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INSTRUCTIONS TO ORGANISATIONS AND DETAILS OF CONTRACT

	ITEM
	CONTRACT DETAILS

	OJEU reference:
	n/a

	Selection requirements (see Questionnaire for further details):
	Minimum credit rating 40%  
Organisations will also need to disclose any actual or potential conflict of interest regarding the Contract.

	Contract Description:
	All works including project management to design, fabricate and install all aspects of the permanent exhibition according to the Interpretation Plan including graphics, specialist lighting, joinery, props, audiovisual software and hardware and associated materials.

	Quantity:
	

	Period of Contract:
	12 months (tbc during tender period)

	Procuring Officer:
	Any queries must be addressed to Sarah Cairns at scairns@dorset.gov.uk

	Submission instructions:
	2 paper copies and 1 copy on CD ROM.

	PQQs to be sent to:
	Sarah Cairns, West Dorset District Council, South Walks House, South Walks Rd, Dorchester, Dorset DT1 1UZ

	Date/time for PQQ return:
	12pm 19th September 2016

	Packaging (when submitted in hard copy):
	Responses must be marked “PQQ – Shire Hall Exhibition Provision - to be opened by addressee only”.

	Expected number to be invited to tender:
	7


Timetable

This timetable is indicative only.  The Council reserves the right to change it at its discretion.

	Stage
	Date/time

	Submission of completed PQQs
	12pm 19th September 2016

	Evaluation of completed PQQs
	20th September 2016

	Notification of result of evaluation
	26th September 2016

	Expected issue of Invitation to Tender
	3rd October 2016

	Expected date for submission of Invitation to Tender
	12pm 3rd November 2016


1. COMPLETING THE QUESTIONNAIRE
1.1 If there are any questions that do not apply please mark them “N/A” with an explanation where appropriate.

1.2 If the Organisation is a consortium then all the sections must be answered by each member of the consortium except for section G (Technical Capacity).  Only the lead member need answer section G but should do so on behalf of the entire consortium. 

1.3 The successful contractor will be expected to comply with the Council’s policies available on the Council’s website including the following, non-exhaustive list:

· Health and Safety

· Equality and Diversity

· Whistleblowing

2. EVALUATION OF QUESTIONNAIRES
The questionnaires will be assessed as follows:

	Section
	Assessment

	Section 1
Organisation Profile
	This section is required for information purposes only, to ensure the Council has the correct details of all Organisations.

	Section 2
Grounds for Mandatory Exclusion
	These sections will be evaluated on a pass / fail basis.

If an Organisation cannot confirm any of the statements, the Council reserves the right to disqualify the Organisation from the process at this point in the evaluation.

	Section 3
Grounds for Discretionary Exclusion Part 1
	This section will be evaluated on a pass / fail basis.

	Section 4
Grounds for Discretionary Exclusion Part 2
	This section will be evaluated on a pass / fail basis.

	Section 5
Economic and Financial Standing
	This section will be evaluated on a pass / fail basis

	Section 6
Technical and Professional Ability
	This section will be evaluated on a pass / fail basis.

	Section 7
Additional PQQ Modules


	Part A - Project specific questions to assess Technical and Professional Ability

Part B – Insurance

Part C - Compliance with equality legislation 

Part D - Environmental Management

Part E – Health & Safety

Scoring system
Pass / Fail

Pass / Fail

Pass / Fail

Pass / Fail



	Section 8
Declaration
	For Information purposes only.


3. IMPORTANT NOTICE

3.1 This Pre-Qualification Questionnaire (“PQQ”) is for use by Organisations who are interested in providing the Shire Hall Exhibition Provision (the “Contract”), their professional advisers and other parties essential to preparing responses to the PQQ and for no other purpose.

3.2 The contents of this PQQ, and that of any other documentation sent to you in respect of this tender process are provided on the basis that they remain the property of the Council and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this PQQ and all associated documents immediately and not to retain any electronic or paper copies.

