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PART A - INVITATION TO QUOTE AND INFORMATION FOR APPLICANTS
[image: image2.png]Section 1 – Instructions for Completion
Any information relating to the HFC and supplied by the HFC shall be kept by the Applicant in strictest confidence. 

Applicants are advised that the HFC is not bound to accept the lowest quote submitted, nor to reimburse any expense incurred during the process. 

1.1 Quote Enquiries

All enquiries should be directed to the Authorised Officer shown below and no later than 29 May 2017: 


Ugo Massabo, 
Directors’ Assistant
E-mail: UgoM@hallforcornwall.org.uk
Applicants are advised that where such enquiries have been made, and it is appropriate to do so, the HFC will distribute to all Applicants a copy of the enquiry and the written reply, with anonymity preserved.

1.2  Quote Format

All Quotes must be written in English and costs submitted are to be presented in Pounds Sterling, exclusive of VAT, but inclusive of all other costs where not stated in the Pricing Document.

Where details are provided by the Applicant in literature that they submit in connection with the Quote, they must ensure that clear cross-references are given to the HFC. 

The following documents must be completed, signed and returned with the quote: 
Form of Quotation and Declarations
Ability and References
Pricing Document

Quality Assessment

1.3 Quote Submission Procedure

The Quote must be sent electronically to: Ugo Massabo, UgoM@hallforcornwall.org.uk by no later than 5 June 2017.
1.4 Quote Validity Period
Quotes must remain valid for acceptance for a period of 90 days from the Quote return date.
Section 2 - Quote Timetable

This procurement will follow a clear, structured and transparent process at all times, to ensure that all Applicants are treated equally. The key dates for this procurement (Timetable) are currently anticipated to be as follows:
	Quote Timetable

	Process
	Dates

	Request for Quotation placed on Contracts Finder
	09  May 2017

	Site visit day (There is only one day for a site visit, due to ongoing theatre operations)
	22 May 2017 (for registering, see below)

	Deadline for receipt of requests for clarifications
	29 May 2017

	Target date for responses to clarifications
	31 May 2017

	Deadline for receipt of quotes
	5 June 2017

	Evaluation of quotes
	w/c  9 June 2017

	Notification of contract award decision
	w/c 12 June 2017

	Target contract commencement date
	26 June 2017

	Target completion date
	18 August 2017 

	Earliest completion date
	An earlier completion date would be desirable and such date can be confirmed in the form of tender


In order to register for the Site visit day on 22 May, please email UgoM@hallforcornwall.org.uk 
Section 3 - Evaluation Approach
3.1 Evaluation Criteria

Bids will be evaluated in two parts:

Selection Criteria 

Pricing Document and Quality Assessment 
The first element the HFC will evaluate is the Selection Criteria.  Applicants not satisfying the elements of the questionnaire will, at the discretion of the HFC, be excluded from the remainder of the evaluation process and their bid shall not be considered further. Applicants who satisfy the Selection Criteria will have the remainder of their bid evaluated in accordance with the remainder of Section 3.

3.2 Selection Criteria 

The evaluation methodology for the Selection Criteria’s modules are as outlined below: 

	Evaluation Methodology

	Module
	Evaluation Methodology

	Module 1 – Health and Safety
	Information only

	Module 2 – Insurances
	Pass/Fail

	Module 3 – Ability and References
	Scored


Information Only Questions
These must be completed but will be used for information purposes only and not scored. However, failure to provide sufficient information as requested may still lead to disqualification for non-compliance. It is important that where a question does not apply this is recorded as ‘Not applicable’ or ‘None’ in the spaces provided.

Pass / Fail Questions
These criteria will be scored on a pass / fail basis. In the event of an Applicant being awarded a fail against any of these criteria the Applicant may be excluded from the process and the remainder of the RFQ may not be evaluated.
Scored Questions
These modules contain questions relevant to the procurement in question and the responses to which will be evaluated and scored. The module may be assessed and scored as a whole, or each individual question will be evaluated and scored; the sum of those scores forming a total for that module. Please refer to each module’s introduction for full details. Scores will be awarded from 0-5 as defined by the scoring system set out below:

	Scored Questions

	Score
	Definition
	Interpretation

	5
	Excellent
	Exceptional demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria. Full evidence provided where required to support the response. 

