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1	General

1.1 You are invited to submit a competitive Tender for the contract detailed above.

1.2 It is essential to observe and comply with the following instructions in the preparation and submission of your Tender.  We reserve the right to reject a Tender that does not fully comply with these instructions.

1.3 Notwithstanding the fact that we have invited you to tender for the Contract or included you on any list of selected Economic Operators, we make no representations regarding your financial stability, technical competence or ability in any way to carry out the Contract.

1.4 The Tender must be completed in English.

1.5 Terminology: 

“Tenderer”	An organisation submitting a tender to become part of the KWL Supply Chain
 “MEAT”	Most Economically Advantageous Tender
 “ITT”		Invitation to Tender
“KWL”		Kingstown Works Limited

1.6 Delivery of Tender

Please provide 1 x hard (paper) copy of your tender and 1 x read only copy on CD Rom disc or USB Stick. 

All submissions will be recorded by the time and date of receipt, and any submissions received after this time will not be accepted.

The tender must be securely sealed and not have any markings that would identify the name of the tenderer.
Clearly mark the envelope/package: 

“Invitation to Tender” Ref: 31/19 – Manufactured Joinery 01 April 2019 to 31 March 2021 with an option to extend by a further year.

For the Attention of:
Wendy Rhind
Procurement Section
Kingstown Works Ltd
Connaught Road
Kingswood
Hull
HU7 3AP

Your submission should be returned no later than 12 noon on Friday 15th February 2019. Applicants should note that failure to meet this deadline will result in their organisation being excluded from this tendering exercise accordingly.



1.7 Before completing your submission, you must ensure that you have received and understood each of the following documents in accordance with the items below:

· Document 1 – ITT Scope of works (This Document)
· Document 2 – Commercial questionnaire
· Document 2a – Commercial Scoring document
· Document 3 – Pricing Matrix
· Document 4 – Declaration of non-collusive bidding.  	
· Document 5 – Form of Tender
· Document 6 – Service Level Agreement (Draft)
· Document 7 – Terms and Condition of Purchase
· Document 8 – Specifications

The information contained within each of these documents is vital to ensuring that you complete your tender accurately, and should assist you in ensuring that your tender is compliant.

1.9	These documents are intended to provide you with as much information as possible about the opportunity you have been invited to apply for, and provide you with guidance on submitting a tender. Applicants, who require further guidance may use the email facility, please submit your question by e-mailing the following address:

tendering@kingstownworks.co.uk

1.10	Enquiries and Clarifications

If you have a query or a question which has not been addressed by this document, please send them to tendering@kingstownworks.co.uk.  All questions and the appropriate responses shall be collated and published to all tenderers as soon as reasonably practicable, but no later than on a weekly basis. It is your responsibility to ensure that you have received the appropriate response to your questions.  

The closing date for any queries and questions in relation to this Invitation to Tender is Monday 11th February, with final clarifications sent out on Wednesday 13th February 2019. Please note any queries received after this time shall not be answered.

1.11 Amendments to the ITT Documents 

KWL reserves the right to issue amendments or modifications to the ITT during the tender stage. These will be issued to all tenderers simultaneously and Tenderers will be required to take such modifications into account when submitting their tender.



2	Introduction

2.1	Kingstown Works Limited

Kingstown Works Limited (KWL) was established in 2006 and undertakes Building Maintenance and Construction work within Hull and East Riding of Yorkshire.

KWL is a Company controlled by Kingston upon Hull City Council as defined in Section 68 of the Local Government and Housing Act 1989.

KWL have secured the repairs and maintenance, cyclical and planned works programme for all Hull City Councils (HCC) housing stock (approx 24,500 dwellings) for a further ten years which commenced on 1st April 2012. 

2.2	KWL Stores Facility

To support the Operational Team, KWL provide an in-house Stores facility which is based at our main office on Connaught Road Hull HU7 3AP. The Stores facility caters for the issue of materials and components and is available to approx. 300 operatives on a daily basis.

The Stores facility covers an area of 1000m2 and is operational from 7.30am to 4.30 pm Monday to Thursday and 7.30am to 3.30pm on a Friday. The Store is currently managed and delivered by 6 full time employees, who are also available to receive the delivery of materials.

The Stores facility also replenishes impress stock levels to approximately 120 KWL vehicles on a rotational basis.

