Invitation To Tender: Catering Partner for Woodley Town Council
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The Oakwood Centre

Catering Partner

Invitation to Tender
Tender Submission Document
Submission deadline: 1pm on Friday 12 July 2024
You will need to complete this Invitation to Tender (ITT) and return by email to townclerk@woodley.gov.uk no later than 1pm on Friday 12 July 2024. Your tender submission should be clearly marked as; 

CATERING TENDER SUBMISSION – “COMPANY NAME”
Please ensure you also:
· Respond by providing a submission document that fully complies with the requirements set out in this section and takes account of the information set out in the Catering Specification document.

· Write your tender in English (and limited to the number of words where specified)
· Submit your response as a Word or .pdf file (it is fine to attach Excel spreadsheets if you wish)
· Use bullet points (instead of full sentences) where appropriate

· Use actual examples where appropriate – even though we may not have requested them specifically

Please type your responses straight into the boxes provided – they should expand to accommodate you (but please also note where we have specified a maximum number of words). Please type ‘X’ where necessary (eg when you are offered a ‘Yes’ or ‘No’ response.
In accordance with our approach to inclusive tendering, some sections (below) give an opportunity (a response box, at the end of the section) to provide alternative responses if you do not feel able to address or complete any section. Please ensure you explain your inability to provide a response (or a complete response) in these boxes wherever this is the case. Incomplete tenders without such clarification may be rejected.

Evaluation

Woodley Town Council is not obliged to appoint a provider on the basis of the highest tendered rental figure. Appointment will be based on the overall proposal considered to best fit the needs of the centre and Woodley residents. This includes forecast financial returns, how the tenderer would deliver the requirements of the contract and any other added value elements e.g. community focussed activities that may be included with the proposal.
Submissions will be evaluated with the following weightings;

	Menus & Food Service
	30%

	Marketing
	10%

	Contract/Managerial Support
	10%

	HR & Training
	10%

	Quality Control
	15%

	Health, Safety & Hygiene
	15%

	Purchasing
	5%

	Mobilisation
	5%


SECTION 1: 
YOUR ORGANISATION (THE ORGANISATION IN WHOSE NAME THE ITT IS BEING SUBMITTED)
NOTE: if your organisation is part of a group of companies, please provide Group and Business Unit data where requested. If a consortium, please provide data for the Lead Organisation where requested. If you are an individual supported by other partners/organisations, please consider yourself the ‘Lead’ and provide your own data.

1.1
Your Organisation - Contacts
	Organisation Name:



	Contact:



	Address:

	Landline telephone no:  



	Mobile number:


	Fax no:



	E-mail:  




1.2
Your Organisation - Status
	i)
a registered charity
	

	ii)
a limited company
	

	iii)
a sole trader
	

	iv)   
a public limited company
	

	iv)
a partnership
	

	If none of the above, please state:


	

	Date organisation began trading (and date of Incorporation in the UK if different)
	


1.3
Your Organisation - Structure
	Please give details of your organisation’s structure e.g. an organisational chart showing directors/partners/managers etc. Please submit as a separate attachment if necessary.




1.4
Your Organisation - Existing Sites

	If you wish to include details of existing sites that you operate, please include them here. It will not count against your submission of you do not have an existing site.




1.5

Your Organisation – Previous performance

Has your organisation had any contracts terminated for poor performance in the last three years, or any contracts where damages have been claimed by the contracting authority? (Please enter ‘X’)

YES: 

NO:   

(If ‘Yes’, please provide details) 

	If you are unable to complete any of Section 1, please explain why here:



	
	


SECTION 2:
YOUR PROPOSAL
2.1

Hours of Operation
	Please specify your anticipated hours of operation for the café:




2.2

Menus and Food Service – Weighting 30%

	Please provide your proposed food and beverage range for breakfast, lunch and for events and business catering. Please include your approach to healthy eating and dietary requirements.

 


2.3

Marketing – Weighting 10%

	Please provide details of how you propose to market the service, including an outline marketing plan, point of sale material and other promotions.

 


2.4
Contract / Managerial Support – Weighting 10%

	Please provide details of your management structure and operational support, along with profiles of key management personnel.

 


2.5
HR & Training – Weighting 10%

	Please provide details of your relevant HR policies and processes – these may include; recruitment processes, training policy/plan, absence cover, equality policy, progression policy/opportunities etc.

 


2.6
Quality Control – Weighting 15%

	Please provide your quality control system, including your approach to customer care, self-monitoring procedures and how you will deliver a consistent standard of service. Evidence of any recognised quality management systems should be included.
 


2.7
Health, Safety and Hygiene – Weighting 15%

	Please provide details of your policies and operational systems (including food safety manual) and your approach to Hazard Analysis & Critical Point management, COSHH, environmental policies  and other relevant documentation.

 


2.8
Purchasing – Weighting 5%

	Please provide details of your approach to purchasing, use of local suppliers and how principles of sustainability are considered.

 


2.9
Contract Mobilisation – Weighting 5%

	Please provide of your mobilisation plan, to ensure commencement of service as soon as possible after appointment. You should include details of essential equipment etc.

 


	If you are unable to complete any of Section 2, please explain why here:




SECTION 3
FINANCIAL

3.1
Profit & Loss

Please set out your draft Profit & Loss (ex VAT) for the first five years of the contract operation. This is for the café operation only. 
	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Sales
	£
	£
	£
	£
	£

	Less
	
	
	
	
	

	Cost of Sales
	£
	£
	£
	£
	£

	Staff Costs
	£
	£
	£
	£
	£

	Operating Costs*
	£
	£
	£
	£
	£

	
	
	
	
	
	

	Profit/Loss
	
	
	
	
	

	
	
	
	
	
	


*Operating costs should include expenses but EXCLUDE the commission or payments made to Woodley Town Council – this will be covered in the next section.
3.2
Profit & Loss

	Please provide any additional information relevant to the above figures;




3.3
Previous Accounts

If you have them please provide a copy of your most recent annual accounts and indicate the period covered below. 
	Copy of accounts attached for the period:
	

	OR
	

	Not Applicable:
	

	Any other information:




3.4
Commission to Woodley Town Council

Please state the proposed commission rate to be applied through the first 5 years of the contract (as a percentage of net turnover). This is the commission paid to Woodley Town Council. Please also show the guaranteed minimum that would be payable, regardless of actual turnover. (All figures to be stated ex VAT)
	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Commission Rate
	%
	%
	%
	%
	%

	
	
	
	
	
	

	Commission amount
	£
	£
	£
	£
	£

	
	
	
	
	
	

	Guaranteed Minimum
	£
	£
	£
	£
	£

	
	
	
	
	
	


	If you wish to propose a different approach or add any additional information, please provide details:



3.5
Capital Investment
	Please provide details of any proposed capital investment including the cost and impacts /relationship to the projected Profit & Loss and proposed commission to Woodley Town Council. (All figures to be stated ex VAT)




	If you are unable to complete any of Section 3, please explain why here:
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