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NAME OF AIRPORT: Cornwall Airport Limited
TENDER FOR: Cornwall Airport Newquay, Airport Advertising Concession
TENDER RETURN DATE & TIME (DEADLINE): 11 December 2015
1.  INTRODUCTION AND BACKGROUND
1.1	Contents of the ITT
This invitation to tender (ITT) comprises:
· Tender completion requirements, evaluation model and schedules
· Draft Agreement

1.2	Introduction to the Airport
Cornwall Airport Newquay (the Airport) is owned by Cornwall Council and is operated by a wholly owned company, Cornwall Airport Limited (CAL).  The Airport is looking to let a concession contract for the management of the commercial advertising within its premises, with the aim to enhance revenue while maintaining the integrity of the design of the terminal and buildings.  
The Airport is the gateway to Cornwall.  Passenger numbers have risen in recent years and this trend is fully expected to continue.  The Airport sees a mix of business and leisure passengers, with a marked seasonality towards the summer inbound leisure market.  The principle airlines, routes and passenger numbers are scheduled in Schedule 1. 

1.3 	Scope of the Project
The commercial advertising revenues are currently managed by the in-house Marketing team, which have operated this function since mid-2013 when a previous third party concessionaire agreement expired.
With forecast increases in passenger numbers, the Airport is now seeking tenders from potential concessionaires for the exclusive right to sell advertising at the Airport.

1.4 Agreement term
The Airport proposes to enter into one Agreement (in the form of the draft Agreement at Appendix 2) for a period of three years, with the ability to extend for a further two years.  The Agreement is also referred to as the Contract throughout this document.
The anticipated commencement date of the Agreement is 1 January 2016.

1.5 Purpose and scope of this ITT
This ITT:
· Asks Tenderers to submit their tenders in accordance with the instructions set out in the remainder of this ITT.
· Sets out the overall timetable and process for the procurement to tenderers.
· Provides Tenderers with sufficient information to enable them to submit a compliant Tender.
· Sets out the Award Criteria and the Tender Evaluation Model that will be used to evaluate the Tenders.
· Explains the administrative arrangements for the receipt of Tenders.


1.6 Clarifications about the Services or ITT

Any clarifications relating to this ITT must be e-mailed to:
kmarshall@newquaycornwallairport.com

The Airport will respond to all reasonable clarifications as soon as possible through issuing a document listing Tenderers’ questions and the Airport’s response to them, which will be e-mailed to all Tenderers.  If a Tenderer wishes the Airport to treat a clarification as confidential and not issue the response to all tenderers, it must state this when submitting the clarification.  If, in the opinion of the Airport, the clarification is not confidential, the Airport will inform the Tenderer and it will have an opportunity to withdraw it.  If the clarification is not withdrawn, the response will be issued to all Tenderers.

The deadline for receipt of clarifications relating to the services or this ITT is set out in the Timetable.

Any enquiries or requests for clarification of any matters arising from this ITT should be sought from Keith Marshall, Finance Director at the Airport, and must be made in writing by post or e-mail as follows:

Contact name: Keith Marshall

Address: Cornwall Airport Newquay, St Mawgan House, St Mawgan, Newquay, Cornwall TR8 4RQ.

E-mail: kmarshall@newquaycornwallairport.com

Tenderers are advised not to rely on communications from the Airport in respect of Services or ITT unless they are made in accordance with these instructions.  


1.7	Clarifications about the contents of the Tenders
The Airport reserves the right (but shall not be obliged) to seek clarification of any aspect of the Tenderer’s Tender during the evaluation phase where necessary for the purposes of carrying out a fair evaluation.  Tenderers are asked to respond to such requests promptly.  Vague or ambiguous answers are likely to score poorly.

2. TENDER TIMETABLE
2.1	Key Dates
The procurement will follow a clear, structured and transparent process to ensure a fair and level playing field is maintained at all times, and that all Tenderers are treated equally.
The key dates for this procurement (Timetable) are currently anticipated to be as follows: 
	Event
	Date

	Publish ITT
	2 November 2015


	Issue ITT
	Issued on request after 2 November 2015

	Deadline for notification of attendance at Open Day

	16 November 2015

	Open Day

	18 November 2015

	Deadline for receipt of clarifications

	20 November 2015

	Target date for responses to clarifications

	27 November 2015

	Deadline for receipt of Tenders

	11 December 2015

	Evaluation of Tenders

	14 December 2015 to 17 December 2015

	Notification of contract award decision

	18 December 2015

	Confirm contract award

	30 December 2015

	Agreement start

	1 January 2016



Any changes to the procurement Timetable shall be notified to all Tenderers as soon as practicable.