2.3	Scope of the Contract

KWL in conjunction with Hull CC wishes to provide high quality services to the customers who reside in the dwellings and are seeking to procure suitable and experienced suppliers to support the Operational Team and contribute to our ongoing journey in delivering value for money services. In order to achieve this KWL is seeking expressions of interest from innovative and suitably resourced, qualified and experienced suppliers.

KWL objectives are to deliver a service to Hull CC customers in line with the community strategy which focuses on three main areas:

· Jobs and prosperity  
· Education, learning and skills  
· Quality of life 



3 Invitation to Tender – Specification and overview of requirement

3.1	Manufactured Joinery

We are seeking to procure one supplier for the Manufactured Joinery tender.

The purpose of this document is to provide guidance and specific instructions for all Kingstown Works Ltd Suppliers of manufactured joinery items. 

The successful service provider will be expected to be able to manufacture and deliver a variety of manufactured joinery items including doors, door frames, gates, door casings, window sashes and other joinery items.

The majority of the items will be delivered to KWL main Stores on Connaught Road, Kingswood, Hull, HU7 3AP however on occasions our joiners may need to visit the premises to have an item cut down.

This is a supply contract and KWL Operatives will not operate the machinery or enter the supplier’s workshop. A waiting area should be available for our operatives when collecting materials.

In support of the duties placed upon Kingstown Works Limited, KWL must ensure that suppliers appointed are competent for the categories of work they are to undertake.

3.2 Regulations, Codes of Practice and Best Practice Requirements

The manufactured Joinery supplier shall adhere with the following Regulations, Codes of Practice and industry best practice requirements:

· The Health and Safety at Work etc. Act 1974.
· The Management of Health and Safety at Work Regulations 1999 – as amended.
· Meet the requirements of the local Building Control Officer and Fire Safety requirements.
· This list is not exhaustive.

Insurance

· The successful supplier must maintain current insurances of a minimum of £10million for Employers Liability and £5 million for Public Liability.

3.3	Scope of Works

· KWL would like a dedicated named point of contract who will arrange and co-ordinated work, accept orders and deal with any issue which may occur.
· KWL require a dedicated email address which is accessible by a number of the employees to prevent purchase orders and requisitions being missed during periods of annual leave and unexpected absences. 
· The manufactured joinery workshop needs to be within Hull and be accessible for KWL employees between the hours of 8:00am and 17:00 Monday to Friday. 
· It needs to have parking facilities available as on occasions our joiners may need to attend the workshop to have timber cut down. 
· This is a supply contract and KWL Operatives will not operate the machinery or enter the workshop. A waiting area should be available for our operatives when collecting materials.
· The supplier must be able to offer a delivery service for all items requested by KWL. These will be delivered to KWL Main stores on Connaught Road, Hull, HU7 3AP on a weekly basis. 
· The supplier must be reactive and able to accommodate urgent items within a 24/48 hour period. This will be for emergency items only and not the norm. 
· Any successful Sub-Contractor will be required to complete and return Sub-Contractor Health & Safety documentation on an annual basis.

Call Backs

Any call-back raised by KWL, or item supplied not in accordance with the specification, will be rectified by Sub Contractor within acceptable timescales set out by the KWL operational team and at no additional expense to KWL.

Cutting down of Joinery items

· On occasions our joiners may need to attend the workshop to have timber cut down. In these instances the KWL employee will bring the materials to your premises and instruct you on the work he requires carrying out.
· You must obtain a job number, Property address, the operatives name and Man number. 
· You will charge KWL a set ½ hourly rate for this service. This is to be submitted within the pricing document.
· This is a supply contract and KWL Operatives will not operate the machinery or enter the workshop.

3.4	Manufactured Joinery Specifications

	For full specifications please see Document 8.

4.	Internal Processes 

· On a weekly basis KWL Procurement will email you a weekly purchase order.
· KWL supervisors will email through their requirements through via Email by on a requisition form (See Appendix A).  As such we require a dedicated email address which is accessible by a number of the employees to prevent orders being missed during periods of annual leave and unexpected absences.
· Each requisition will state the description of the item, quantity, when the item is required, if it is to be primed, any special finish. It may also have a drawing attached if required.
· The successful service provider then manufacturers the goods as per the details on the requisition.
· Inform KWL on the Thursday pm of the items which you will deliver the following day. This allows us to arrange appointments with the customer.
· All items will be delivered to KWL stores every Friday. 
· All items are to be securely packaged with the property address and job number clearly detailed on the packaging.
· Delivery note is to be left with KWL stores.
· The service provider then invoices KWL for the materials supplied. 