	4
	Good
	Above average demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria. Majority of evidence provided to support the response.

	3
	Acceptable
	Demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria, with some evidence to support the response.

	2
	Minor Reservations
	Some minor reservations of the relevant ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria with little or no evidence to support the response.

	1
	Serious Reservations
	Considerable reservations of the relevant ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria, with little or no evidence to support the response.

	0
	Unacceptable
	Does not comply and/or insufficient information provided to demonstrate that there is the ability, understanding, experience, skills, resource and/or quality measures required to meet the criteria, with little or no evidence to support the response.


Applicants that receive a score of less than 3 in any of these questions/sections shall be excluded from the remainder of the evaluation process and their submission shall not be considered further, unless the Authority, at its absolute discretion, decides otherwise. (The Authority must evidence why such discretion was exercised).

Consortia, Unincorporated Joint Ventures and Subcontracting Applicants

Where the Applicant has completed the Selection Criteria and that Applicant is made up of a Lead Organisation and Relevant Organisation(s) the following will apply (unless stated otherwise within the relevant section):

For Pass/Fail modules all Relevant Organisations will be required to pass all modules unless an adequate justification is provided by the Relevant Organisation or the Lead Organisation which is satisfactory to the HFC; and

For scored modules, the HFC will provide the Applicant with a global score for each question taking into account the responses received from each Relevant Organisation and looking at the submission in respect of that question as a whole.]
3.3 Commercial / Price Evaluation 

The commercial element of the evaluation will be carried out after Applicants have been selected using the Selection Criteria. Only those Applicants satisfying the Selection Criteria’s requirements will have their commercial submission evaluated.  
The Pricing Document contains the details and requirements relating to the price element of this RFQ.  This may include, but is not limited to, the inclusion of specific instructions, documents, templates, pricing structures, etc for the Applicant’s to return as part of their quote submission.

The Applicant’s prices will be scored on a comparative basis.  

This will be done by recording the lowest price submitted by the Applicants, dividing each of the other Applicants price by this and then multiplying it by the allocated weighting.  The equation set out below explains this in a simpler way: 

                                        Lowest Price

  ( ------------------ )  x Weighting
                                        Tenderers Price
To accompany the above there is a worked example below to help explain this.  The example assumes only 2 prices were submitted and that price was only awarded 30% of the overall marks (i.e. quality was awarded 70%):

	
	W
	X
	Applicant 1
	Applicant 2

	Evaluation Elements
	Lowest Submitted price (£)
	Weighting %
	Tendered Price 
	Score ((W÷ Tendered Price)*X)
	Tendered Price
	Score ((W÷ Tendered Price)*X)

	Total Contract Sum
	655,000
	30
	£680,000
	28.9
	£655,000
	30

	Total Score
	
	30
	
	28.9
	
	30


The example above shows that Applicant 2 scored maximum points because they submitted the lowest Quote price. 

3.4 Award Criteria

The Award Criteria for this RFQ is:

40% Commercial / Price
60% Quality
3.5 Notification of Award

The HFC will notify all Applicants of the HFC’s award decision.
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	Date
	


PART B – RFQ RETURN

Section 4 - Quote Completion Documentation
4.1 Selection Criteria

Explanatory Notes

Applicants are required to complete all questions in this section.

All responses provided must be clearly referenced to the questions to which they relate. 

All applicable sections of the following Selection Criteria must be completed. Failure to do so may result in your submission being excluded from further evaluation. Where the answer is a statement of fact, it must be accurate and supported by documentary evidence as appropriate. It is the Applicant’s responsibility to ensure that HFC is not misled.

It is the responsibility of the Applicant to inform HFC of any matter that may affect the Applicant’s continued qualification.

4.2 Health and Safety
Contractors should ensure that all reasonable precautions are taken in the carrying out of this survey to ensure the safety of its own personnel, staff within the building and visiting members of the public.

The building is a working theatre, with market, café, council chambers and tourist information service and will be open to the general public throughout. 

The building is Grade II* listed and the successful tenderer will need to take appropriate steps to avoid damaging any of the historic fabric of the building whilst carrying out the survey. 

