
[image: image6.emf]
Our vision is

“to deliver excellent Housing Services”
Invitation to Quote
For
Installation of Air Condition system
At
Farrar Close, Newark, Nottinghamshire
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1.1 Introduction/Background
Newark and Sherwood Homes Ltd. is an Arm’s Length Management Organisation (ALMO) comprising approximately 150 staff, set up with effect from 1 November 2004 to manage, maintain and improve Council housing on behalf of Newark & Sherwood District Council. Newark and Sherwood Homes Ltd. carry out the main housing management functions such as letting homes, repairs and maintenance, rent collection and estate management of over 5,500 Council homes and Leasehold properties in Newark and Sherwood. Newark and Sherwood Homes Ltd. also ensures that the needs of diverse groups within the tenant population are met and that all tenants and other service users can access services effectively. The landlord remains the Council and continues to provide services such as homelessness and housing advice, housing benefits, rubbish collection and street cleaning. 

The Company is managed by a Board comprised of 9 Directors, made up of: 
i. Three tenants 

ii. Three Council nominees 

iii. Three independent people with professional skills. 

Newark and Sherwood Homes Ltd. is a non-profit making Company that is owned by Newark & Sherwood District Council and does not pay dividends to any shareholders. 

The delivery of Newark and Sherwood Homes Ltd.‟ Vision is supported by four missions statements which are: 
i. Managing and maintaining homes to agreed standards and offering services to support vulnerable people in the community and their own homes

ii. Engaging with our customers, tenants, residents, the public, and staff to get the best possible service for every pound spent

iii. Building homes for local people and providing opportunities for people to access the housing they need

iv. Encouraging tenant involvement in the management of their homes

 Communities in the future 

Newark and Sherwood Homes Ltd. recognises that the way it delivers its services is critical and has five Core Values to guide the way we do things:- 
i. Customer First 

ii. Valuing Everyone 

iii. Delivering Excellence 

iv. Making Positive Improvements 

v. Sharing Information 

Through our Improvement Planning Process and specific consultation with tenants through the Strategic Continuous Improvement Group the following were identified as priorities for Newark and Sherwood Homes Ltd.:- 
i. Investing in our people
ii. Investing in our systems

iii. Growing our services to customers

1.2 Requirements
Newark and Sherwood Homes Ltd. are seeking the services of a contractor to supply and install single indoor/outdoor split air conditioning system to ground and first floors of office building.
This document provides information about Newark and Sherwood Homes Ltd. expectations for this contract. Where applicable it also contains specific requirements that bidding organisations are asked to respond to, as well as setting out the criteria and scoring system that will be applied to evaluate those responses.
1.3
Queries Prior to Quote Submission
Should bidding organisations have any queries or issues prior to submission, they should contact Paul Smith, Procurement and Stores Manager via email paul.smith2@nshomes.co.uk.
1.4
Submitting the Quotation

The bidder must submit their quotation response, allowing for all costs as necessary to achieve the requirements set out in the invitation documents and the bidder’s responses.
The quotation submitted must be a “Fixed Price” for the duration of the contract. 
Costs associated with the compilation and submission of the quotation is entirely at the bidder’s expense.
Documents to be submitted:
i. Quotation return form
ii. Equality and diversity questionnaire

Quotation return form and accompanying response documentation must be hand delivered, sent by post in a plain sealed envelope bearing the enclosed ‘Tender Return Label’ or emailed through to tenders@nshomes.co.uk.  
Any quotations not received in this manner will not be accepted. The pricing response document, i.e. the schedule of works spreadsheet should be returned with the form of quotation. Newark and Sherwood Homes Ltd. will request the completed electronic pricing response documents from all bidders following formal lodging/opening of the quotations.
No amendments will be allowed to the quotation once it has been received by the employer.
Quotations must be returned no later than 12:00noon on the tender return date noted on the invitation to quote letter. Quotations received after this time will not be considered and will be deemed void.
The Employer gives no warranty that invitation to quote or the receipt of the Contractor’s quote signifies suitability to undertake the Works.
No alteration or qualification of any kind whatsoever will be made to the text of the Contract Documents by the Contractor. If any alteration or qualification is made, then this will be ignored and the text as prepared by the Contract Administrator will be rigidly adhered to.
Each individual item within the Schedule of Rates must be priced individually so that the total agrees with the contract sum. Lump sums to cover groups of items within the schedule are not acceptable.
Please note contractors must be aware of Newark and Sherwood Homes Ltd.’ Whistleblowing Policy which is available upon request.