5.	Delivery of Goods and Services

5.1	Supplier Service

The successful suppliers must be able to provide delivery direct into KWL Stores for the goods listed. It is also a requirement for the Supplier to have local premises from which they are able to deliver materials and for KWL to collect materials from as necessary. Ideally in order to accommodate this requirement it is anticipated that the Supplier will provide one central facility or two depots within the East and West areas of the city respectively (within the HU1 to HU9 areas).

The service to be provided will be from 08.00 to 17:00 on. There must also be the provision to facilitate material supply during out of working hour’s emergency cover, should an event arise.

The key deliverables for the supply chain are to:-
· Provide a comprehensive supply chain service to underpin KWL service delivery.
· Undertake coordinated programming and planning of the materials to be supplied.
· Assist in the development of the specification for the work
· Work collaboratively to offer a value for money service with KWL clients through cost reductions and efficiency savings.
· Work collaboratively to ensure there is the appropriate skills to maintain a supply chain service.
· Provide a storage facility for specific components which may be ‘called off’ as and when required

Operationally the Supplier will be expected to provide the following:
· To be able to accommodate electronic transactions in the form of purchase orders and invoicing
· The provision of a counter facility, for KWL employees to collect materials as necessary
· To provide a delivery service to the KWL Stores at least one delivery on a daily basis at a pre-arranged time.
· To deliver planned or bulky materials to KWL site locations 
· To be able to provide materials to replenish and sustain impress stock levels.

In addition, you shall be required to comply with the following conditions:
· Trainees / Employment – KWL encourage that Suppliers commit to the appointment of at least one (1) trainee per annum who resides within the HU1 – HU9 postal area.
· Work experience – KWL encourage Suppliers to engage with local schools and colleges to provide work experience placements and work taster sessions for pupils from the HU1 – HU9 postal area on an annual basis wherever practical.
· Workforce – The Supplier will be expected to deliver the service, utilising a directly employed local based workforce from the HU1 – HU9 postcode. The Supplier will be required to provide evidence to demonstrate this is being adopted. KWL discourages the use of “Zero-Hour Contracts” by others within its supply chain.

6.	Evaluation of the Supplier’s performance

6.1	The successful Supplier will be performance monitored during the life of the contract. 

6.2	The basis of the performance monitoring will be upon a set of Key Performance Indicators (KPI’s). The KPI’s may include (but may not be limited to) measurement of aspects of Price, quality, timescales, Paperwork.  A suite of KPI’s will be agreed following the award of contracts.

6.3	Quarterly review meetings will be held with the successful suppliers.



7.	Award Criteria

7.1	Predetermined criteria will be used to assess and evaluate all potential Economic Operators suitability to tender. The tender will be evaluated on the basis of the most economically advantageous tender to Kingstown Works.  This will be based on the following criteria:

70% Price
30% Quality

7.2 These criteria are set out below and will be evaluated via information submitted in the Commercial Questionnaire (document 2) and the Price Schedule (document 3).  Both documents must be completed and returned as part of your tender submission in accordance with the instructions provided at Section 1.7.  Failure to submit either document may affect your submission. 

7.3

	QUALITY 30% - (via information submitted in the Commercial Questionnaire)

	SECTION TITLE –SELECTION CRITERIA
	SCORING

	A – Company Information
	Pass/Fail

	B – Financial Information
	Pass/Fail

	C – Insurance
	Pass/Fail

	D – Equal Opportunities
	Pass/Fail

	E - Technical Capacity and Resources
	Scored

	F - Quality and Standards
	Scored

	G - Health and Safety
	Scored

	H - Environmental Policy
	Scored

	I – Corporate Social Responsibility
	Scored

	J – Declaration
	Pass/Fail

	Price 70% (via information submitted in the Price Schedule)



	7.4	Quality 30% - Commercial Questionnaire  - Written Tender Guidance

7.4.1	Verification of Answers: It is essential that you are completely honest and accurate when completing your responses, as they shall be substantiated either by supporting documentation (as requested), or at a later stage. Any applicant who is unable to substantiate their responses shall be removed from the process. 

7.4.2	KWL reserve the right to request additional information to verify that the information they have provided during the tender process is accurate and true to the best of their knowledge.

7.4.3	Form of answers: Marks are awarded for clear and concise answers, with the relevant examples. We do not organisation, and the opportunity for which you are applying.

