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The Big Lottery Fund is a Non Departmental Public Body and therefore subject to the
disclosure requirements of the Freedom of Information Act 2000
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SECTION ONE

Instruction to Bidders
1. General Information                                                                                    


1.1 This is an invitation only.  The Big Lottery Fund (BLF) reserves the right to vary any or all parts of the information contained in the Invitation to Tender.  It should also be noted that all information contained within this document is subject to further development once the final appointment has been made
1.2 This is an open two-stage tender process as follows:

(a) First stage tender will comprise of a document submission from interested companies based on the Big Lottery Fund‘s tender requirements outlined in this document.  To be successful in being short-listed to proceed to the second stage, submissions will be judged on quality and price for
(i) Proposed design budget

(ii) Proposed designs

(iii) Programme

As part of the selection for the short-list there maybe the requirement for follow up clarifications from the bidders.  The first stage will be completed with notification of outcome to all and up to four of the top scoring bidders will be short listed and invited to provide a presentation as part of the second phase. Could you please e-mail Procurement@biglotteryfund.org.uk to confirm your intention to provide a tender document as part of stage one.
(b) Second stage tender will comprise of

(i) Presentation

(ii) Post-presentation clarifications

(iii) References

(iv) Selection of contractor
1.3 It should be noted that the designs submitted as part of the tender process will be subject to further development once the Fit-Out company is chosen.  All designs will need to conform to CDM regulatory requirements
1.4 The Big Lottery Fund at its sole discretion, reserves the right to accept or reject any tender.  The Big Lottery Fund does not bind itself to accept the lowest priced or any tender and shall not be liable for any costs incurred in the production of your submission.

1.5 The Big Lottery Fund reserves the right to change the timing or any other aspect of the procurement process or to cancel the procurement process at any stage or not to proceed with the procurement for any reason whatsoever without prior notice. Under no circumstances will the Big Lottery Fund or any of its advisers be liable for any costs or expenses incurred by Bidders and/or their members in this procurement.

1.6 The Big Lottery Fund reserves the right not to disclose information that it feels would put them at a commercial or unacceptable contractual disadvantage. 
1.7 Tenders, all documents and all correspondence relating to the tender must be written in English.
2. Tender Documents


2.1 seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Tenders shall be submitted in accordance with the following instructions.

2.2 All pages of the tender shall be sequentially numbered (including any forms to be signed and returned). 

2.3 All supplementary documents already issued as part of your presentation (in particular designs and finishes can be submitted as part of this document)

2.4 The bidder is expected to examine all of the instructions, forms, and specifications that comprise the tender documents. Unless the bidder provides all of the information required the tender will be rejected. If you have any queries about the information that must be submitted then you must raise them prior to the tender deadline in accordance with 3 (clarification) below.

2.5 All information issued in connection with the Invitation to Tender remain the property of the Big Lottery Fund and are to be used solely for the purpose of tendering.

2.6 The Preferred Bidder will not be permitted to enter into any post tender negotiations on the terms of the Contract. Any attempt to negotiate amendments will breach the terms of this ITT and will result in the Preferred Bidder being excluded from the tender process.  In such circumstances the Fund reserves the right to invite the next highest scoring bidder to enter into the Contract.
3. Clarification


3.1 If you require clarification with respect to the contents of this ITT or this ITT process, please email Procurement@biglotteryfund.org.uk Questions or requests for clarification must be submitted prior to the closing date for the submission of questions. 
3.2 The Big Lottery Fund will distribute questions and responses (without identifying the author of the question) to all bidders involved in the Tender save where the Big Lottery Fund considers the question and response to be commercially sensitive. 
4. Schedule of Charges


4.1 Bidders shall complete Section Three, against each capitalised description, detailing a total and full cost for the contract. 

4.2 The rates and or percentage charges entered in Section Three shall be deemed to include complete provision for full compliance with the requirements of the Contract.

4.3 The rates and or percentage charges contained within Section Three are, unless otherwise expressly agreed between the parties, firm and fixed and will not be subject to any variation.

4.4 The Charges must be quoted in pounds sterling and inclusive of VAT.
4.5 The Big Lottery Fund reserves the right to discuss and agree with the Contractor a maximum sum for all expenses.

4.6 ANY ATTEMPT TO QUALIFY PRICING OR INCLUDE ASSUMPTIONS IN THE SCHEDULE OF CHARGES THAT YOU ARE REQUIRED TO SUBMIT WILL RESULT IN THE REJECTION OF YOUR TENDER.

4.7 The bidders priced work schedule will form part of the Contract Documents
5. Timetable
The indicative timetable for the procurement is as follows: 

	Key Actions
	Dates

	Tender information advertised on Big Lottery Fund Procurement Portal
	Tuesday 14 June 2016 

	Tender submission period (4 weeks)
	Tuesday 14 June –  Tuesday 12 July

	Final date for Contractors queries
	June 24th

	Final date for tender submission    (x 2 hard copies and 1 x CD Rom)
	Tuesday 12 July

	BLF Review tenders- and follow up with any areas needing clarification to relevant companies
	12th – 21 July

	Confirm and notify short-listed companies (3 to 4 companies)
	Friday 22nd July

	Contractor prepare for presentations
	25th July – 28th July

	Contractor presentation day – Apex House
	Friday 29th July 

	Review scoring/ take up references/Company Accounts check/Follow up questions
	2nd – 5th August

	Confirm appointment with Letter of Intent
	Monday 8th August

	Design and Budget Freeze 
	Friday 26th August

	Landlord’s approval/mobilisation/JCT contract completion
	30th August – 9th September

	Start on site
	Monday 12th September start on site


*The Big Lottery Fund may vary these dates.

*The Fund reserves the right to carry out clarifications via email or by inviting Bidders to a clarification meeting. 

In order to ensure that both the Fund’s and Bidder’s resources are used appropriately, the Fund will only invite the top three or four (depending on the closeness of scores) highest scoring bidders to attend a clarification meeting before the Presentation due date
 Scores will be moderated based on any clarifications provided during this meeting. 

It should be noted that the designs submitted as part of the tender process will be subject to further development once the Fit-Out company is chosen.  All designs will need to conform to CDM regulatory requirements

6. Legal Documentation

6.1 Achieving greater transparency of public sector procurement and contracting

Government has set out the need for greater transparency across its operations to enable the public to hold public bodies and politicians to account. This includes commitments relating to public expenditure, intended to help achieve better value for money. 

As part of the transparency agenda, Government has made the following commitments with regard to procurement and contracting:
· All new central government tender documents for contracts over £10,000 to be published on a single website from September 2010, with this information to be made available to the public free of charge. 

Bidders should be aware that if your organisation is awarded this contract, the resulting contract between you and the Big Lottery Fund will be published.  In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security.

6.2 Bidders must complete and return all documents in Section 3

· Annex 1
Response to Tender and Evaluation Criteria

· Annex 2
Schedule of Charges 

· Annex 3
Bidders Detail
· Annex 4      Form of Tender
                 Part I: Declaration

· Annex 5      Part I: Transparency Requirements

                 Part II: Parent Company Guarantee (where appropriate)

· Annex 6      Principal Designer and Principal Contactor Questionnaire

· Annex 7      M&E works

· Annex 8      Furniture schedule 
Bidders shall notify The Big Lottery Fund of any errors, omissions or details contained within the documents, which precludes them from tendering for this service.