1.5
Acceptance of the Quotation
Where examination of a quotation reveals errors or discrepancies which would affect the successful offer, the bidder shall be given details of such errors and discrepancies and afforded an opportunity of confirming the quotation.
Newark and Sherwood Homes Ltd. may, at their discretion, disregard a quotation that contains significant errors and shall inform the Bidder of the reasons for doing so.

The Bidder is required to allow for, and include within their quotation
· All incidental costs relating to labour, travelling, vehicles, subsistence, equipment, attendance, and administration.
· All costs associated with satisfying all the requirements within the Preliminaries & Preambles.
· All costs relating to the management of the Works.
· All costs relating to disposal of materials and making good all work and finishes disturbed to match existing.
· All costs relating to observance of their Health & Safety method statements/ risk assessments etc.
The quotation submitted must be exclusive of VAT.
Newark and Sherwood Homes Ltd. does not bind itself to accept the lowest quotation, or any quotation (after the application of financial and non-financial evaluation criteria).
Evidence of insurance cover, including commencement / expiry dates and cover provided will be required. 
Newark and Sherwood Homes Ltd. may carry out appropriate financial, trade and health and safety vetting to ensure that the successful bidder is suitable to carry out the works.
If successful, the bidder must not outsource any part of the works/requirements without the prior consent of Newark and Sherwood Homes Ltd. 

Quotations must remain open for consideration (unless previously withdrawn) for not less than 26 weeks from the date of submission.

2.1
Scope of Work
Newark and Sherwood Homes Ltd. are seeking the services of a contractor to supply and install single indoor/outdoor split air conditioning system to ground and first floors of office building.

2.2
Project Particulars

Project Name
Farrar Close AC installation
Location
Newark and Sherwood Homes Ltd
Farrar Close

Brunel Drive

Newark

Nottinghamshire

NG24 2EG

Employer
Newark and Sherwood Homes Ltd
Castle House

Great North Road

Newark

Nottinghamshire

NG24 1BY
Phone: 0845 258 5550

Contract Administrator
Paul Smith
Newark and Sherwood Homes Ltd.
Farrar Close

Brunel Drive

Newark on Trent
Nottinghamshire
NG24 2EG
Phone: 01636 655585
Project Supervisor
Dennis Roxburgh
Newark and Sherwood Homes Ltd.
Farrar Close

Brunel Drive

Newark on Trent
Nottinghamshire
NG24 2EG
Phone: 0845 258 5550
CDM Principal Designer/Health and Safety Officer
Arron Stobbs
Newark and Sherwood Homes Ltd.
Farrar Close

Brunel Drive

Newark on Trent
Nottinghamshire
NG24 2EG
Phone: 0845 258 5550

The duration of works will NOT require the project to be notified to the Health and Safety Executive (HSE).

2.3
Contract Period 
The proposed contract period
Commencement 

to be agreed
Completion date 

31st March 2018
2.4
Rectification Period

The Contractor will be expected to return to rectify any defects resulting from the works for a period of one year following the date of completion.
The Contractor shall rectify snagging works within 10 working days of notification. The Contractor shall report completion of snagging works to the Contract Administrator by return of email. Our target is that 98% of all quality checks meet a satisfactory standard and that 98% of all snagging works are completed on time.
2.5 
Communication – team leader/key liaison

Clear lines of communication are essential and details of all staff which would be deployed to deliver the contract are required including a key liaison with overarching responsibility 
2.6
Performance Monitoring

Quotation submissions must allow for attendance at a pre contract meeting at the Employer’s premises and where the nature and length of work dictates, regular review meetings and ongoing performance monitoring.
No work shall commence on site until a Permit to Work has been issued by Newark and Sherwood Homes Ltd. for the project (see Health and Safety Section 2.15).
The Contractor should prepare a programme prior to commencement of the work and submit it to Newark and Sherwood Homes Ltd. for approval. 
The Contractor shall not make any amendments to the agreed programme of works without the prior agreement of the Contract Administrator whose agreement shall not be unreasonably be withheld.