7.4.4	Applicants should note that only information shall be considered in response to the question – the evaluation team shall not consider any attachments or references to external sources or current knowledge of the applicant.

7.4.5	Your responses should be individual to the question asked. Please do not refer to responses to other questions in your answer- remember, different representatives of KWL may be scoring different questions, therefore you should approach each question as if it were the first question you are asked.

7.4.6	Group Structures: All questions should be answered from the perspective of the applicant or division who are providing the services applied for, as opposed to the perspective of the group of companies, where your organisation is part of a wider group structure.

7.4.7	Applicants should endeavour to ensure that any examples provided are specific and relevant. Any queries with regards to the questions must be posed via the e-mail facility.

7.4.8	Applicants should note that references will be undertaken from your most recent works, and these will be used to verify the information you provide within your tender responses.

7.4.9	The table below provides information and guidance on how KWL will score your commercial questionnaires. 

	
Percentage of Total Marks Achieved
	Criteria

	0 %  
	Unacceptable 
Unanswered or failed to adequately address the requirement.

	20%
	Poor 
The information submitted is very limited, and/or no supporting documentation has been provided.

	40%
	Fair 
The information submitted is limited, and/or
insufficient supporting documentation has been provided.

	60%
	Satisfactory
Satisfactory response to the requirements which provides adequate evidence.

	80%
	Good 
Good response to the requirements which provides evidence that is clear

	100%
	Excellent
Excellent response to the requirements which provides detailed evidence that is clear and complete.





7.5	Pricing Documents (70%)

7.5.1	All suppliers are required to complete the Pricing Matrix which they which to be considered. Price will account for 60% of the total marks.

7.5.2	Full details relating to the materials that will be required to be supplied for each lot are identified within Document 3 – Pricing Matrix and detailed specifications are provided with Document 8 - Specifications. Tenderers should ensure that they familiarise themselves with the details within the Pricing Matrix and the document containing the specifications and price accordingly and can comply with the requirements expected of them by KWL.

7.5.3	Pricing Matrix submission must be returned in Excel format. It must not be amended in any way – accordingly, the document has been password protected, and we shall not issue out unprotected versions. If this guidance is not adhered to, your tender submission shall be considered ‘non-compliant’ and we have the right to remove your organisation from the tender process.

7.5.4	Please note that any trade or manufacturers names refer to the current materials we purchase. Price for these items wherever possible as well as any suitable alternative you can offer. Any alternative parts must meet or exceed the specification of the items stated within the documentation. Any alternative items which you propose will require approval by KWL Internal stakeholders prior to the contract commencement if you are successful in securing this work. 

7.5.5	Applicants should not expect that all quantities stated within the pricing documents are accurate, nor will be required consistently during the contract. These quantities can fluctuate up or down.

7.5.6	Tenderers are reminded that they should carefully check to ensure that the prices submitted are a true reflection of the service required. Prices considered being abnormally high or low will be carefully scrutinised and clarified with applicants. KWL reserve the right to reject any tender where it is considered that the tendered prices may not be viable. 

7.5.7	The pricing documents should reflect your most competitive prices. Applicants should ensure that any assumptions they make in relation to the prices have been clarified and agreed with KWL via the question and answer facility before submission of the tender. 

7.5.8	Prices are to be fixed for a 12 month period from the start of the contract. Annual price reviews will take place on the anniversary of the award of contract. Throughout the contracts Suppliers are expected to keep price increases to a minimum and to work collaboratively with KWL to offer savings to our clients - either through cost reductions or efficiency savings. 



8.	Site Visits

8.1	A site visit will take place, this will be based on the evaluation of the submissions received and will give the opportunity to ensure that the relevant supplier(s) has the capacity to carry out work for Kingstown Works Ltd.  No additional marks will be awarded for this part of the tender process. 

8.2	Any potential site visit will be scheduled at a later date.  We will aim to carry out the site visit the week commencing 4th March 2019.  Please ensure that your business has availability for a site visit at this time, as we may be unable to re-arrange.

9.	Submission Deadlines and Programme Timetable

9.1	An indicative programme timetable is provided below, although KWL is not bound to these timescales and dates are provided for guidance and information only.