3.3 This PQQ is made available in good faith. No warranty is given as to the accuracy or completeness of the information contained in it and any liability for any inaccuracy or incompleteness is therefore expressly disclaimed by the Council and its advisers.

3.4 The Council reserves the right to reject PQQs which are not submitted in accordance with the instructions given.

3.5 You must be aged 18 years or over to be eligible to submit a PQQ.

3.6 The Council reserves the right to cancel the tender process at any point. The Council is not liable for any costs resulting from cancellation of this process or for any costs incurred by Organisations taking part in the tender process.

3.7 PQQs must be completed in the English language.
3.8 Organisations are deemed to understand fully the processes that the Council is required to follow under relevant European and UK legislation, particularly in relation to The Public Contracts Regulations 2006.

4. FREEDOM OF INFORMATION AND ENVIRONMENTAL INFORMATION STATEMENT

4.1 The Council is subject to The Freedom of Information Act 2000 (“Act”) and The Environmental Information Regulations 2004 (“EIR”). 

4.2 As part of the Council’s duties under the Act or EIR, it may be required to disclose information concerning the procurement process or the Contract to anyone who makes a request.

4.3 If the Organisation considers that any of the information provided in their PQQ is commercially sensitive (meaning it could reasonably cause prejudice to the Organisation if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information as being exempt from disclosure under the Act and the EIR.

4.4 The Council will endeavour to consult with Organisations and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR.  However the Council shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information.  The Council must make its decision on disclosure in accordance with the provisions of the Act or the EIR and can only withhold information if it is covered by an exemption from disclosure under the Act or the EIR. 

ORGANISATIONS GUIDE

5. INTRODUCTION
The procurement of this Contract is being carried out under the restricted procedure.  This means that the Council will consider the Pre-Qualification information received from all interested parties and reach a shortlist of those parties they are going to invite to Tender.

This guide is intended to help you:

· understand the procurement process;

· prepare your Pre-Qualification Questionnaire (PQQ) response; and

· if you are shortlisted, prepare your tender.

Further details of the various stages are shown below to assist you through the process.

6. PRE-QUALIFICATION AND SHORTLISTING
If you want to be considered to be invited to tender you must complete the PQQ.  

You must comply with all of the instructions and include the signed undertaking in your submission.

The Council will consider the information which you submit in your PQQ to decide if you are eligible to invite to tender and are one of the best potential parties.

The PQQ asks about different aspects of your business as follows:

	1
	Organisation Profile
	5
	Economic and Financial Standing

	2
	Grounds for Mandatory Exclusion
	6
	Technical and Professional Ability


	3
	Grounds for Discretionary Exclusion Part 1
	7

	Additional PQQ Modules


	4
	Grounds for Discretionary Exclusion Part 2
	8
	Declaration

	
	
	
	


The PQQ explains how the information you provide will be evaluated so please consider these statements throughout the PQQ very carefully when answering.

· Section 1 is required for information purposes only.

· Section 2, 3 and 4 requests that you confirm certain circumstances relating to your business. Failure to confirm some of these (mandatory grounds) means the Council must treat you as ineligible for the tender opportunity. Failure to confirm the other (discretionary grounds) means the Council may treat you as ineligible and the Council will consider the public interest in applying this discretion.  Please contact the Procuring Officer for guidance if you have any queries about this.  If you are eligible the Council will consider the other sections and evaluate them as explained in the PQQ.

· Sections 5, 6, 7 and 8 ask you for information to cover areas in which the Council has certain policy needs and it must be sure that you can meet their requirements in relation to these policies in order to consider you as a potential contractor. Some may relate to future obligations under the contract, should you be successful in the procurement, details of these will be provided as relevant through the procurement.

All parties who are eligible will have a score by the end of the PQQ evaluation and the parties will be ranked in numerical order.    

The Council must invite at least 5 parties to tender (assuming that there are at least 5 suitably qualified Organisations) and must choose those scoring the highest if there is a score. There may be a limit, stated in the PQQ, as to the maximum number of Tenderers to be invited to tender or the Council may decide to invite a range of Organisations (e.g. 6-8).