There is a requirement to survey concealed spaces, and the successful tenderer will be required to identify any such areas and submit method statements as deemed appropriate to adequately demonstrate that health and safety risks have been assessed and mitigated. 

Risks presented by the use of lasers should be mitigated and the European Standard IEC EN 60825-1:2001 should be referred to and recommended precautions taken with regard to the class of laser used for this survey.

Non-intrusive Asbestos surveys have previously been carried out and made available to the contractor on commencement of the work.

Tenderers are to confirm that they understand and will comply with the above.

4.3 Insurances

The following levels of insurances will be required.  Evidence that the appropriate level of insurance is held will be required from the successful tenderer.

	Insurance  
	£

	Employer’s liability 
	5m

	Professional Indemnity
	2m 

	Public Liability 
	5m


 
 
4.4 Ability and References

NOTE TO APPLICANT: this section must be completed and will be scored on a 0-5 scale as detailed in section 3.2. In order to avoid the potential for a conflict of interest, references should not be supplied for works undertaken for HFC; however, if such references are the only ones that the Applicant can provide then the HFC may accept them subject to the HFC’s absolute discretion to reject any reference(s) that create or may be considered to create a conflict of interest.

The HFC may elect to contact any of the given organisations for a reference at any stage of the procurement.  Your permission to do so will be assumed unless you explicitly state any objections. 
	4.10.1
	Please provide reference details of two contracts you have been awarded within the last five years for the provision of services similar to those required by the HFC. 

	(a)
	Reference Company Name
	

	
	Address


	

	
	Contact Name
	

	
	Telephone Number
	

	
	e-mail Address
	

	
	Contract Reference Number
	

	
	Description of services undertaken
	

	
	Date Contract Awarded
	

	
	Length of Contract
	

	
	Type of Contract
	

	
	Value of Contract (£)
	

	
	
	

	
	
	


	(b)


	Reference Company Name
	

	
	Address


	

	
	Contact Name
	

	
	Telephone Number
	

	
	e-mail Address
	

	
	Contract Reference Number
	

	
	Description of services undertaken
	

	
	Date Contract Awarded
	

	
	Length of Contract
	

	
	Type of Contract
	

	
	Value of Contract (£)
	

	
	
	

	
	
	


4.5 The Specification

The Hall For Cornwall Trust is preparing for a major renovation of the building including a new auditorium and new uses in some of the internal spaces. The project will include creating a new front of house, back of house and auditorium with new culture sector facilities.  

The building has been recently surveyed over an extended period of time.  Unfortunately the survey was not completed in line with the specified requirements and a new survey is to been commissioned. It is important for the project that the 2D drawings are produced in line with standard architectural conventions and are carefully checked.  The building is complex with a series of split levels across the 3 primary sections of the site.

To finance the project HFC is applying to Cornwall Council, Arts Council England, Heritage Lottery Fund and the European Regional Development Fund [part of the Cornwall & Isles of Scilly Growth Programme] to fund the project.

Site Location and Building

The building is located between Lemon Quay and Boscawen Street in Truro with the current theatre entrance on the Quay.  There are other tenants in the building including the Truro City Council on the upper floor, an open market space, café and Tourist Information Centre on the ground floor accessed from Boscawen Street. The footprint of the building (excluding floors and mezzanines) is approximately 211m2 and around 80m in length from Back Quay to Boscawen Street.

Survey Requirements 

A fixed price quotation for a full survey of the building is required in order to inform detailed design and to prepare tender documents.  In due course the survey will be used to produce the construction drawn documentation that the main contractor will rely upon for building.