There may be occasions when the Contract Administrator will request that the order of certain works is altered to accommodate varying changing individual conditions. The Contractor will be expected, within reason, to accommodate changes to the priority of the works.

2.7
Reports

The Contractor will provide the following reports in connection with the works:

Warranties and Guarantees

The Contractor shall provide the Contract Administrator with copies of all warranties in connection with any installed equipment. 
Building Regulations Compliance Certificate

The Contractor shall provide the Contract Administrator with the original copy of the Building Regulations Completion Certificate issued by the Local Authority Building Control Officer, Appointed Approved Inspection or Authorised Self-Certification Body.
Site Meetings
The Contractor shall attend a weekly site meeting together with the Contract Administrator and the Project Supervisor as and when required.
2.8
Maintenance of Records
The Contractor shall maintain all records in relation to the Contract for a period of twelve years after the expiry of the Contract. The Contractor will allow access to such records at the request of the Contract Administrator and all correspondence, accounts, vouchers and invoices with proof of payment thereof will be made available for inspection in respect of any item priced in the Works, together with all test certificates and guarantees relating to the works etc

2.9
Prevention of Corruption and Collusion
Newark and Sherwood Homes Ltd. may terminate this contract immediately and recover all its loss if the successful Bidder, its employees or anyone acting on the Bidder’s behalf do any of the following things: 

a) Offer, give or agree to give to anyone any inducement or reward in respect of this or any other Newark and Sherwood Homes Ltd. contract (even if the Contractor does not know what has been done), or 
b) Commit an offence under the Prevention of Corruption Acts 1889 to 1916 or Section 117(2) of the Local Government Act 1972, or 

c) Commit any fraud in connection with this or any other Newark and Sherwood Homes Ltd. contract whether alone or in conjunction with Newark and Sherwood Homes Ltd. Board, contractors or employees.
Any clause limiting the Bidder’s liability shall not apply to this clause. 

2.10
Form of Contract

Written quotation and official works order.
Allow for the obligations, liabilities and services described therein against the following headings:

2.11
Site Survey/Works 

It is strongly recommended that the Contractor shall visit the site address to carry out a site survey prior to submission of quotation. No further expenditure will be entertained after quotation/tender closes. 
All works and ancillary operations in connection with this Contract will be carried out as far as possible between the hours of 8.00am and 6.00pm on Mondays to Fridays (Normal Working Hours) Saturdays, Sundays or Bank Holidays by agreement with Contract Administrator and Tenants.
Any alteration to these hours and / or days of working must have the prior written approval of the Contract Administrator. No additional payment will be made in respect of the cost of any overtime so incurred unless specifically requested by the Contract Administrator.
2.12
Orders and Payments

The Contractor will be issued with an Order for the work by Newark and Sherwood Homes Ltd. to the value of the agreed contract sum. This order will be emailed to the Contractor.
Payment will be made within 30 days unless the amount invoiced is in question. If this is the case, notice will be provided by Newark and Sherwood Homes Ltd. via email within 5 days of receipt of the invoice, and a suitable method of remedy will then be agreed between the parties. Newark and Sherwood Homes Ltd. will still endeavour to pay any outstanding amounts agreed within 30 days.
Please note Newark and Sherwood Homes Ltd. publishes detail of all payments made for £500 or more on its website in compliance with Central Government requirements on procurement transparency.
Invoices shall be addressed to:

Newark and Sherwood Homes Ltd
Farrar Close

Brunel Drive

Newark

Nottinghamshire

NG24 2EG

Invoices must marked for the attention of Paul Smith and submitted to: 
1. Newark and Sherwood Homes Ltd. central billings address accountspayable@nshomes.co.uk
2. The Project Supervisor Paul Smith at paul.smith2@nshomes.co.uk
2.13
Security of the Works and Property
Contractor’s employees and representatives shall not smoke, use personal radios or use any coarse or offensive language at any time when they are within the building or other area within the immediate vicinity of any property owned by Newark and Sherwood Homes Ltd.
The Contractor shall:

· Cover all floors etc. together with any fittings, equipment, furniture etc. as necessary whilst the works are being carried out, move and return to its original position any loose furniture, fittings or equipment that may be necessary to carry out the works satisfactorily. The Contractor will be held responsible for damage to the existing structure, any finishes, etc., arising from the lack of or inadequacy of protection afforded, or from any other cause, and shall make good any such damage or defects at his own expense.
· Clean all areas at the end of each working day to leave property clean and habitable. 

