3.2 above).  This opportunity exists until 12.00pm 3rd September 2015. The Contact Officer will use their best endeavours to respond as a matter of assistance to the Tenderer but it shall not be construed to add to modify or take away from the meaning and intent of the proposed contract and or the obligations and liabilities of the Tenderer.

3.7.2 No representation, explanation or statement made to the Tenderer or anyone else by or on behalf, or purportedly on behalf of the Council as to the meaning of the Tender documents, or otherwise in explanation as aforesaid, shall be binding on the Council in the exercise of its obligations under a subsequently awarded contract.

3.7.3 Where an enquiry is beneficial to all Tenderers, both an anonymised copy of the clarification question and the response will be communicated to all Tenderers. If a Tenderer wishes the Council to treat a clarification as confidential and not issue a response to all 
3.7.4 Tenderers it must state this when submitting the clarification question. If, in the opinion of the Council, the clarification is not confidential, the Council will inform the Tenderer and the Tenderer will have an opportunity to withdraw it. If the clarification is not withdrawn, both the question and response will be sent to other Tenderers anonymously. 

3.7.5 The Council reserves the right (but shall not be obliged) to seek clarification of any aspect of a Tender during the evaluation phase where necessary for the purposes of carrying out a fair evaluation. Tenderers are asked to respond to such requests promptly. 

3.8  Conflicts of Interest

3.8.1 It is the responsibility of the Tenderer to ensure that there are no actual or potential conflicts of interest involved in their commission.  The Contact Officer must be notified as soon as any actual or potential conflicts of interest arise during the commission.

3.9  Indicative programme and key dates for the procurement exercise
3.9.1 Key Dates 

This procurement will follow a clear, structured and transparent process. The anticipated programme for the contract award is:
	Milestones
	Target Dates

	Invitation to Tender Issued on Council Website
	24th August 2015

	Tenders Returns 
	7th September 2015

	Tender Evaluations
	7 – 11th September 2015

	Contract(s) Awarded
	21st September

	Mobilisation Period
	21st September to 15th November

	Installation Period
	15th November to 28th November

	Management and Maintenance
	28th November to 5th January 2016

	Disconnection and Removal
	5th January 2016 – 14th January


3.9.2 At the conclusion of the evaluation process, the Council will decide which Tenderer it will award the contract to and the decision communicated to all Tenderers.
3.9.3 Any changes to the procurement timetable above shall be notified to all Tenderers as soon as practicable. 

4 Tender evaluation
4.1
Qualitative Tender Responses

4.1.1
Tenderers must provide information which demonstrates and supports their understanding of, and ability to meet, the specification contained within this document.
4.1.1 Subject to the following paragraph, if it appears to the Council that there is an error in the Tender (including the Tender Response Documents) the Tenderer will be invited to confirm their Tender or withdraw it within a time specified by the Council.
4.1.2 The qualitative responses will be evaluated and scored by a panel made up of LBH officers.

4.1.3 The following scoring mechanism will be used to score the qualitative Tender response against each of the criteria set out in Appendix 5.

	0 Points


	Wholly unsatisfactory, fails to demonstrably meet specified requirements or not answered

	1 Point


	Poor, only partially demonstrably meets specified requirements.

	2 Points


	Satisfactory, demonstrably meets specified requirements in full.

	3 Points
	Good, demonstrably exceeds the specified requirements and provides significant added value to the Council.

	4 Points
	Excellent, demonstrably exceeds the specified requirements and provides significant added value to the Council.


4.1.4 The score for each Qualitative Tender Response is the sum of the points awarded for each criterion as a proportion of the weighting percentage.  For example, if the weighting for a criterion is 5% and a Tenderer is awarded 2 points, the score for that section will be:

 


2/4 *5% = 2.5%
	Criteria


	Weighting

	Quality (40%)
	1.1.1 Design & Installation
	1.1.2 40%

	
	Health and Safety Certificate
	Minimum Requirement

	
	Professional Indemnity & Public Liability Insurance
	Minimum Requirement

	
	Electrical Installation Certificate
	Minimum Requirement

	Whole life Price
	1.1.3 60%

	
	100%


4.2 Financial Tender Responses
4.2.1 All submission must include all costs associated with installation and design, including but not limited to site survey, ancillary equipment required such as cherry pickers, parts, labour, profit and sundries, excluding VAT
4.2.2 The price will be scored out of a maximum of 60. Scores will be calculated as follows, derived from the information each bidder is required to complete and return on Appendix 2 Price Document:

Lowest Whole-life Cost

x
60
Bidder Whole-life Cost Tendered
4.3 Clarification

4.3.1 Where an error relates to the total price of the Tender as calculated from other sources, the error will be regarded as being in those other sources.  The Tenderer will be invited to confirm the total price or withdraw their Tender as above.  A Tender containing major arithmetical errors or a large number of arithmetical errors may be rejected on the ground that there is serious doubt about the competence of the Tenderer.
4.3.2 Once the Tenders have been evaluated, Tenderers in contention for the contract may be requested to provide clarification in writing or by telephone if the Council has a minor number of points that require clarifying.

4.3.3 The evaluation panel will have an opportunity, collectively, to review and if necessary adjust scores awarded to Tenderers as a result of clarification received.

4.3.4 Tenderers may be required to clarify some aspects of their proposals in writing.
4.4 Notification of award/Acceptance of Tender

4.4.1 Hackney Council is not bound to accept the lowest or any tender. If an offer is abnormally low Hackney Council may reject that offer.