6.3 Where a group of companies are bidding jointly for this Contract, they will need to have in place a robust partnership agreement outlining the individual roles and responsibilities of each in relation to the delivery of the Contract. BIG will need to see a copy of this agreement as part of the tender process. When such consortium tenders are submitted, a lead bidder needs to be clearly identified as it will be with them that the Contract will be held and they will be the contractor and ultimately be accountable for its overall delivery. 

6.4 Bidders are required to detail within their tender submission if it is their intention to sub contract any element of the services detailed in section 2, ‘Scope of Works’.

6.5 NB: Bidders must declare any known or potential conflicts of interest.

7. Submission Of Tenders
7.1 Bidders must submit x 2 hard copies of your tender submission and a CD ROM no later than 12.00 Noon on Tuesday 12th July 2016. The envelope should be clearly marked ‘Strictly Confidential - Apex House Tender Return – BIG001-0747’ but have no other distinguishing marks other than the address and name of the recipient which is:-

Gemma Bray

Big Lottery Fund  
Apex House

3 Embassy Drive

Edgbaston

Birmingham

West Midlands

B15 1TR

Tenders received after that time will not be considered and it is your responsibility to ensure the tender is submitted in a zip file and that we have received it. If you do not submit the information in this way it may be too large for our email inbox and we will not receive it.

7.2 By submitting a tender, the bidder agrees to keep that tender open for acceptance by the Big Lottery Fund for 90 days following the closing date for submission of tenders.

7.3 The Big Lottery Fund does not bind itself to award a contract or contracts and shall not be liable for any costs incurred in the production or submission of ITT. Under no circumstances will the Big Lottery Fund or any of its advisers be liable for any costs or expenses incurred by Bidders and/or their members in this procurement.
7.4 Visits to the building are encouraged to help you with the tender process. Please use the same contact details as previously noted for the tender queries: Procurement@biglotteryfund.org.uk 
8. Notification Of Award Of Contract
8.1 The issue of a signed Contract shall constitute the Big Lottery Fund’s acceptance of the tender.  Following the appointment of the successful Contractor, a full contract will be drawn up under the JCT 2011 Design and Build.  The detail held within your tender documentation will form the basis of the JCT contract.  As part of your contract details you must provide details about key personnel and their role within the project.
SECTION TWO - Employers Requirements 
Background to the Big Lottery Fund
1.1 2.1
What we do
The Big Lottery Fund is a Non-Departmental Government Body investing in communities through a range of funding programmes, from small grants programmes like Awards for All to large strategic programmes like Reaching Communities.  It distributes funds raised through the National Lottery and also supports the distribution of government funding to good causes.
The Birmingham Centre is home to the England Investments Team that awards grants to good causes throughout England and the UK.  Further it is the main critical operational centre for the Fund’s in house; IT, HR, Finance and Audit services.

The Fund currently employs 290 staff in the Birmingham Centre

This year the England Directorate will award £430m to good causes and assess over 16,000 grant applications.  Our Finance, Audit, HR and IT teams (based in Apex House) are responsible for supporting staff and programmes in 13 other offices throughout the UK.
For more information please visit www.biglotteryfund.org.uk
1.2 2.2
Vision as explained by The Big Lottery Fund
Our vision: People in the lead

We believe people should be in the lead in improving their lives and communities. Our approach will focus on the skills, assets and energy that people can draw upon and the potential in their ideas. We feel that strong, vibrant communities can be build and renewed by the people living in them – making them ready for anything in the face of future opportunities and challenges.

The Big Lottery Fund’s operational office in Birmingham needs to reflect, promote and support our ambition of ‘People in the Lead’ and our Strategic Framework for 2015-21 which will require us to work differently.  In future, as a grant maker we will be more open and participatory in how we fund exploring digital and media options and new types of grant making while working more closely with partners and developing stronger local networks and relationships. As a catalyst we want to develop the skills of individuals and communities and support the creation of partnerships to support great community-led activity. As an organisation we will strengthen our networks across the UK to share ideas knowledge and evidence and, recognising that we can’t deliver our vision alone, collaborate with those who can make a difference. 
To do this the design, layout and feel of our new environment needs to be;

· a welcoming and comfortable space for staff, customers and stakeholders

· Updated to reflect the next phase of The Big Lottery’s development

· Designed with furniture to create maximum density but maintaining a feeling of space
· flexible, multi-functional and creative to maximise the effectiveness and productivity of our staff, enable us to work collaboratively, and adapt as our ways of working change and evolve

· modern and clearly branded to create a distinct Big Lottery Fund presence

· a cost effective solution, reflecting our principle of financial stewardship of public money

· an exemplar of best practice in areas such as disability access, energy efficiency and staff welfare

· an environment that encourages professional use of the office spaces

· a reflection of the nature of the staff in Birmingham; hardworking, passionate, friendly and fun

· consistent in temperature, air flow and light, a comfortable working environment that meets our green aspirations

· Minimum 10 years life and design expectancy

2.3
What is the purpose of this project?
Big Lottery Fund has occupied the whole of Apex house for the last 10 years under a full repair and maintenance lease.  As of the 7th September 2016 it will reduce its occupancy to floors 2, 3 and 4 only, with the common areas returning to landlord management. 

As part of the new lease, Big Lottery Fund will need to comply with the Government Property Unit’s approval, namely:-

· Sub-let half of one floor to another government department.  We anticipate that this will be the West end (Harborne Road side / ‘Non Kitchen Side’) of the second floor
· Achieve an occupancy of less than 1 desk per employee.  We are keen to achieve at least 9.5 desks per 10 employees.  We anticipate needing 280 desks in total
The project is primarily to achieve these occupancy requirements, but also to refresh and re-organise what is now an old and worn interior; Also to replace the mechanical plant and controls on the floors to achieve greater reliability and consistency of air temperatures and flows.  It is important to the Fund that the project demonstrates an investment in the wellbeing of its staff whilst being mindful of its obligations to use public funds appropriately. The target budget for this project is circa £2 million.
Scope of Works
 Outline Specification

The requirements of the contract are:-

· Obtain all statutory consents

· Replace the mechanical plant on the floors 

· Upgrade the existing lighting provision with LED’s and rationalise the controls

· Re-configure security and fire systems as necessary

· Conversion to a grommet style it and power system

· All other M&E works as identified in the attached Aecom specification

· Maintain 270m2 of meeting room space throughout the building, with suitable containment for Video Conferencing (VC equipment provided by Employer)  

· Remove existing offices, except for that required for a member of staff with specific requirements (identified below)
· Provision of storage facility

· Provision of new cellular spaces

· Upgrade kitchens on each floor to allow greater levels of natural light, terrestrial tv, more food preparation area and more logical arrangement of equipment and white goods 

· Provide a communal space between the main kitchens and formal office zones where staff can meet, work and dine.

· Provide a small kitchenette on the ‘Non-kitchen side’ of the 3rd and 4th floors

· Catering kitchen/Facilities Kitchen

· Refurbish the interior to include’ new carpets and floor coverings throughout, decoration of all walls and partitions, replacement or refinishing of doors, making good ceilings and partitions to the current specification, new signage  and servicing of any retained apparatus including but not limited to blinds and moveable meeting room walls 
· Furniture as per the specification included, to allow for more collaborative and varied ways of working; i.e. to bridge between desks and meeting rooms

· Disposal of existing furniture, fittings, fixtures and equipment in accordance with current legislation and best environmental practice

· Propose the temporary stacking of staff during the works.  We anticipate the need to undertake the works on a half floor basis but would welcome suggestions that improve the cost and programme in this regard.