· Allow for all necessary notices warning the public of the danger of the building works and include for protection of the public at all times from hazards associated with carrying out the works.
· Take all necessary precautions to prevent damage to any of the adjoining areas.  Any damage caused shall be made good.

· Allow for protecting, temporary supporting and maintaining any services encountered during the works.

· Allow for all temporary dustsheets, covers, tarpaulins, etc., required and for taking all necessary precautions to prevent dust, rubbish, etc., contaminating areas adjacent to the working areas.  On completion the Contractor is to leave clean all areas in which he has been working.

· Allow for the provision of an adequate labour force, vehicles and plant and other things of every kind necessary to complete the works within the period stated.
· The Contractor is to note the limited amount of working space for carrying out all works. The Contractor is deemed to have allowed for this limitation and the possible extra handling of materials and plant in his rates.
· The site is not to be used for any purpose other than the execution of the Works.

· The Contractor is to note that the properties being worked upon and those neighbouring it will remain in occupation for the duration of the contract period. The Contractor is to allow for taking every precaution to ensure the safety and protection of the public at all times during the contract period.
· The Contractor will be held responsible for damage to such existing structure, finishes, etc., arising from the lack of or inadequacy of protection afforded, or from any other cause, and shall make good any such damage or defects at his own expense.
Free of charge parking at the Site will be arranged upon agreement of start date and for duration of works. 
2.14
Insurance

The Contractor shall possess a minimum of £5,000,000 (five million pounds) Public Liability Insurance and £5,000,000 (five million pounds) Employer’s Liability Insurance at the beginning and for the duration of the contract term.  Proof of insurance must be forwarded to the Contract Administrator at award of contract and thereafter at renewal.  Failure to produce evidence of such insurance may result in the contract being re-awarded at no cost to the Employer.
2.15
Health and Safety 

The Contractor’s attention is drawn to the Pre-Contract Information Pack provided as an appendix. This information in no way replaces or reduces any or all of the Contractor’s statutory obligations.

The Contractor shall prepare risk assessments and method statements to the level required in the instructions at part 9 of the pre-construction information. The Contract Administrator shall not issue a Permit to Work or enter into a formal contract until a health and safety plan / method statement (as appropriate) has been sufficiently developed by the Contractor to allow work to commence on site.  A satisfactory method statement and risk assessment specific to each subsequent element of work is required before that element of work can proceed.

Newark and Sherwood Homes Ltd. are under no obligation to accept the method of work proposed by the Contractor.  If the successful Contractor’s method of work is not accepted, the Contractor shall be afforded the opportunity to amend their method statement at no extra cost to the Employer.

The Contractor should allow for provision of toilet and welfare facilities to satisfy his duties under the CDM Regulations 2015. However, the site being worked on is a fully functioning office with welfare facilities, which can be assessed prior to submission of quotation. It is highly recommended that a site survey is completed before submission of the quotation/tender. 

The contractor will be expected to provide details of his welfare provision in his Construction Phase Plan ahead of commencement of the works.
2.16
Equality, Diversity & Inclusion 

The bidder shall:

Not unlawfully discriminate within the meaning of any law, enactment, order, regulation, or other similar instrument relating to discrimination in employment (whether in relation to race, gender, religion, disability, age,  sexual orientation or otherwise).

Comply with its obligations under all relevant legislation and in particular the Disability Discrimination Act 1995, the Sex Discrimination Act 1975, the Race Relations Act 1976, the Race Relations (Amendment) Act 2000, the Employment Equality (Sexual Orientation) Regulations 2003 and the Employment Equality (Religion or Belief) Regulations 2003

Have proper regard to the codes of practice prepared and issued from time to time by the National Disability Council, the Disability Rights Commission, the Equal Opportunities Commission, the Commission for Racial Equality or the Secretary of State.