Survey 

2D information required as outlined below:

(Scan to 2D) to include

• 3D scan laser survey

• Point cloud data files supplied with RGB colour data

• Free point cloud viewing software or web browser access

• 2D files dwg/pdf drawings as per section 3.2 & 3.3
· A 3D model is not required
Drawings

Please refer to current survey drawings in Appendix 3, based on the survey information received so far. These drawings are included for information only and are not to be relied on for the production of the new survey.  NOTE: the previous survey does not have to be integrated.
Burrell Foley Fischer (BFF) are the project architect. The following BFF drawings (Appendix 4): SK (0)120 and 121 show which areas of the building are to be included in the survey and which omitted.   Generally, the areas of white are to be surveyed, including when they fall outside of the proposed red Works line, such as the City Council toilets/ kitchenette. The lilac shading is to be excluded and should be accurately adhered to – BFF have left a white ‘gap’ along the back wall of the bar/ auditorium. This means that the back wall should be included. For the avoidance of doubt, the only area in the basement to be surveyed is the yellow shaded area.
As a general rule, BFF want all of the solid walls making up the envelope of the new auditorium to be surveyed, as these walls will be altered and or retained in the proposed Works, as well as used for setting out.
The following 2D drawings are required: 

Internal

• Internal plans of each and every level of the building and roof plan. The roof over any floor shall be shown on the floor plan of the floor above.

Notes: 

Ground floor plan should pick up Boscawen Street and Back Quay road/pavement and all associated features.

• Reflected ceiling plans of each and every level of the building.

• Sections CC to HH as shown on SK(0)131 ( Appendix 4 ).

Notes: 

Section CC should extend across Boscawen Street to pick up the pavement adjoining theatre and across the road to the building opposite. 

Section CC should also extend across the Back Quay side of the building to pick up the pavement adjoining theatre and across Back and Lemon Quay to building(s) opposite.

• Internal Wall Elevations: Sides JJ – MM 

Note: 

In addition to the CAD drawn details picking up the items (as per Drawings section) the tenderer should provide 2D flattened RGB images of the internal elevations of the Boscawen foyer to underlay the CAD file.

External

• Main front and back elevations AA and BB as shown on SK (0)131.

• East and West Elevations as far as can be accessed from the passageways adjoining the building as shown on SK (0)131. 
· The level of detail required for the external facades is as the previous survey SK(0) 131 and 132
Notes: 

Elevations should extend +5m to either side building down street and pick up the adjoining building façades in the same level of detail.

External outline and levels of building façade in plan.

Check levels to pavement / road as marked.

Information on drawings

Information to be shown on the plans, sections and elevations shall include: 

• A Datum/grid in section and a fixed origin/grid in plan to be used as reference points to enable all other drawings to be located in relationship to each other.

• Suitable scale bar on drawing title block to ensure correct scaling when imported dwg/or re-printing.

• Walls, columns, recesses including panelling, plinths, brackets, skirtings, dados, cornices, fireplaces, vaulting and any projections. Including CCTV and cables, light switches, pipework and surface mounted pipes/ conduits.
• Doors, windows and frames including architraves, recesses, panelling.

• Fixed furniture and fittings.
· Temporary structures such as desks and the like should have the outline plan and heights. The temporary enclosure in the stair well should show wall details.

· Lift shafts are to be included.
• Ceiling plans including roses, plasterwork, panels, coffers, cornices and changes of level.

• Staircases and balustrading including strings, balustrades and handrail profiles.

• All visible mechanical and electrical services including covers and access hatches.

• All structural floor/street levels in relation to an OS datum. Levels shall be taken one per room or more for larger rooms or where there is any fall or change in level on the existing floor exceeding 10mm and at changes of level to adequately describe floor slopes.

• Notes on materials for all walls, floors, ceilings, fittings and external works including string courses cills, quoins etc. NOTE: where it is easy to lift the carpet without damage to it or the building fabric, the underneath should be surveyed.
• Floor & ceiling levels related back to Ordnance Datum taken at all changes of level.   Heights above floor level shall be taken to ceilings (both false and structural), beams and other projecting or downstanding structure, arches, window cills and heads, suspended exposed service dusts etc., fixtures and doors.

• Stage levels, window cill levels, window head levels, door heights, wall thicknesses.

• Details of roof plans shall include windows, skylights, vents, chimneys, ridges, valleys, railings, fire escapes, plant, parapet walls (including party parapet walls), gutters, gullies and downpipes together with descriptions of each elements recorded on the drawing and surface descriptions.

• Roof levels will be taken at ridges, valleys, parapets (including party parapet walls), and at changes of slope.  The direction of all falls on all roof areas will be indicated on the presentation drawings by means of arrows indicating the downward direction of each fall.