· Make good any internal penetrations through firewalls within the demise of BLFs property whether new or existing.  

Design Criteria

Staff numbers

The Birmingham Centre currently employs 290 staff.  The planning of the staff areas need to meet current GPU guidelines.  These fall into the following categories
One of the tangible design requirements is the management of ratio of staff to desks.  The standard issued by the cabinet office is a FTE Desk ratio of 9 to 10. We believe that the GPU would accept a ratio of 9.5 to 10.  
Cellular Spaces
Currently staff each have their own desk and all managers have their own office.  It is the Fund’s requirement that all managers, regardless of seniority, will adopt open plan working and will therefore have to adapt to changed working practices.
To overcome the loss of offices and to develop more collaborative working amongst all staff, the design must accommodate a variety of breakout and private meeting spaces. These will include:-
· We have one employee who is entitled to reasonable adjustments, who will require an office on 3rd floor with the following size and performance:  This provision will need to be retained during the works in this location or elsewhere on a temporary basis.

· Flexible formal meeting spaces with negligible cross-talk that can be opened up into one large space for up to 50 staff.  Our current provision is circa 270m2 which we hope to retain
· 2 discrete meeting rooms for HR and Finance on the 4th Floor.  These will need to have zero cross-talk. Each should be suitable for four members of staff to comfortably conduct a meeting.  Finance will require a formal table based layout; HR a more relaxed informal feel for coaching etc.  The partition between the two should be solid to improve sound isolation and visible distraction.
· Discrete meeting room for Audit, suitable for 6 members of staff.

· Open plan collaborative spaces

· Private and/or secluded collaborative spaces

· 1:1 video conferencing facilities

· One meeting room will need provision for the delivery of IT training for up to 10 members of staff. 
All formal and discrete meeting spaces will need to accommodate the installation by the Client of Video Conferencing equipment without the need for surface mounted wiring and should, as far as is practical, be situated so as not to be inconvenienced by excessive solar glare.  Walls will need to be appropriately strengthened in locations where VCs are proposed.
The indicative layout drawings provided show many of the current meeting rooms retained.  This is based on the assumption that works to replace the fan coil units will not disrupt the partitioning. For the purposes of achieving like for like tenders, please allow for the similar replacement of partitions you believe will be lost; we would be keen to explore options for reducing costs in this regard once a preferred contractor is appointed.
Other cellular spaces required include:-

· A single enclosed and discreet space for those who need to; respect their faith, take time out or receive medication

· A post room to enable the sorting of incoming post and the franking of outgoing post, this should include provision for the storage of stationery and administrative equipment.  Provision also required for the collection of post centrally on each floor (essentially a small tray system accessible by all staff)

IT Network and distribution
The Big Lottery Fund’s Comm’s room is situated on the East wing of the fourth floor.  This room is the main hub for all Big Lottery Fund communications around the UK and cannot be disturbed.  The room will need to remain in its current position and be accessible by inducted or escorted Big Lottery Fund staff as deemed appropriate by the contractor.  Contractor’s will be required to demonstrate that they can deliver the refurbishment work without disrupting the power supply, data link, allowing dust penetration or activating the fire suppression system.
The patch rooms on each floor will also remain but can be individually isolated if no staff will occupy the floor during the works.

The Comms room and main data centre must be protected from power outages and dust.

The Comms room and main data centre must be accessible 24/7 with particular emphasis for the 4th floor data centre.

Consideration must be given to the existing WIFI access points which are ceiling mounted on all floors and connect to network cables in the ceiling.

Data cabling to be the responsibility of the contractor with BLF IT department responsible for terminations to the desks
There is a potential separate project to review the existing air-conditioning to the Comms Room

Storage

The Fund currently has secure storage which should be retained.  These are:-
· HR Storage (4th Floor - West wing – East of Stairwell)
· Finance roller storage (4th Floor – West wing)
· Audit storage (3rd Floor – West wing) – A three drawer fire proof filing cabinet will need to be relocated from the 2nd floor to this store.
The storage will need to be secure and accessible during the course of the works, either in this location or elsewhere as a temporary measure provided by the contractor.

The following storage currently exists and should be refurbished and retained unless a more financially economical and space efficient solution exists:-

· Roller racking on the 3rd Floor (western end)
· Roller racking on 2nd floor (within sub-let space) to be retained but a furniture or alternative solution providing similar space will be required within the Big Lottery Fund demise.
Additional storage requirements include:- 
· A store for spare workstations, meeting room furniture and stacking 60 number chairs required for large meetings
· Cleaner’s cupboard on each floor with storage space and sluice

· Cloakroom storage is required on each floor with 20 lockers distributed between the floors on an 8/8/4 basis.

Storage furniture to be identified separately

Kitchens

There should be provision for the preparation of hot and cold drinks on each floor, preferably two zones per floor, one main facility for refreshment and food preparation and a kitchenette on the other side of the floor.  The zones should be designed to minimize disruption to those working in the vicinity and should be arranged so as to be efficient in their use.

Staff currently complain that the existing kitchen layout offers insufficient food preparation space, are poorly laid out for efficiency.  We are keen for the main kitchens to have greater natural light than existing and to incorporate a social and informal collaborative area for staff, using a variety of furniture solutions.
Kitchens should include:-

· Terrestrial TV – nominal 40inc screen in each main kitchen
· Provision for storing cutlery, crockery and glassware etc
· Dishwashing facilities

· Fridges to store staff lunches and stock milk (currently 3 tall fridges per floor)
· Instant hot and cold water using a Vivreau or Zip type tap
· Microwave ovens

· Food preparation areas in main kitchens

· Cereal storage

· Seated areas for groups and individuals (between main kitchens and work zone)
· Microwaves, TVs and white goods to be provided by the contractor

Big Lottery Fund’s facilities team requires a separate kitchen space, to serve meeting rooms and store provisions.  This will need to be a lockable space with microwave oven, dishwasher, fridges and storage space for bulk milk and externally provided catering.
Furniture

The Big Lottery Fund are looking to replace their existing furniture but the new furniture has to be functional and appropriate.  Within the flexible meeting rooms, tables need to be able to be moved and stored easily (note – the procurement of furniture may be subject to a separate tender process and is at the discretion of The Big Lottery Fund)
For pricing purposes the furniture provision is shown in Appendix 8
2nd Floor West Wing

The 2nd floor West wing will be sub-let to another tenant and must be capable of being a standalone section of the building.  The works required will be those to bring the area up to a CAT A condition, typically:-

· Replace mechanical plant on the floor as Aecom specification
· Make good ceilings to existing spec

· LED Lighting

· Remove existing partitions

· Create discrete access and fire proof barrier to remaining floor

· Service stubs provided at the boundary of the demise to allow the installation of a kitchen

· Simple re-decoration and making good

· Replacement carpet

Mechanical and Electrical Specification.  
             See Annex 7
            Indicative Architectural Information (See attached)
            Drawing number 
16.007_02_PGA 2nd floor

16.007_03_PGA 3rd floor

16.007_04_PGA 4th floor
16.007_ALL_PGA_E_02-Demolition

16.007_ALL_PGA_E_03-Demolition

16.007_ALL_PGA_E_04-Demolition

16.007_ALL_PGA_E_T POINT DETAIL

2612 AL (2) 01 - Proposed Basement Plan

2612 AL (2) 07 - Proposed Plantroom Plan

Apex House Second Floor - Existing Plan

Apex House Third Floor - Existing Plan

Apex House Fourth Floor - Existing Plan

SECTION THREE
The Service Provider must provide the following deliverables to the Fund:


DELIVERABLES
	Action/Deliverables 
	Due Date/timescale

	Submission of Tender as per instructions
	12th July 2016

	Names of personnel to attend presentation If short-listed 
	12th July 2016

	Financials (EK to provide) as part of the tender documentation
	12th July 2016

	Proof of Environmental policies as part of the tender documentation
	12th July 2016

	Proof of relevant Health and Safety and CDM qualifications as part of the tender documentation
	12th July 2016


* The Fund reserve the right to amend this timetable where required.