2.2	Tenderers’ Open Day
An open day for Tenderers will be held as detailed in the Timetable.  Please confirm who will be representing your organisation (name and status) by the above date in order for the Airport to make necessary arrangements.
The open day will comprise a tour of the terminal highlighting where current advertising takes place and to review other opportunities.  Meeting times will be provided once the number of company representatives is known.  Representatives should bring a picture driving licence or a current passport to enable access to restricted area.  No access will be given without one of these documents.

2.3	Deadline for receipt of Tenders
Responses to this ITT must arrive at the address and in the manner prescribed under paragraph 3.1 no later than the Deadline.

2.4 References
Tenderers are requested to supply two relevant references from bodies /organisations to which a similar service is provided.  References may be used to verify the proposals put forward in the Tender.
The Airport reserves the right to seek references from any of the Tenderer’s customers, whether or not the Tenderer has listed such customers as referees.

2.5	Contract award
The Airport may award the Contract on the basis of a Tender submitted in accordance with the instructions below.
Contract award is subject to the formal approval process of the Airport.  Until all necessary approvals are obtained, no Contracts will be entered into.
Once the Airport has reached a decision in respect of a contract award, it will notify all bidders of that decision and provide for a standstill period before entering into any Agreement. 
2.6	Debrief
The contract award notification will be sent to each Tenderer.  The Airport will inform all unsuccessful Tenderers of the identity and score of the successful Tender as compared with the score of the addressee’s Tender. 

3.	TENDER COMPLETION INFORMATION
3.1	Formalities
The envelope, packing or postmark must be sealed and must not indicate the identity of the Tenderer.  Tenders with external identification may not be opened or considered.  It must be clearly labelled “Cornwall Airport Newquay Advertising Concession Tender”.  It must be addressed to:
Keith Marshall
Finance Director
Cornwall Airport Newquay
St Mawgan House
St Mawgan
Newquay
Cornwall
TR8 4RQ

Please number every page sequentially in the main body of your response as “Page [x] of [xx]” and include the date and title of your document on each page of the main body.  Any additional pre-existing material which is necessary to support your Tender should be included as schedules with cross-references to this material in the main body of your Tender.  Cross-references to this ITT should also be included in your Tender wherever you consider it to be relevant.
The following requirements must be adhered to when submitting Tenders:
· The Tender must be in English and drafted in accordance with the drafting guidance set out in the ITT.
· 2 paper copies to be provided (1 unbound) plus 1 electronic version on CD or USB stick.
· Each Tender must be uniquely named or referenced.
· Each page must be double sided.
· The Tender must be fully cross-referenced.
· A list of supporting material must be supplied.
· Pages must be A4 in size, or where necessary, A3 folded in half.
· Tenderers should use Arial font, size 11.
· Must not be returned by email or fax.

The Tender must be clear, concise and complete.  The Airport reserves the right to mark a Tenderer down or exclude them from the procurement if it contains any ambiguities or lacks clarity.  Tenderers should submit only such information as is necessary to respond effectively to this ITT.  Unless specifically requested, extraneous presentation materials are neither necessary nor desired.  Tenders will be evaluated on the basis of information submitted by the Deadline.

Where the Tenderer is a company, the Tender must be signed by a duly authorised representative of that company.  Where the Tenderer is a consortium, the Tender must be signed by the lead authorised representative of the consortium, which organisation shall be responsible for the performance of the Agreement.  In the case of a partnership, all partners should sign, or alternatively, one only may sign on behalf of the other partner(s).  The name of all partners should be given in full together with the trading name of the partnership.  In the case of a sole trader, he should sign and give his name in full together with the name under which he is trading.



3.2	Covering letter

Each Tenderer must also provide a covering letter and overall executive summary of its Tender.  Each Tenderer must include in its covering letter: 
· An outline of the way in which the Airport’s requirements are to be met by its proposal.
· A summary of all the services offered by the Tenderer in response to the ITT.
· An overview of the Tenderer’s proposal in relation to pricing.
· Confirmation that the Tenders will remain open for a period of 120 days. 
If changes subsequently occur in relation to the statements set out in the covering letter, the applicable Tenderer must promptly notify the Airport of them.  The Airport reserves the right to disqualify any Tenderer that fails to duly notify the Airport.  Any changes in the eligibility of a Tenderer must be notified immediately to the Airport in writing and may result in that Tenderer being disqualified from any further participation in the procurement process.