• Show internal elevations of all rooms cut through in section, including windows doors etc.

• RWP/soil pipe positions

• Routes of above/below-ground mains services and location of gullies, gratings, manholes, and any other services cover plates, with cover and invert levels and notes describing services.  Services to include soil and surface water drains, water mains, local and CEGB electricity cables, BT or other telecommunications cables, gas mains. The entry points of services to buildings is required. Manholes will need to be lifted in order to survey the invert levels. Temporary protection to staff and the public whilst investigating services is to be provided by the survey company. The inside of the sub station is not necessary but would be a bonus.
• Inaccessible areas of floor plate plotted in outline.  All reasonable steps to be taken to gain access to all areas

• Notes on materials for all walls, floors, ceilings, fittings and external works 

• Tolerances and accuracy are to be as generally acceptable within the Surveying Profession, and the level of precision is to be indicated in your quotation.

• An example drawing from a similar scheme has been included as reference to the level of detail required.

Note: The above list is not exhaustive, should any other relevant features be observed during the site survey then these should be recorded.  

Note: As long as targets do not get in the way of anything or cause any problems then they can be put on the walls.

Formats required

All 2D to be issued in digital format on DVD/or flash USB.

2D survey information is to be drawn digitally at 1:1. 

The 2D CAD information shall be formatted for Autocad Release V.14 (dwg) and formatted for both MAC and PC use.

A full size adobe acrobat PDF file of each drawing is also required.

2D CAD drawing to be drawn with multiple layers: i.e. IFC layers for different CAD elements such as: wall lines, ceilings lines, services, levels, seats, text notations and so on should appear in separate layers in the cad drawings. Drawing structure to be as attached Appendix C - BFF survey file structure specification.

Building access

Inspection prior to tender

Survey companies are expected to make themselves aware of the building to be surveyed and any potential constraints. There will only be one opportunity to view the building during the tendering period and this will be on at 9:00 on Monday 22 May 2017.  This will take the form of an accompanied tour around the working building, however, please note that certain parts of the building may be occupied.  Claims arising from failure to inspect the premises beforehand will not be considered.

Please confirm your attendance to Simon Crick, Hall For Cornwall, at the following address: simonc@hallforcornwall.org.uk .  Tenderers to meet at the Hall For Cornwall Coffee Shop on arrival.

Access during survey

During the course of the survey work consultants are required to note that access will be constrained by activities within the theatre and business spaces.  The building is a working theatre and will be open to the public throughout.  For example during matinees and “get in / load out” and “out of show” times, access to the stage and backstage and auditorium will not be possible and work in the foyers may be restricted.
Generally, night access is not preferred due to shows occurring or being set up. However, specific requests for necessary night access should be made to HFC if required. It is preferred that daytime access is given.
Careful liaison with the theatre manager and managers of tenant businesses will be required to ensure convenient access can be agreed at times that will cause minimal disruption for activities and minimise any safety risk.

A schedule of building availability will be available at the Open Day on Monday 22nd May.  For those who are unable to attend the Open Day the access details will be forwarded by e-mail.

4.6 The Pricing Document
Estimated valuation of the work is in the region of £25,000. Please provide a fixed price fee for the Measured Building Survey broken down as in the table below. Price to include all fees and disbursements, excluding VAT. 

Please adapt the ‘Description’ column to identify the team that you are presenting.

	Description
	Rate/ hr
	Rate / day
	

	
	
	
	Days
	Cost

	Principal Consultant
	
	
	
	

	Other (as applicable)
	
	
	
	

	Expenses
	
	
	
	

	Total cost (exc. VAT) commercial offer
	
	


4.7 The Quality Assessment (60%) (each question shares the same weighting)
	4.7.1 Please demonstrate your ability to resource the scheme with appropriately experienced and qualified staff, to respond to challenges and to deliver the report successfully on time and on budget (maximum 500 words) CVs may be included in addition to the word count. (Max 1 side per CV).

	

	4.7.2 Please provide details of case studies for 3 relevant projects that you have undertaken demonstrating appropriate experience in undertaking building surveys for similar projects/buildings. These should highlight the involvement of named personnel to be employed in the delivery of this commission. (maximum 500 words). 