ANNEX 1
Response to Tender & Evaluation Criteria

You are required to respond to ALL of the criteria below.  To assist our evaluation of your tender submission, please ensure you clearly cross-refer your responses to the assigned numbers. Any relevant supporting tender documentation must also be clearly identifiable by a criteria number. 

Initially we will evaluate your tender to see if you meet our minimum PASS/FAIL CRITERIA set out below.

Bidders who do not pass all the Pass/Fail criteria (A-B) below will be excluded from further consideration in the competition (i.e. their tenders will not be evaluated further and will be excluded from the competition).

Pass/Fail Criteria 
	Pass Fail Criteria A

	

	Bidder has submitted a complete tender that accords with every instruction and requirement set out in this ITT.


	

	Pass Fail Criteria B  
	

	The Bidder’s Total Costs in Table A do not display an adequate understanding of the project requirements.  

The bidder does not provide the following
· Ability to fulfil the duties under the Construction (Design and Management) Regulations 2015 with regards to Principal Designer and Principal Contractor

· A design that offers value for money
· Evidence of appropriate technical expertise to include M & E schematics, understanding of the building constraints

· Evidence of delivering schemes which include the replacement of air conditioning systems

· Examples of similar projects, in particular with staff in-situ. 
· Suitable resources and team members who will work well with The Big Lottery Fund project members

· Detailed budgets

· Detailed designs and furniture proposals

· Programme

· Methodology for working whilst the building is in occupation
	


Following the above evaluation the submission will be scored against the deliverables in Appendix 1 and if short listed against your presentation to the Big Lottery Fund Senior Management Team.
Scoring Criteria
Please note – Though questions are numbered, this does not relate to any order of importance.

Responses to each question above will be allocated a score based on the methodology contained in the table below. 

Cost & Quality Questions scoring methodology
	0
	Poor


	No response or partial response and poor evidence provided in support of it.  Does not give the Fund confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak


	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Satisfactory


	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Good


	Response is comprehensive and supported by good standard of evidence. Gives the Fund confidence in the ability of the Bidder to deliver the contract. Meets the Fund’s requirements.

	4
	Very good


	Response is comprehensive and supported by a high standard of evidence. Gives the Fund a high level of confidence in the ability of the Bidder to deliver the contract. Exceeds the Fund’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the Fund a very high level of confidence the ability of the Bidder to deliver the contract. Exceeds the Fund’s requirements in most respects.


	Cost
	Weighting

	Preliminaries, Design, Building & Fees
	10%

	Furniture and Disposal
	15%

	Floor, Walls, Doors, Ceilings & Decoration
	15%

	M&E works - Plumbing, Lighting, Electrical, Alarms & Security
	25%

	Heating & Air Conditioning
	25%

	Costs for temporary move of staff
	5%

	Misc.
	5%

	Total 
	100%


	Quality
	Weighting

	Quality of previous projects of a similar value and with staff in situ
	20%

	Proven experience in appointing designers, consultants or contractors through a detailed exercise
	20%

	Proposed designs make maximum use of the available budget, engages Big Lottery Staff and reflects Big Lottery's vision for the refurbished building
	40%

	Shows evidence of thorough Health & Safety Management, appropriate line of communication and implementation and welfare provision and facilities for workforce during the project  
	20%

	Total
	100%


Schedule of Charges  

Bidders must complete the schedule of charges (using the headings below). The total fixed price will be inclusive of VAT and inclusive of expenses and all costs to be incurred.
Note: 
The Fund reserves the right to reject abnormally low tenders.

You should not submit additional assumptions with your pricing submission. If you submit assumptions you will be asked to withdraw them. Failure to withdraw them will lead to your exclusion from further participation in this competition.

Headings for financial reporting – to be provided in Excel
1. Preliminaries/Enabling Works

2. Design Fees

3. Structural engineer

4. CDM / Supplementary Asbestos investigations*

5. Health and Safety File and O&M Manuals

6. Building Regulation Fees

7. Builders works (temp power)

8. Disposal of existing FF&E including furniture

9. Furniture as attached schedule

10. Raised Floors

11. Floor finishes

12. Wall Finishes and Decorations

13. Ceilings

14. Small Power

15. Lighting

16. Other electrical installations

17. Fire alarms sprinkler and security

18. Data

19. Plumbing

20. Heating Ventilation and Air conditioning

21. Partitioning & Doors (New or Refurbished)

22. Joinery

23. Blinds and curtains

24. Signage

25. Costs associated with the temporary or permanent move of staff

26. Overhead and profit percentage / fee to include expenses

These headings should cross refer to a detailed breakdown of the proposed fit-out.  Furniture costs should be broken out as a separate document to the fit-out.
*Full report available on application. 

The documents can be attached in either portrait or landscape format and the end of this document.

ANNEX 3
Bidder’s Details
	Company Details

	1.
	Registered Company Name:

	2.
	Company Registration Number:

	3.
	Main Operational address for the service:

	
	Tele:

	
	Fax:

	
	Email:

	
	

	4.
	Address for all contractual correspondence –

	
	(If one of the above, please specify)

	
	

	
	

	
	

	5.
	Address for all service management correspondence

	
	(If one of the above, please specify)

	
	

	
	

	
	

	6.
	Contacts:

	
	a. Responsible Person for the Contract

	
	Tele: 

	
	Fax: 

	
	Mobile:

	
	Email: 

	
	

	
	b.  Responsible Person for the Service:

	
	(If different to the above)

	
	Tele: 

	
	Fax: 

	
	Mobile

	
	Email: 

	
	

	7.
	VAT registration Number (if applicable)

	
	

	8.
	Payment Details

	
	Account Name:

	
	Bank Name: 

	
	Address:

	
	Sort Code:

	
	Account Number:

	
	


ANNEX 4

Form of Tender

Part I – Declaration

Note: The Bidder is to type the following on its own letter headed paper

Dear Big Lottery Fund 
Tender Title: Design and Refurbishment of Big Lottery Fund Offices at Apex House Ref BIG001-0747 (‘the Contract’)
We undertake to keep the Tender open for acceptance by THE FUND for a period of ninety (90) days from the return date.

We declare that this is a bona fide Tender, intended to be competitive, and that we have not fixed or adjusted the amount of the Tender by, or under, or in accordance with, any agreement or arrangement with any other person.  We further declare that we have not done, and we undertake that we will not do, any of the following acts prior to award of this Contract:

a) Collude with any third party to fix the price of any number of Tenders for this Contract; 
b) Offer, pay, or agree to pay any sum of money or consideration directly or indirectly to any person for doing, having done, or promising to be done, any act or thing of the sort described herein and above.

We understand that you are not bound to accept the lowest priced, or any, Tender.