If you have any queries please contact the Procuring Officer named in the PQQ.

7. TENDER
Those Organisations who are shortlisted following the PQQ process (the Tenderers) will be sent the Invitation to Tender (ITT) which will contain:

· instructions for completion; 

· details of the information to be included in the Tender response;

· further information on the contract needs (such as the specification);

· the contractual terms which you will have to agree to if you are the successful Tenderer;

· the evaluation criteria; and

· details and timetable of the Tender process.

You should read the ITT carefully. It is important that you understand the needs and requirements of the Council as:

· you need to be able to demonstrate that you can meet those requirements in the information which you provide; and

· to ensure that you have considered all aspects of the contract when calculating your pricing.

You should also take time to understand how your Tender is going to be evaluated by reference to the evaluation criteria so that you can ensure that your information gives you the best opportunity of success.

This includes understanding all of the obligations you will have under the Contract - the Contract will comprise:

· Contract Particulars including the Pricing Schedule and any specific provisions for the Contract e.g. your method statement, your services list;

· the Special Terms and Conditions of Contract;

· the Standard Terms and Conditions of Contract; and 

· your Tender (except for any parts of the Tender included as part of the Contract Particulars which means they are considered to be essential and any parts which the Council has specifically stated that it does not accept).

If there is any inconsistency between any of the items listed, they will take priority as listed e.g. anything in the Special Terms and Conditions would override an inconsistent term in the Standard Terms and Conditions.

If there is anything that you do not understand about the ITT you should ask the Procuring Officer at the Council for clarification.  

8. TENDER SUBMISSION AND DELIVERY 

Your Tender must be delivered in accordance with the details set out in the ITT.  These include the place for delivery and packaging and labelling requirements.  

Organisations must note that there must be no means of identifying them on the outside of the packaging (if submitted by hard copies).  Care needs to be taken with this requirement.  Organisations must note that some couriers will fix labels onto packaging and they must ensure that any courier they use understands that this must not be done.

Tenderers must note any requirements to deliver by an e-tendering system and that Tenders must not be submitted by email.

It is the Tenderer’s responsibility to ensure that the submissions are delivered on time and that sufficient time is built into the preparation to allow the Organisation to meet those timescales.

9. TENDER EVALUATION AND CONTRACT AWARD
The ITT will state whether the Tenders are going to be evaluated on “the most economically advantageous Tender” or the Tender which offers the lowest price.

In either case the evaluation of your Tender will follow this process:

· the Council’s evaluation panel for this procurement will check the Tenders for compliance with the requirements;

· if compliant, the information provided will be evaluated against the evaluation criteria as set out in the ITT;

· the Council will clarify your Tender as needed.  

You should ensure that there is somebody available to answer questions or queries from the Council as soon as possible in order to assist the evaluation process. Your responses will be to clarify elements of the Tender submission.

The Council may decide to use interviews/Clarification meetings as part of the evaluation process and if so will indicate whether or not these are to be scored or whether they are simply to be used for clarification. 

Once the successful Tenderer(s) is chosen the Council will notify them and all unsuccessful Tenderers of the outcome.

If you are unsuccessful you will be told who the successful Tenderer is and what their score was in comparison to your score.

After this notification, the Council must leave at least 10 calendar days before they award the contract.  This is to give you an opportunity to have a debrief and raise any issues you have before the Contract is actually awarded.

After this 10 day period you can still request a debrief but please be aware the Council may have awarded the Contract.

10. CONTRACT START
If you are the successful Tenderer you will be sent the contract documentation to sign before you start fulfilling your obligations under the Contract, subject to meeting any preconditions or checks prior to entering into the Contract.
You will also need to complete any performance bonds or other documentation required as a result of this Contract.

You should be ready to start on the day indicated in the procurement documents and ensure that all relevant people are available for that start date.

West Dorset District Council





Shire Hall Exhibition Provision





PRE-QUALIFICATION AND SELECTION STAGE














15/08/2016
2