Have an internal equality, diversity and inclusion policy and procedures which adequately safeguards compliance with the clauses above and complies fully with Newark and Sherwood Homes Ltd. current equality, diversity and inclusion policy and procedures (available on Newark and Sherwood Homes Ltd.’ website – www.nshomes.co.uk).
Work to their internal equality, diversity and inclusion policy and procedures, and ensure that they do not conflict with those published by Newark and Sherwood Homes Ltd., and bring any potential conflict to the attention of the Newark and Sherwood Homes Ltd..

Ensure that the individual requirements of Newark and Sherwood Homes Ltd.' tenants, residents and leaseholders are taken into consideration during the performance of work relevant to this contract, and that reasonable adjustments to the method of work are made to satisfy any such requirements.
Undertake to take prompt and appropriate action to resolve any complaint relating to equality, diversity and inclusion issues, regardless of the source of the complaint.

Take all reasonable steps to secure the observance of clause 2.12 above by all servants, employees or agents of the Bidder and all suppliers and sub-contractors employed in the execution of this contract.
2.17
Freedom of information Act 

Newark and Sherwood Homes Ltd. is a public authority under the Freedom of Information Act 2000 (the Act).  As part of its duties under the Act the Company may disclose information to a person making a request unless the information is covered by an exemption under the Act. Even if an exemption applies the Company is required to determine whether the public interest is maintained by non disclosure. Information forming part of this Contract may be the subject of a disclosure request provided it is not within an exemption including prejudicial to commercial interests. The parties to this Contract consent to comply with the disclosure requirements and respond within the timescales requested by Newark and Sherwood Homes Ltd. in accordance with the Act and all relevant regulations. The final decision as to whether information will be disclosed will rest with Newark and Sherwood Homes Ltd.. The Contractor agrees to indemnify the Company in respect of any and all liability pursuant to either delay, failure or refusal to disclose information such indemnity to include any partial failure or refusal.

2.18
The Data Protection Act 1998 
The bidder must comply with all relevant British and EU Legislation including the Data Protection Act 1998. 
The Act gives individuals certain rights, and imposes obligations on those who record and use personal information to be open about how information is used and to ensure that personal data is:

· Processed fairly and lawfully 
· Obtained for specified and lawful purposes 
· Adequate, relevant and not excessive 
· Accurate and, where necessary, kept up-to-date 
· Not kept for longer than necessary 
· Processed in accordance with the subject's rights 
· Kept secure 
· Not transferred without adequate protection 
The information you submit will be used for the purpose of assessing your response to this request to quote. If successful, it will also be used by Newark and Sherwood Homes Ltd. for the purposes of establishing the contract with the successful bidder.
Access may be required by Newark and Sherwood Homes Ltd. Limited to relevant documentation and records held by the successful bidder or on their behalf, for monitoring and auditing purposes if relevant.
2.19
Business Continuity
The successful contractor must have a business continuity plan in place for their company, which must be available to the contract administrator for viewing and validation.
2.20
Construction Skills Certification Scheme (CSCS)
Newark and Sherwood Homes Ltd. is committed to improving safety performance and standards in the construction industry. Newark and Sherwood Homes Ltd. requires that a competent and qualified workforce is employed on all of the Contractors projects.

The Contractor shall therefore comply with these requirements forthwith and shall demonstrate such compliance by providing evidence as is reasonably required by Newark and Sherwood Homes Ltd. in advance of his working on site. 

In any event the Contractor, his subcontractor and/or his operatives shall produce a current and appropriate CSCS Card or recognised affiliated equivalent as detailed in the N.F.C Health and Safety Charter prior to commencing any work on site. Failure to provide certified CSCS (or equivalent) labour will render such labour inadmissible to site and the Contractor shall provide alternative certified labour to comply with those obligations. Where there no CSCS card (or equivalent) is held, proof of competence and working towards the relevant cards will be required. 
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