Signed:



Date:



Name:



In the capacity of: 


Duly authorised to sign tenders for and on behalf of:


ANNEX 5

Part I: Transparency
Note: In compliance with the Government’s transparency agenda, all Big Lottery Fund contracts over £10,000 (net of recoverable VAT) issued on or after 1 January 2011 will be published on the Government’s Contracts Finder website. We are required to publish contracts in full, and as a minimum must publish the specification, terms and conditions and associated schedules (which may include the winning bidder’s bid).

In limited circumstances redactions can be made prior to publication to protect certain types of information. Redactions are permitted in line with the exemptions set out by the Freedom of Information Act 2000. Examples of information which may be exempt under the FOIA include: personal data; information amounting to a trade secret; and information which if disclosed would or would be likely to prejudice the commercial interests of any person.

If the Bidder believes redactions ought to be made, these should be identified by the Bidder in the following table on their own letter headed paper. Bidders must provide explicit justification and reasoning for each redaction requested. The Big Lottery Fund is responsible for determining in its absolute discretion whether any information is exempt from publication.

Part II: Parent Company Guarantee
Note:  To be submitted in full on Contractor's ultimate Holding Company's headed notepaper.

Dear Big Lottery Fund 

Contract for the Provision of Design and Refurbishment of Big Lottery Fund Offices at Apex House
With reference to the Tender for the above services submitted by [insert name of Bidder] (hereinafter referred to as "the Contractor"), as a condition precedent for and in consideration of the Big Lottery Fund (a non departmental Public Body sponsored by the Cabinet Office) (hereinafter referred to as "THE FUND") entering into a contract (hereinafter referred to as "the Contract") with the Contractor for the above services, we, as the Contractor's ultimate holding company do hereby enter into the following unconditional and irrevocable undertakings with THE FUND. These undertakings being on condition that THE FUND enters into the Contract with the Contractor for the above services and in consideration of the same:

1. The Contractor shall perform all its obligations contained in the Contract;

2. If the Contractor shall in any respect fail to perform the said obligations contained in the Contract or commits any breach thereof we shall ourselves perform on simple demand by THE FUND, or take whatever steps may be necessary to achieve performance of the obligations under the Contract of the Contractor, and shall indemnify and keep indemnified the Authority against any loss, damages, costs and expenses howsoever arising from the said failure or breach for which the Contractor may be liable;

3. We shall not be discharged or released from our undertakings hereunder by any waiver or forbearance by THE FUND, whether as to payment, time, performance or otherwise;

4. This guarantee shall be unconditional and irrevocable and shall continue in force, notwithstanding any variations or additions to or deletions from the scope of services to be performed under the Contract, until all the Contractor's obligations there under have been performed; and,

5. This document shall be construed and take effect in accordance with English Law and, furthermore, we submit to the jurisdiction of the English Courts.

Yours faithfully

Signed:



Date:



Name:



In the capacity of: 


Duly authorised to sign tenders for and on behalf of:
 
ANNEX 6

Principal Designer and Principal Contractor Questionnaires
Construction (Design and Management Regulations) 2015

Principal Designer - Pre-appointment Questionnaire

Apex House Refurbishment Project – 2016/17

Please respond on a separate document using the questions or headings listed below in order.

Principal Designer Information

1) Please state the name of the organisation who will take on the role of Principal Designer for this Design and Build contract

2) Please state the name of the person from that organisation who is dealing with this questionnaire, their phone number, address and e-mail.

3) Please state the main design discipline that the organisation undertakes

4) Please confirm the number of directly employed staff that the organisation employs

5) What was the turnover of your organisation for your last completed financial year?

6) Under the current name or pervious titles, please give details of any HSE improvement notices or prohibition notices the organisation has received in the last 5 years.

Health and Safety Advice

Please provide details of how the design organisation and its employees have ready access to appropriate Health and Safety advice.  Provide the name and qualifications of the source of advice including evidence of training or professional membership.

Health and Safety Policy and management

Please provide a copy of your latest Health and Safety Policy and management procedures relating to design, training, co-operation with other designers and co-ordination with Principal Contractors.

If you do not have a written Health and Safety Policy, please provide details of this and how it is communicated to employees. 

Design Risk Mitigation and Control

Please describe how the organisation manages the design process to eliminate construction, use and demolition risk.  If risks cannot be eliminated how are these controlled and relayed to the Principal Contractor?

The Workplace (Health and Safety Welfare) Regulations 1992

Please explain the procedures that you have in place to ensure that your designs meet the requirements of the above legislation

Skills, Knowledge, Experience and Training – Identifying Training Need

Please provide details of the management procedures in place to identify Technical and Health and Safety training needs and action this.  This will include; best practice in construction and site operations.

Skills, Knowledge, Experience and Training – Relevant Safety Training and Knowledge
Please provide summary details of Health and Safety training provided to staff within your organisation.  Of particular relevance would be APS or similar Principal Designer course, CSCS cards, Design Risk Management and CDM Regulations 2015, Health and Safety Awareness Training etc.  Please provide copy certificates as evidence of such training.  A training matrix is preferred.

Monitoring, audit and Review

Provide details of the company system in place for monitoring procedures and auditing at regular intervals.  Please provide evidence such as copies of formal audit reports, evidence of recent monitoring and management responses.  If accredited with ISO 9001 copies of recent audits should be provided

Workforce Involvement

Provide details of how you consult with and involve your employees and others in health and safety matters.  Please provide evidence such as minutes for a recent project design meeting where health & safety issues were discussed

Skills, Knowledge, Experience and Training – Professional Qualifications

You and your employees should have suitable skills, knowledge, qualifications and experience to enable them to do the work they do safely and professionally.  Please detail the professional qualifications and experience held by key members of your team and provide evidence of such qualifications and experience.  

Co-ordination of pre-construction phase

As you will be taking on the role of Principal Designer you have the responsibility to plan, manage monitor and co-ordinate the pre-construction phase and ensure that designers comply with their duties under CDM Regulations 2015 during the design stage of projects.  Please confirm the arrangements you have in place to carry out this role and provide evidence where appropriate for the following:

a. How you communicate with the client to make them aware of their duties.

b. How you assist with compiling the pre-construction information

c. Coordination of the pre-construction phase – how do you coordinate designers and oversee design decisions

d. Lines of communications within your organisation for design

e. How you prepare and handover the Health and Safety File

f. Evidence of experience in managing construction project safety at pre-construction

Sub-Contracting Work

If you and your company appoints other designers, consultants or contractors to undertake work on your behalf please provide details on how you assess their competence.  Please submit a vetting exercise to evidence how you ensure that only companies who have the necessary skills, knowledge, training and experience to deliver the work are appointed.

As part of your tender, please provide a brief summary of at least three projects that you have been involved with during the last 2 years (Duration, value, description of the project, key design considerations).

Construction (Design and Management Regulations) 2015

Principal Contractor - Pre-appointment Questionnaire

Apex House Refurbishment Project – 2016/17

Please respond on a separate document using the questions or headings listed below in order.

Principal Contractor Information

1) Please state the name of the organisation who will take on the role of Principal Contractor for this Design and Build contract.

2) Please state the name of the person from that organisation who is dealing with this questionnaire, their phone number, address and e-mail.

3) Please state the main construction type that the organisation undertakes

4) Please confirm the number of directly employed staff that the organisation employs

5) What was the turnover of your organisation for your last completed financial year?

6) Under the current name or pervious titles, please give details of any HSE improvement notices or prohibition notices the organisation has received in the last 5 years.