	Contracts finder notice and Issue of ITT Documents
	Wednesday 23rd January 2019

	Deadline for ITT questions (to be received to KWL) 
	Monday 11th February 2019

	ITT Clarifications to be sent to Applicants
	Wednesday 13th February 2019

	Deadline for ITT return – 
	12 Noon, Friday 15th February 2019

	Evaluation of Tenders
	Friday 15th February 2019 – Friday 1st March 2019

	Site visits
	Week commencing 4th March 2019

	Recommendation to SMT 
	Monday 11th March 2019

	Contractors Award notified to supply chain
	Friday 15th March 2019

	Mobilisation Period
	Monday 18th March 2019 to Friday 29th March 2019

	Contract Start Date
	Monday 1st April 2019



10.	Quality 

10.1	All materials supplied must meet or exceed the specification detailed within the pricing documentation.

10.2	Quality of the materials supplied by the successful sub-contractors will be monitored throughout the contract and a KPI will be allocated to this area.

10.3 [bookmark: _GoBack]KWL and its suppliers are monitored by our client on this contract. 

10.4 Regular quality control inspections will be carried out by KWL supervisory teams.

10.5 All materials are to be sourced ethically. All timber must be FSC certified 

10.6 	KWL reserves the right to inspect materials and to reject any materials not complying with this specification. All such rejected materials shall be replaced, at no extra cost to KWL. 



11	Post Contract Award. 

11.1	Service Level Agreement 

The successful Suppliers will enter into a Service Level Agreement with KWL. Applicants should note that the terms and conditions of the agreement shall be such as to ensure both parties can maximise on their working relationship.

Please see document 6 – Service Level Agreement (Draft)

12	Finance / IT 

12.1	Payment terms will be 30 days net from invoice. Your transactional relationship shall be directly with KWL.

12.2	Suppliers will be expected as a minimum to be able to receive and respond to emails which are sent to them. 

12.3	All paperwork and invoices are to be submitted within one week.

12.4	KWL expects the successful suppliers to work collaboratively with KWL to implement new IT and Finance processes and procedures which will assist in the efficient running of the contracts.

12.5 	Invoices are to be provided weekly and must contain the following information:
· KWL Purchase order number
· Job Number
· Property Address
· Description of works / materials supplied
· Cost
· Operatives name

13	Customer Care

13.1	The Supplier shall provide emergency cover to deal with urgent issues that arise outside of normal working hours.   

14	Suppliers Personnel & Dress Code

14.1	The Supplier shall employ a named, competent and suitably qualified person in charge, to whom directions and/or instructions may be given by the Contractor.

14.2	KWL will expect all the Suppliers operatives to be appropriately dressed and be provided, by the Supplier, with PPE (Personal Protective Equipment) as considered necessary for the type of work being undertaken. The list below is not exhaustive

· Safety footwear 
· High Visibility vest/jacket with Company Logo
· Other PPE as required by the work task or local site requirements
 
14.3	The Suppliers commercial vehicles should also display their company name/ logo.

14.4	KWL operates a ‘No Smoking Policy’ at all of its operational establishments and sites. The Suppliers workforce, agents and suppliers will not be permitted to smoke on site.

15	Health & Safety

15.1	The supplier shall at all times comply with the requirements of the Health and Safety at Work Act 1974 and of any other Acts, Regulations, Orders or rules of law pertaining to Health and Safety.

15.2	The Supplier is to have extensive knowledge of the products which they use as well as the Health and Safety legislation and COSHH requirements associated with these products. 

16.	COSHH

16.1	The supplier will need to ensure that any hazardous substances that they use as part of their activities comply with The Control of Substances Hazardous to Health Regulations 2002, where applicable. Exposure should be eliminated and prevented as far as reasonable practicable. All applicable substances used must be COSHH risk assessed prior to use.

17	Eligibility to work 

17.1	The Supplier  shall carry out appropriate checks on all employees and workers employed or engaged by the Supplier who carry out work or provide services under or in connection with this Agreement and, in particular, the Supplier shall comply with the Immigration Asylum and Nationality Act 2006 and other relevant UK legislation or equivalent legislation in the relevant jurisdiction as well as any regulations or relevant codes of practice regarding the reporting of labour movements, concealed employment and the employment of foreign workers.

18	Ongoing Management and Risk

18.1	KWL shall work with the successful applicants over the duration of the contract agreement to ensure that costs are optimised, and that the relationship between both parties is mutually beneficial. 

19	Confidentiality and Commercial Sensitivity

19.1	Applicant’s prices shall be treated as confidential. 
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