	

	4.7.3 Detail your approach and methodology to the project encompassing the identification of challenges (maximum 500 words).

	


SCHEDULES

Schedule 1 - Form of Quotation and Declarations - Contract Period 26/06/2017 to 18/08/2017
Invitation to Quote Which Does Not Include a Formal Deed of Agreement
Having examined the Invitation to Quote and its accompanying documents (which I/we shall keep) and being satisfied as to my/our abilities and experience in all respects to satisfy the requirements of the Contract, 
	I/we

	Name of person applying on behalf of organisation
	

	Title / position of person applying on behalf of
	

	Contact telephone 
	

	Contact e-mail
	

	Name of organisation
	

	Address and post code
	

	Registered office if different from above
	

	Organisation VAT registration number
	


Offer to provide or supply upon the terms and conditions of the contract contained in Appendix 1 in its present form the Services for the prices on the quoted Pricing Document as indicated below for the contract period (start 26 June 2017 and completion 18 August 2017).

If an earlier completion date is possible, please confirm such date below:-
Alternative completion date: …………………………………………………………………….
Fixed contract price of £

Pricing Document attached YES/NO 
and/or during the contract period at the price ascertained under the terms and conditions of contract.

I/We understand and agree that your written letter of acceptance of our Quote shall constitute the making of a binding contract between us.

I/We understand that the information provided in this quotation document and any supporting information provided by us will be relied upon and taken to be true and accurate. If it is subsequently determined that any information supplied was inaccurate, I/we understand and accept that HFC reserves the right to exclude our offer to supply (if still under evaluation) or if the Contract has been awarded and the information inaccurately supplied had a significant bearing on the award, that HFC shall be at liberty to terminate the Contract.

I/We understand that you are not bound to accept the lowest or any Quote you may receive.
	Signed

	Signed (1)

	

	Status

	

	Signed (2)



	

	Status

	

	For and on behalf of


	

	Date


	


Schedule 2 - 
APPENDICES

Appendix 1 - HFC Terms and Conditions of Contract for HFC Measured Building Survey
Appendix 2 - Defined Terms

For the purpose of this Quotation the following words and expressions shall have the meanings set out below.
“Appendix”

Means:
the referred Appendix attached to or supplied with this RFQ.
“Applicant”

Means:
any person or persons, firm or firms or company or companies bidding for the Services, Supplies or Works detailed in this RFQ, or, where there is more than one organisation applying, the lead organisation.
“Authorised Officer”

Means:

the person(s) detailed in 1.1 of this RFQ.
“Award Criteria”

Means:
the evaluation criteria that will be applied to all bid’s satisfying the Selection Criteria (if applicable).
 “Contract”
Means:
the Contract for the provision of the Services, Supplies or Works, which will be awarded to the successful Applicant.
“HFC”

Means:

HFC, Back Quay, Truro TR1 2LL 
“Lead Organisation”

Means: 
in the case of a consortium Applicant or an Applicant relying on Significant Subcontractors, the organisation responsible for leading the submission.
“Quality Assessment/Evaluation”
Means:
the quality element of an Applicants bid and/or the evaluation relating to that quality aspect. 

“Relevant Organisation”

Means:
(a) where the Applicant is a consortium each consortium member other than the Lead Organisation; and

(b) where the Applicant or consortium member is a prime contractor, each Significant Subcontractor other than the Lead Organisation.
“RFQ”

Means:
this Request for Quotation documentation for HFC Measured Building Survey
“Selection Criteria”

Means: 
the criteria used to select those Applicants whose bids will be considered for evaluation against the Award Criteria.
“Significant Subcontractor”

Means:
where there is a subcontracting arrangement, each proposed subcontractor where that proposed subcontractor will be contributing significantly, either in terms of value or importance to the performance of the Works.
“Supplies”

Means:
NOT APPLICABLE TO THIS RFQ
“Services”

 Means:
the Service or Services as described in this RFQ.
“Works”

Means:
NOT APPLICABLE TO THIS RFQ
Appendix 3 – Survey drawings to date
Appendix 4 – Architect drawings

Appendix 5 – BFF standard survey classes
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