Health and Safety Advice

Please provide details of how the design organisation and its employees have ready access to appropriate Health and Safety advice.  Provide the name and qualifications of the source of advice including evidence of training or professional membership.

Health and Safety Policy and management

Please provide a copy of your latest Health and Safety Policy and management procedures relating to design, training, co-operation with other designers and co-ordination with Principal Contractors.

If you do not have a written Health and Safety Policy, please provide details of this and how it is communicated to employees. 

Organisational Arrangements for Managing and Communicating Health and Safety Arrangements

Please provide a current company organisational chart identifying the H&S management structure and lines of communication.  Please also confirm; how the structure would be applied to this project; the arrangements for implementing auditing and reviewing and the process for communicating.

Training and Information

Please provide details of the management procedures in place to identify Health and Safety training needs and action Health and Safety related training. In particular when:-

· An employee is new to the organisation

· An employee is new to a site or location

· There are changes to the site circumstances which change the site risks

Individual Qualifications and Experience - Managers

Please provide details of the qualifications and experience of the directors, senior managers and H&S advisor; experience should be relevant to this project.

Qualifications and Experience – Workforce

Please identify the percentage of your workforce who are CSCS accredited. Provide details of specific site safety training for site managers and the site worker training programme, relevant to this project that the organisation undertakes.

Monitoring, Audit and Review

Please provide details of your system for monitoring H&S procedures and systems; auditing them at periodic intervals and reviewing them on a regular basis.  Specifically identify

· The frequency and nature of the audits / inspections

· Their format

· How issues are managed and closed out

Workforce Involvement

Provide details of how you consult with the workforce on H&S matters, including any committees or safety representative initiatives.

Accident Reporting

Please provide details of how information from enforcement or accidents is used to improve safety across the organisation

Accident performance

Please provide your accident statistics for the last 3 years, identifying;

· No. of fatal injuries

· No. of reportable injuries

· No. of non-reportable injuries

· Accident Incident Rate / 100,000 workers

Sub-contracting

Please provide details of your arrangements to ensure that subcontractors, and their own sub-contractors, have the appropriate skills, knowledge and experience for the project and specific tasks.

Other contractors

Please provide details of your arrangements for ensuring that any other contractors or consultants (including the Principal Designer) have the skills, knowledge and experience necessary for this project.  You should also detail how you co-operate and co-ordinate with these parties in practice.

Risk Assessment

Explain your procedures for identifying health and safety risk and managing these during the construction process.  Include sample risk assessments and method statements.

Welfare provision

Provide details of how you will ensure appropriate welfare facilities will be inplace before people start work on site.

Relevant Experience

Provide details of three projects of a relevant nature (refurbishments in occupation / M&E / restricted site).  Give a brief synopsis and including details of the significant health and safety aspects.  

Annex 7 - M&E Works
1. INTRODUCTION 
This document sets out the outline design scheme and layout proposals for a Cat A and Cat B fit-out of the space for the 2nd, 3rd and 4th floors. 

Brief Project description 
The proposals set out in this document and all supporting documents are to provide Big Lottery Fund with new office space. Scope of Works 2nd, 3rd & 4th Floors Apex House, Birmingham 

2. GENERAL OUTLINE SCOPE OF WORKS/FINISHES 
2.1 Structural 

We do not see the need for any structural engineering works under these works. 
2.3 Specialist Areas 
The following specialist areas will be detailed in due course 

· Meeting Room finishes 

· Kitchen joinery 

2.4 Ceilings 
The ceilings are to be replaced with a matching ceiling system as the existing. 
2.5 Blinds 
The existing blinds are to be retained. 
2.6 Flooring and Floor finishes 
Floor finishes details to be issued in due course 

· General Office areas – carpet tiles 

· Kitchenette – suitable sealed flooring 

· Comms Room – as existing 

2.7 Decoration 
Details of decorations to be issued in due course Scope of Works 2nd, 3rd & 4th Floors Apex House, Birmingham 

Engineering Building Services 
1. Base Building Specialist Contractors
2. Fit out contractual route for the Building Services

3. Design Parameters

4. Validation of the Existing Air Conditioning and ventilation systems

5. Fit out construction works

6. Scope of works for the Building Services

7. Electrical Services

8. Mechanical Services

9. Fire & Life Safety

10. Public Health Services

11. Ancillary Services

12. Commissioning & Handover

1. Base Building Specialist Contractors
The fit out contractor will be required to use the following base building specialist contractors, as shown in the schedule below.

	System
	Contractor



	
	

	
	

	Fire Alarms
	

	BMS
	Suitable open protocol Trend compatible system

	
	


2. Fit Out Contractual Route for the Building Services
The contractual route building services will be a ‘design apportionment’ for the building services of the main contract. 
This report forms the basis of ‘Employers Requirements’ for the Building Services Installation
The Main Contractor/M&E contractor will be responsible for: 
· Design 

· Design Intent drawings 

· Working and installation drawings 

· Technical Standards of Material Workmanship 

· Commissioning 

· Operating and Maintenance Manuals 

Information will be provided by the contractor for approval by the client. He will then carry out the installation. 
On completion the building services contractor will be responsible for commissioning building services. 
Following handover of the floor to the client the contractor will provide within 20 days record drawings and O&M manuals as specified. Details of which are outlined within the document.
3. Design Parameters
The following design parameters are to be used:

Outside Air Temperature                            Winter                           -4Oc
                                                                         Summer                          28oCdb / 20oCwb   
Internal Air Temperature                            Winter                             21oC +/-2 oC
                                                                         Summer                          22oC +/-2 oC
Internal Heat Gains
Occupancy                       1 person per       10m2 90 w/m2 (Sensible)

37 w/m2 (Latent)
Lighting                                                           15 w/m2
Equipment                                                      25 w/m2
Occupancy Density 
Design occupancy                                          As shown on the architects drawings

Fresh Air Ventilation Rates

The existing fresh air volumes are to be proportioned across the floor. 

Specific air volumes will be required as follows:
Meeting room       16 person              Fresh air for 12 at 10 litres/ second 

                                 14 person              Fresh air for 10 at 10 litres/second 

                                 12 person              Fresh air for 9 at 10 litres /second 

                                 8 person                Fresh air for 8 at 10 litres/second 

                                 6 person                Fresh air for 6 at 10 litres/second
Specific Ventilation Systems
Kitchenette extract     10 A/C per hour        Local extract discharge into landlord extract system

Copy/Print                    10 A/C per hour        utilising the landlords base build extract. Or discharge via             local extract system and extract fan discharging into the bell mouth of the landlords office extract ductwork

Comms Room                                                   No work proposed to the Comms Room
	
	


Lighting Levels

	Office Areas                                                       350 lux 

Conference/Meeting Rooms                          500 lux 

Kitchenette                                                        350 lux 

Photo Copier Areas                                          350 lux 

Roller Racking                                                   350 lux – on the vertical face of the racking 

IT Support                                                           500 lux 


4. Validation Exercise
The following validation checks are to be carried out by the Mechanical and Electrical Sub-contractors. Their results will be shared with the Landlord. 
· Measurement of Chilled water flow rates and pressures 

· Measurement of heating water flow rates and pressures 

· Water quality checks to heating and chilled water systems 

· Measurement of Fresh air supplied to the floor 

· Measurement of Extract air extracted from the floor 

· Measurement of the kitchenette extract 
· Fire Alarm operation 
· Electrical testing of the LV panels 