3.3	Submission of Tenders
Each Tenderer:
Must submit one Tender.
May submit innovative tenders, subject to the conditions set out below.
The Tender must meet the Airport's minimum requirements, operate as a stand-alone bid and not be dependent on any other bid or any other factors external to the Tender itself. That is, each Tender must be capable of being accepted by the Airport in its own right.
An innovative Tender is where a Tenderer produces an innovative solution to the Airport’s requirements which contains some benefit to the Airport but which falls outside the Tender Documents. The benefit to the Airport could be in terms of financial savings or efficiency improvements etc. Innovative Tenders may be submitted at the same time as the Tender. However the submission of an innovative Tender will not be considered if the Tenderer fails to submit a compliant Tender in the prescribed format. The innovative Tender must be a completely separate Tender, enclosed in a separate envelope to the compliant Tender. The Documents and envelope must clearly be marked “Innovative Tender.” The Airport reserves the right to exclude the innovative Tender if it fails to provide adequate service provision in the opinion of the Airport.
3.4	Agreement terms
The draft Agreement that the Airport proposes to use is attached at Schedule 2. By submitting a Tender, Tenderers are agreeing to be bound by the terms of this ITT and the Agreement without further negotiation or amendment subject to completion, by agreement between the Parties, of Schedule 2 to the Agreement.
If the terms of the Agreement render the proposals in the Tenderer's Tender unworkable, the Tenderer should submit a clarification in accordance with paragraph1.6 and the Airport will consider whether any amendment to the Agreement is required. Any amendments shall be published through the Clarifications Log and shall apply to all Tenderers. Where both the amendment and the original drafting are acceptable and workable to the Airport, the Airport shall publish the amendment as an alternative to the original drafting. Tenderers should indicate if they prefer the amendment; otherwise the original drafting shall apply. Any amendments which are proposed, but not approved by the Airport through this process, will not be acceptable and may be construed as a rejection of the terms leading to the disqualification of the Tender.

3.5	Documents forming the entire agreement between the parties
The following documents shall form the agreement between the Airport and the Service Provider(s):
Agreement and its Schedules.
Schedules (such as site plans, relevant policies and so on).
A Financial Offer (as completed by the successful Tenderer).
Responses to the questions (as completed by the successful Tenderer).
A list of commercially sensitive information (as completed by the successful Tenderer).
The successful Tenderer’s Tender submission and information contained within it.

3.6	Warnings and disclaimers
While the information contained in this ITT is believed to be correct at the time of issue, neither the Airport, its advisors, nor any other awarding authorities will accept any liability for its accuracy, adequacy or completeness, nor will any express or implied warranty be given. This exclusion extends to liability in relation to any statement, opinion or conclusion contained in or any omission from, this ITT (including its appendices) and in respect of any other written or oral communication transmitted (or otherwise made available) to any Tenderer. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Airport.
If a Tenderer proposes to enter into an Agreement with the Airport, it must rely on its own enquiries and on the terms and conditions set out in the Agreement (as and when finally executed), subject to the limitations and restrictions specified in it.
Neither the issue of this ITT, nor any of the information presented in it, should be regarded as a commitment or representation on the part of the Airport (or any other person) to enter into a contractual arrangement.

3.7	Confidentiality and Freedom of Information
This ITT is made available on condition that its contents (including the fact that the Tenderer has received this ITT) are kept confidential by the Tenderer and is not copied, reproduced, distributed or passed to any other person at any time, except for the purpose of enabling the Tenderer to submit a Tender.
As a public body, the Airport is subject to the provisions of the Freedom of Information Act 2000 in respect of information it holds (including third-party information). Any member of the public or other interested party may make a request for information.
The Airport shall treat all Tenderers' responses as confidential during the procurement process. Requests for information received following the procurement process shall be considered on a case-by-case basis, applying the principles of the FOIA.
While the Airport aims to consult with third-party providers of information before it is disclosed, it cannot guarantee that this will be done. Therefore, Tenderers are responsible for ensuring that any confidential or commercially sensitive information has been clearly identified to the Airport in the template provided at Schedule 3.
Tenderers should be aware that, in compliance with its transparency obligations, the Airport may be required to publish details of its contract(s), including the contract values and the identities of its suppliers. 

3.8	Publicity
No publicity regarding the Services or the award of any Agreement will be permitted unless and until the Airport has given express written consent to the relevant communication. For example, no statements may be made to the media regarding the nature of any Tender, its contents or any proposals relating to it without the prior written consent of the Airport.