4.4.2 
At the conclusion of the evaluation process and subject to the provisos contained in these instructions, the Council will notify ALL Tenderers of the outcome in writing.

4.5 Contract Documents

4.5.1 The contract document to be executed for this programme will be issued by the council in line with its procurement policy. 
5. SPECIFICATION
5.1 Specification is attached as Appendix 4
6. QUOTE RESPONSE DOCUMENTS
6.1
Response Documents (40%)
6.1.1 When responding to the ITT Tenderers should set out their submission by directly responding to questions in Appendix 5.  Tenderers should ensure that they number their responses to correspond with the relative paragraph.

6.2
Price (60%)
6.2.1
Provide your prices in Appendix 6.

7 THE TENDER SUBMISSION

7.1 Tender Response

7.1.1 The Council require the following distinct (i.e. separate documents not bound together) documents to be submitted as a Tender:

	Document
	Number of copies

	The Qualitative Proposal (Appendix 5)
	1 x hard copy

	The Financial Proposal (Appendix 6)
	1 x hard copy

	The Qualitative Proposal, Financial Proposal and all attachments, all as separate clearly named electronic documents.
	1 x electronic copy on a CD or memory stick


7.1.2 For ease of evaluation, distribution and storage, the Council’s preference is:

· that responses are printed double-sided on white A4 paper, font size 10-12;

· that responses are not enclosed in bulky folders;

· that responses are structured and labelled in the same way as the response documents;

· that responses do not include any other information than that which is requested;

· that the ITT documentation is not printed out and included in the response except where explicitly required.

7.1.3 The sealed envelopes or containers used to enclose Tenders must be marked using the Tender Return Label (Appendix 3).

7.1.4 The Tender must not contain any marks on the exterior package that identify the Tenderer.

7.1.5 All Tenders shall be delivered no later than 12.00PM 07 September 2015 to “Reception Desk, Keltan House (Bocking Street Entrance), 89-115 Mare Street”.  If delivered by Courier, a timed receipt should be obtained (see Appendix 5 for full address).

7.1.6 It is the Tenderer’s responsibility to ensure that their Tender arrives in accordance with these instructions.  Tenders received after the date and time for delivery may not be considered.

7.1.7 Tenders delivered to any other employee or member of the Council or to any other location will be rejected.
APPENDICES

APPENDIX 1 - FORM OF TENDER

Tenderers are required to express their tender in the following terms:

“To the Mayor and Burgesses of the London Borough of Hackney”

Re: Invitation to Tender – Design, Supply and Installation of Christmas Decorative Lighting
Having carefully examined and considered the Invitation to Tender including the contract terms and conditions and other documents issued to us and in consideration of the Council considering this tender, we:

Offer to provide the above services when required under a contract hereto.

Confirm that, if our Tender is accepted, we will upon demand:

· Produce evidence that the relevant insurances and compliance certificates with relevant legislation and policy are held and are in force;

· Execute and deliver the necessary contract documents to the Council;

· Agree that this Tender(s) shall constitute irrevocable, unconditional offer(s) which may not be withdrawn for a period of six (6) months from the date of the Tender(s);

· Agree that unless and until contract documents are executed and mutually delivered between the Council and ourselves, the Tender(s), together with the Council’s written acceptance of it / them, shall constitute a binding contract between us and the Council.

We understand that the Council is not bound to accept any tender that it receives.

Signed for the Tenderer:
 ………………………………...

Name:



…………………………………

Position in Organisation:
…………………………………

Organisation Title:  

…………………………………

Date:



…………………………………

Note:  The form of tender should be completed in full and will not be valid unless all other forms are completed together with all other information supplied as set out in the ITT.

APPENDIX 2 - TENDERING AND NON-COLLUSIVE CERTIFICATE 

“To the London Borough of Hackney”

Invitation to Tender for the Design, Supply and Installation of Christmas Decorative Lighting & Magazines Distribution Service Framework 
Tendering and Non-collusive Certificate
I/We certify that this is a bona fide tender, intended to be competitive and that I/We have not (either personally or by anyone acting on my/our behalf):

1 Fixed the amount of the Tender (or the rate or prices quoted) by agreement with any other person, company or organisation.

2 Communicated to anyone, other than the Council, the amount or approximate amount or terms of my/our tender (other than in confidence in order to obtain quotations, professional advice or insurance necessary for the preparation of the Tender).

3 Entered into any agreement or arrangement with any other person, company or organisation that they shall refrain from tendering or as to the amount of or terms of any tender to be submitted by them.

4 Canvassed or solicited any member, officer, employee or agent of the Council in connection with the award of this or any other contract with or Tender to the London Borough of Hackney.

5 Offered, given or agreed to give any inducement or reward in respect of this or any other contract with or tender to the London Borough of Hackney.

Signed for the Tenderer: 

Name:

Position/Title:

Company:  

Date:

APPENDIX 3 - LABEL FOR RETURN OF TENDER DOCUMENTS

All Tenders must be sent to as per tender instructions and clearly labelled with below:
	TENDER  FOR:

Design, Supply and Installation of Christmas Decorative Lighting
London Borough of Hackney

Hackney Procurement Centre

89-115 Mare Street
London E8 4RU
Tender Ref: 2015/JC/MHS/001
Closing Date: 12:00 noon,  7th September 2015
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