5. Fit Out Construction Works
During the construction works the contractor will respect that the building is occupied. Noisey works are to be carried out, out of normal working hours. 
In addition to this is requested to ensure that Fire and Life Safety procedures are adhered to at all times. 
With regard to the fire alarm, it is to remain operational. We will be requiring the following:
Fire Detection & Alarm System 
During the day the fire alarm/smoke detection system will be isolated onto the floor. The contractor will be responsible for maintaining a fire watch during his working period. At night/weekends the existing fire alarm will be re-instated.
6. Description of Fit out Works

The fit out works for the office floors will include: 
· Electrical Small Power 

· Lighting 

· Emergency Lighting 

· Lighting controls 

· Air conditioning, including fresh air and extract ventilation 

· Air Conditioning Controls 

· Fire alarms 

· Security 

· Domestic Water Services 

· Public Health 

7. Electrical Services

Electrical Small Power 

The electrical services will include: 
Existing Installation 
The existing distribution boards are to be reused. 
The existing underfloor bus bar system is to be reused 
The connections from the existing underfloor bus bar to floor boxes are to be removed and disposed of where they are not required. 
Existing cleaner’s sockets will be retained, 
All existing circuits that are to be retained are to be tested for compliance. 
Existing Comms Room Power supply 
There are no proposed works to the Comms room 
IT Build/Support 
IT Build/Support will be provided with dado power/data outlets on two walls of the partition space; wall outlets (6 number on each wall) are to be installed.
General Office Power 
Electrical power to the desks will be via grommets. 
Meeting rooms and communal areas will be provided with floor boxes, these will contain 2 electrical switched power outlets and 4 data outlets. A wall mounted double socket outlet will be provided at approximately 1700mm above FFL and another double socket outlet at 600mm above FFL to each meeting room for AV use. 
Communal breakout areas and ad hoc meeting areas will be provided with floor boxes, these will contain 2 electrical switched power outlets and 2 data outlets 
Copy/Print Rooms 
Copy/Print will be provided with dado power/data outlets and wall outlets for photo copy equipment.
Kitchenette/Tea point 
Specific switched socket outlets will be provided for the appliances (i.e. dishwasher and fridge/freezer and hot water boiler). 2 sets of Double switched socket outlets will be located at work top level for general use, ie microwave.
Lighting and lighting Controls 
Existing light fittings are to be removed and disposed of. 
The existing lighting circuitry is to be retained and modified as follows: 
· Office Areas – Presence detection is to be installed and zoned – approximately 10m x10m with daylight linking. 

· Meeting Rooms - 

                                  14 person            Scene setting 

                                  12 person            Scene Setting 

                                   8 person             On/off switching 

                                   6 person             On/off switching
Where meeting rooms include moveable partitions the lighting controls are to be linked, via a micro switch on the moveable partition so the lights can be controlled at any of the light switches.   

Lighting control modules to be installed and zoned. 
Local presence detection will be provided to the following rooms: 
• Kitchenette room 

• Filling room 

• Store 

• Copy/print 

• Individual offices
All new light fittings are to LED fittings - ‘warm white’ lamp colour temperature to be 4000K. 

All fittings to be high frequency DALI electronic control equipment. 

Light fittings will be provided with ‘return air path’ to assist the air conditioning installation. 
New lighting will be installed throughout the floor. Fittings will be selected to suit the requirements of the various areas. 
Feature lighting is to be installed in the following areas: 
· 4th floor meeting suit – ie 4 number rooms 

· Kitchenette – pelmet lighting is to be installed under the high level cupboards 

Emergency Lighting 
Emergency lighting will be installed to suit the partitioning. 
Emergency lighting will utilise 3W non maintained LED, 3 hour standalone units, along with illuminated ‘exit’ signage. Units to be provided with EMPRO ballasts to provide future monitoring and testing facilities on the fittings. 
Emergency lighting will be installed to all cellular rooms to provide achieve the lighting levels required to escape the building. The emergency lighting will be designed in accordance with BS EN 1838 (BS5266, Part 7-1999)
Data Cabling 
The data cabling works will be carried out by the Big Lottery Funds IT department.
Audio Visual Installation to Meeting Room 
The meeting rooms will be provided with AV equipment. 
A specialist contractor will carry out these works. Electrical power and containment systems will be defined by the AV specialist.
Speakers and Microphones within Meeting Room 
Ceiling and wall mounted speakers will be installed in the suited meeting rooms, where the walls are moveable. There will also be microphones, these will either be ceiling or table mounted. 
A specialist contractor will carry out these works. 
Data cabling between computer and other devices/projector 
Data/VGA/speaker and microphone cabling will be installed a specialist contractor. 
Satellite TV Receiver 
A connection will be made to the Satellite/ TV receiver will be made, by the specialist AV contractor – containment will be provided by the electrical contractor.
8. Mechanical Services

Water Quality 

The heating and chilled water, water quality will be tested, prior to commencement of any of the works. The mechanical sub-contractor shall advice on any works required to ensure that the water quality of the installation is acceptable and will not harm the new installation. 

Existing Air Conditioning Systems 

The existing fan coil unit installation is to be removed, the works to include, but not exclusive: 

· Heating and chilled water pipework on each of the floors, back to the risers 

· Condensate pipework 

· Controls wiring on each of the floor, including Comms room
· Fan coil units 

· Secondary distribution ductwork and grilles/diffusers 

4 Pipe Air Conditioning Fan Coil Units

A new 4 pipe fan coil air conditioning system will be installed. The system will be connected to the base build chilled water and heating water services. New isolating and balancing valves along with drain cocks, air vents and commissioning sets are to be installed at the risers. 

New gravity condensate pipework installation shall be installed. The condensate is to be insulated for the first 1.5m local to the fan coil units.
Each fan coil unit will be provided with the following pipework fittings; controls, flexible connection, isolation/balancing valves and commissioning sets, automatic air vent and drain cock.
The installation will be complete with all commissioning and isolation valves, flushing loops and filtration devices to ensure that the new installation is fully operational. 
The approximate numbers of fan coil units per floor are:   

     2nd Floor    30 

     3rd                       30 

     4th                       30
The contractor shall size all fan coil units. When selecting fan coil units an additional allowance of 10% is to be added prior to selection of the fan coil units to assist is heating and cooling the space when the units are first switch on in the mornings. 
The existing fresh air ductwork is to be retained. The ductwork is to be cleaned. Balancing dampers are to be tested and replaced where required. Fresh air will be ducted to the rear of the fan coil units. New final insulated ductwork connections onto the rear of the fan coil units are to be installed where required. 
The ceiling void will be used as a return air plenum. Air will be returned to the landlords services. 
Condensate Pipework 
New gravity condensate pipework installation (including traps to each fan coil units) shall be installed and terminated onto the existing condensate pipework in the risers (the connection will be trapped). The condensate is to be insulated for the first 1.5m local to the fan coil units. 
Secondary Ductwork from Fan coil Units 
New discharge internally insulated plenum secondary ductwork and supply air diffusers (supply air diffusers to include opposed blade balancing dampers and plenum boxes) are to be installed from the outlets of each of the fan coil units. The supply air ductwork and plenums are all to be insulated. 