3.9	Tenderer conduct and conflicts of interest
Any attempt by Tenderers or their advisors to influence the contract award process in any way may result in the Tenderer being disqualified. Specifically, Tenderers shall not directly or indirectly at any time:
Devise or amend the content of their Tender in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance.
Enter into any agreement or arrangement with any other person as to the form or content of any other Tender, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other Tender.
Enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a Tender.
Canvass the Airport or any employees or agents of the Airport in relation to this procurement.
Attempt to obtain information from any of the employees or agents of the Airport or their advisors concerning another Tenderer or Tender.
Tenderers are responsible for ensuring that no conflicts of interest exist between the Tenderer and its advisers, and the Airport and its advisors. Any Tenderer who fails to comply with this requirement may be disqualified from the procurement at the discretion of the Airport.
3.10	Airport's rights
The Airport reserves the right to:
Waive or change the requirements of this ITT from time to time without prior (or any) notice being given by the Airport.
Seek clarification or documents in respect of a Tenderer's submission.
Disqualify any Tenderer that does not submit a compliant Tender in accordance with the instructions in this ITT.
Disqualify any Tenderer that is guilty of serious misrepresentation in relation to its Tender, or the tender process.
Withdraw this ITT at any time, or to re-invite Tenders on the same or any alternative basis.
Choose not to award any contract as a result of the current procurement process.
Make whatever changes it sees fit to the Timetable, structure or content of the procurement process, depending on approvals processes or for any other reason.

3.11	Bid costs
The Airport will not be liable for any bid costs, expenditure, work or effort incurred by a Tenderer in proceeding with or participating in this procurement, including if the procurement process is terminated or amended by the Airport.
4. TENDER EVALUATION MODEL
4.1	Award Criteria and Evaluation Criteria
Any contract awarded as a result of this procurement will be awarded on the basis of the offer that is the most economically advantageous to the Airport.  The Award Criteria are:


· 30% Operating Plan
The Tenderer should submit a strategic operating plan describing how Advertising revenues will be maximised, including market strategy and target markets.


· 20% Accountability and Monitoring
Detail of how the Tenderer will supply information to the Airport in respect of the Contract, and establish any relevant Key Performance Indicators.

· 50% Financial Offer
[bookmark: _GoBack]The Tenderer’s financial plan to maximise revenues for the Airport.  The Tender must include:
· Concession Fee: The Tenderer must submit the proposed percentage of gross income payable to the Airport as a concession fee.
· Minimum Annual Guarantee (MAG): The Tenderer must submit the proposed minimum annual guarantee payment to the Airport.  

Scores are arrived at following the application of the Evaluation Criteria set out below to the Tenderer’s Tender.
Tenderers are required to submit a Tender strictly in accordance with the requirements set out in this ITT, to ensure the Airport has the correct information to make the evaluation. Evasive, unclear or hedged Tenders may be discounted in evaluation and may, at the Airport's discretion, be taken as a rejection by the Tenderer of the terms set out in this ITT.
The Tender Evaluation Model showing the Evaluation Criteria and the maximum scores attributable to them is set out below. 
	Evaluation criteria: 
	Weighting Multiplier
	Percentage %

	Operating Plan
	6
	  30%  

	Accountability and Monitoring
	4
	  20%

	Financial Offer
	N/A
	50%




4.2	Innovative Tenders
Innovative tenders submitted by Tenderers will be evaluated against the same evaluation criteria and will use the same evaluation methodology.

4.3	Evaluation process
The evaluation will be scored in accordance with the table below.
Scoring matrix for the quality evaluation
	0
	Completely fails to meet required standard or does not provide a proposal.

	1
	Proposal significantly fails to meet the standards required, contains significant shortcomings or is inconsistent with other proposals.

	2
	Proposal falls short of achieving expected standard in a number of identifiable respects.

	3
	Proposal meets the required standard in most material respects, but is lacking or inconsistent in others.

	4
	Proposal meets the required standard in all material respects.

	5
	Proposal meets the required standard in all material respects and exceeds some or all of the major requirements.



Financial Offer evaluation
In respect of the financial offer, bid prices will be scored on a comparative basis with the highest Financial Offer receiving 100%, totalling 50% of the overall percentage score, following weighting adjustment. All other bids will be compared and scored against that highest Financial Offer. 