Fresh air supply ductwork will be modified to suit the new fan coil unit locations. 
Return Air Grilles 
New return air grilles are to be installed in the ceiling; these are to be sized to handle the supply air volume from the fan coil units. 
Air can be returned to the ceiling voids via the light fittings, provided these incorporate air return air paths. 
Cross Talk Attenuation 
Cross talk attenuators will be installed in the fresh air ductwork to the following rooms (these are to be selected to supply air to the fan coil unit without affecting the total supply air to the floor):
· Offices

· Meeting Room

· Kitchenette
The above rooms will have full height partitioning, including ceiling void partitioning (quilts may be used in the ceiling voids) 

Exhaust air from the rooms will also be provided with in line cross talk attenuators; these are to be selected to maintain air flow without affecting the total extract air from the floor. 

Additional return air grilles will be installed to cellular rooms to maintain air circulation within the rooms, to avoid adding undue resistance to the return air path back to the air conditioning unit. 
Local air conditioning controls 
Each cellular area will be provided with a wall mounted local temperature and fan coil unit control. The controllers will be fitted on the partitions at 1.3m above floor level. 

Open plan office area – controllers will be mounted on columns or partitioning, to provide general control. These controllers will be mounted 1.3m above floor level 
Where applicable in the open plan office air conditioning units will be controlled in groups. 
Central Air Conditioning Controller 
A central BMS controller will be provided to control the air conditioning. The controllers are all to be ‘Trend’ compatible and are to be open protocol 
The controller will provide the following facilities: 

· Time control 

· Temperature adjustment of individual fan coil units 
· Measurement of fresh and extract air volume 

· Measurement of fresh air and extract air temperature to the floor 

· Energy monitoring of the chilled water and hating flow rates 

· Temperature alarm within the Comms Room 

· Alarm notification to include: 

o Open plan office temperature too low 

o Open plan office temperature too high 

o Computer Room temperature alarms 

o Computer Room leak detection 

o Kitchenette leak detection 

Central BMS 
A central BMS system ‘Trend compatible’ with open protocol will be installed on the 4th floor. 

The system will include a PC, data cabling and software as required to support the new systems on the occupied floors. The BMS system will interface with the fire alarm installation and shut down in the event of a fire.
The BMS is to connect to the landlord system.
Out of hours Air Conditioning operation 
Facility will be provided on each floor local to the lifts to allow staff to operate the air conditioning system for 1 hour periods, should they require. 
Computer Room Air Conditioning and Ventilation 
There are no works to be carried out to the Computer Room. 
The IT build room is to be considered as a cellular office. 
Fire Dampers 
The existing fire dampers are to be checked and replaced if required. 
Copy/Print Room Extract Ventilation 
The copy/print room will house the photo copiers/printing equipment. 
The room will be provided with a 4 pipe fan coil unit air conditioning that matches the general office systems, with a supply air connection from the fresh air system. 
An extract grille will be installed to remove warm air within the room, a ductwork system, including extract fan will be installed to circulate air back to the landlord’s floor extract system. The extract will discharge into the bell mouth of the general office extract ductwork. 
The extract system will interface with the fire alarm installation and shut down in the event of a fire. 
Kitchenette Ventilation 
The room will be provided with a 4 pipe fan coil unit air conditioning system that matches the general office systems, with a supply air connection from the fresh air system. 
Extract air will removed via a ceiling extract grilles and new ductwork installed to connect onto the landlord’s kitchenette extract system.
9. Fire and Life Safety 
Fire Alarms  

The existing fire alarm installation is to be retained. There will be modification and adaptations made to this by the specialist fire alarm contractor. 
The works will be carried out in accordance with BS5839 Category L2. Under this category Individual rooms will not be provided with fire detection. 
Rate of rise detector will be installed in the kitchenettes. To avoid an event that staff install a toaster in the room and smoke from the toaster activates the fire alarm system. 
Additional sounders will be installed across the floor to maintain the noise level of the sounders. 
Fire Alarm Interfaces 
Fire alarm interfaces will be installed to shut down plant in the event of a fire.
10. Public Health Services

Domestic Cold Water Services 
The existing on floor distribution is to be removed back to the landlord’s riser 
New valved hot and cold water services and potable domestic drinking water service will be taken from the landlord’s riser to the kitchenette within the ceiling void. Route to be defined. 
The water service will serve 
· Sink in kitchenette 

· Drinking Water boiler (zip taps) 

· Supply to a dishwashers 

Drainage Services 
The existing drainage installation is to be removed back to the risers. 

New drainage is to be installed, including traps and vent pipes to suit the kitchenette layouts 
Domestic Hot Water Boilers with Chilled Water Facility 
Potable hot water boilers will be provided in the kitchenette and tea/coffee point. These will be ‘zip’ type water heaters that will also have chilled water facility. There will also be a drain connection. 
The drain trap connection will be metal and a minimum of 1.5m of drainage pipework will be run in copper.
Leak Detection System 
The Kitchenette shall be provided with leak detection systems. 
The leak detection system will: 
· Provide local zone detection 

· Automatic shut off valves to the Hot and cold water services – in the event of water detection 

· Local alarm – audible and visual 

· Central building alarm - linked back to the ground floor reception/security control room. 

11. Ancillary Services

Security   

The existing Landlords access control system will be retained. 
Manual locks will be installed on the following doors: 
· Comms Room 

· IT build room 

CCTV 
There is no requirement for CCTV on the floor. 
Telecommunication Cabling 
There are no telecommunications works under this contract.
12. Commissioning and Handover

Commissioning

All the building services are to be fully commissioned.  

The landlord and his Building Services Consultant/Service Maintenance Engineer will be invited to attend the commissioning/witnessing of the building services systems.  

All commissioning results will be provided to the Landlord. 
Record Drawings and Operating & Maintenance Manuals 
A complete set of ‘As Built’ and ‘As Fitted’ drawings will be provided to the Landlord. 
The information will include: 
· Health and safety plan 

· Record Drawings 

· Commissioning results 

· Manufacturers information 
· Manufacturers maintenance instructions 

3 complete sets of information will be issued to the Landlord and the contractor will be requested to provide Auto CAD drawing of all information. 
The contractor will be required to allow to provide an electronic copy of the information.
Appendix A 
Architectural Information (See attached)
Drawing number 
16.007_02_PGA 2nd floor 

16.007_03_PGA 3rd floor 

16.007_04_PGA 4th floor
Annex 8 – Furniture
Please provide costs based on your design for 290 staff, estimated value cira £300,000.

ITEMS
· Bench Desks

· Single Height Adjustable Desk

· Desk Chairs

· Under Desk Mobile Pedestal

· Pedestal Cushions

· Hotboxes

· Armchairs

· Round Meeting Room Table

· Round Dining Tables

· Café Chairs

· High Dining Tables

· High Dining Bench

· Café Sofa Seating

· Visitor Seating

· Lockers

· Small Round Tables

· Meeting Chairs

· Storage

· Booth

· High Tables

· High Desktops with storage underneath

· Two Seater Lounge Sofa

· Low Table

· High Stools

· Shelving/worktop for post room

· Shelving/storage solution for Store Cupboard

· Shelving/storage solution for Cleaners Cupboard

· Lock

· Perspex

· White Boards

· Noticeboards

· 8 Seater Rectangular Table

· 6 Seater Rectangular Table

· Shelving for coffee/food layout

· Stacking Chair

· Meeting Room Table

· Small Table

· Monitor Arm

· On Desk Power Module

· C Clamp

· Under Desk Power Module

· Starter Lead

· Desk mounted fabric screen

· Cable Spines

· Screen Mounted Desk Trays
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