5. [bookmark: a940408][bookmark: _Toc298314539]Assessment questions for completion by Tenderers
All questions must be answered ensuring that the numbering and order remains the same. Please do not respond by answering “Not Applicable”. Answers should be as clear and concise as possible. Please ensure the question appears above each answer. All proposals contained within the Tender must be capable of delivery and the Tenderer must have commitment from within the Tenderer’s organisation.
Where a section of a Tender is duplicated between different sections or answers, Tenderers must not cross-reference and the answer should be repeated.
Please complete the following table and answers.
	Information required
	Response

	Registered name of the company with which it is proposed that the Airport enters a contractual relationship in relation to the Services
	

	Registered company address
	

	Registered number
	

	Contact name for enquiries related to your Tender
	

	Company position of contact
	

	Email address of contact
	

	Landline telephone number of contact
	

	Mobile number of contact
	



5.1	Provide official documentation demonstrating that you have at least £5m GBP or the  equivalent thereof Employers Liability Insurance OR provide evidence that the required insurance will be in place for the beginning of the contract set up period.
5.2	Provide official documentation demonstrating that you have at least £5m GBP or the equivalent thereof Public Liability Insurance for contracts OR provide evidence that the required insurance will be in place for the beginning of the contract set up period. 
5.3	Outline the background and history of the company.
5.4	Give details on the background and experience of the key individuals who would be involved with the Agreement and supply of Service.
5.5	Provide information to demonstrate your level of experience to supply the Service. 
5.6 	The successful Tenderer may be requested to provide financial information to give confidence that the Tenderer is financially stable and likely to be able to maintain its liquidity over the course of the contract.
5.7	Provide an Operating Plan which addresses how the business will develop the Service through the Agreement period, including target markets, marketing strategy, identification of growth opportunities and approach to optimisation of advertising space.
5.8	Outline of your pricing strategy for advertising space, how it will be benchmarked and give comfort to the Airport that advertising opportunities and targets can be realistically achieved.
5.9	Explain how you will work with the Airport to provide opportunities for both the Airport and its airline partners for advertising of routes and services. 
5.10	Outline the Financial Offer to the Airport, providing details of proposed concession fee anticipated over the Agreement period, calculated as a percentage of the Tenderer’s gross revenue and the proposed Minimum Annual Guarantees (MAG) over the Agreement period.
5.11	Make suggestion of any future developments that could be introduced to enhance advertising opportunities and revenues at the Airport.
5.12	Outline how you would see an approval process for adverts at the Airport working and how you would give consideration to the sensitivity of adverts in line with the public ownership of the Airport by Cornwall Council and the maintaining of the existing Cornwall Airport Newquay brand. 
5.13	Give details as to how you would work with the Airport on those advertising spaces which are already under existing contracts to third parties.  
5.14	How do you propose to provide progress reports to the Airport on your business?  In what format and how frequently?
5.15	Suggest realistic Key Performance Indicators by which the Agreement can be measured.

Schedule 1:  Airport Airlines, Routes and Passenger Data
Currently the following airlines use the Airport:
· Flybe						
· Ryanair
· Aer Lingus Regional
· Eurowings
· SkyBus
The major routes operated include:
	Year round

	Seasonal


	· London Gatwick 
· Manchester
· Isles of Scilly

	· London Stansted
· Dublin
· Birmingham
· Dusseldorf
· Alicante
· Frankfurt - Hahn
· Edinburgh
· Belfast
· Newcastle




Passenger numbers
The following tables give historic passenger numbers, along with projections for the forthcoming 3 years.  Projections are forecast only and the Airport is not responsible in the event that these forecasts are not attained. 
	Financial Year 31 March
	Passenger Numbers

	2013 (actual)
	173,040

	2014 (actual)
	197,826

	2015 (actual)
	217,973

	2016 (forecast)
	245,000

	2017 (projected)
	325,000

	2018 (projected)
	340,000





Schedule 2: Draft Agreement
[bookmark: _Toc298314548]

Schedule 3: Commercially Sensitive Information.
I declare that I wish the following information to be designated as Commercially Sensitive and to be appended to the Agreement at Schedule 3.
	 
 
 
 


The reason(s) it is considered that this information should be exempt under Freedom of Information Act 2000 is:
	 
 
 


The period of time for which it is considered this information should be exempt is [until award of contract OR during the period of the contract OR for a period of [NUMBER] years until [MONTH], [YEAR]].
	 
 
 


 
	SIGNATURE:
	_________________________________________

	NAME (PRINT):
	_________________________________________

	POSITION:
	_________________________________________

	COMPANY:
	_________________________________________

	DATE:
	_________________________________________
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