OFFICIAL-SENSITIVE

[image: image1.jpg]South
Cambridgeshire
District Council






Part B

Bidder’s Response – Tender Document

Bidders are asked to make the response to South Cambridgeshire District Council’s requirements by completing the following Sections (4 to 6) and returning it by:
 (11 March 2016) no later than (13:00 Hours).
Bidders should cross reference any other documents submitted with the Tender to the applicable section in this Tender Document so that it is easy for the evaluation team to identify the Bidder’s full response to each requirement.





General Instructions
The Bidder shall be deemed to have carefully read and examined all the Contract Documents before submitting his Tender.

The Bidder must acquaint and satisfy himself with all conditions likely to affect the execution of any of the Services.


The Bidder shall complete the Form of Tender in respect of this contract.

Method Statements shall be submitted as part of the Tender process within the questionnaire in Section 6 below and shall set out full details of the Bidder's proposals, in compliance with the Contract.  Bidders shall note that generic method statements and those of a general nature which refer to information within company profiles, brochures or other promotional and/or marketing literature will not be acceptable.        


SCDC will not be liable for any expenses incurred by the Bidder in the preparation of its Tender.

The Tender shall be submitted strictly in accordance with the Tender Documents, that is without qualifications. Failure to comply with this requirement, may at the option of SCDC, invalidate the Tender.


Documents to be submitted for Tender:

Section 4

Form of Tender

Section 5

Questionnaire – Response to contract documents
Section 6

Return Envelope Cover

 

Section 4
SOUTH CAMBRIDGESHIRE DISTRICT COUNCIL – FORM OF TENDER


To:

The Reception Desk, 

South Cambridgeshire District Council, 

South Cambridgeshire Hall,

Cambourne Business Park, 

Cambourne, 

Cambridge, 

CB23 6EA.



TENDER FOR:
Sports Coordinator (for Development Projects in South Cambridgeshire)
I / We the undersigned, having examined the specifications are willing to execute the whole of the work required for the 1 year costs of:

Grand Total               £ 




(Costs are for the Coordinator Role. This figure will be multiplied by 3 and used to calculate the percentage of the total marks worth 30%)
Name of Bidder    



Signature           



Date                



Address of Bidder 





Telephone No. 



I / We understand that:

(a) This Tender shall be returned in the envelope provided so as to reach this office not later than(19 February 2010) no later than (13:00 Hours).  
(b) There may be a further selection stage of this Tender involving a presentation and interview/meeting.

(c) The lowest or any Tender will not necessarily be accepted by South Cambridgeshire District Council, and no allowance or payment will be made for making any Tender.

(d) We have examined and agree to the Tender, have submitted only one bid and agree to the contract terms.

Section 5
Questionnaire - Response to Contract Documents

The following items match the award criteria specified in the table under paragraph 2.5.2.  Please provide a written statement and do not exceed 2,000 words for each response.  A clearly written/typed document that is attached is acceptable. Providing that you have indicated this beside the relevant question(s) and the attachments do not exceed 2,000 words each. Scores will be awarded on information provided to respond to these questions.  If information isn’t detailed or missing within the response then marks cannot be awarded. 

	Item
	Written statements are required 
	Marks
20% 
	Score 
0 to 5

	5.1
	Please write a method statement about your understanding of the brief and your proposals to undertake and complete the services required to meet the requirements of the ITT.

We are looking for you to demonstrate knowledge and understanding of the brief:

· Where necessary please link to relevant experience (reference sites) where you have undertaken the work before.
· Where you will be working in excess of an hour’s travelling time, confirm how you will ensure that you are able to respond in sufficient time (e.g. for emergency meetings) and arrangements for communications.
· In particular please detail how you will provide the following services and the degree/scope of the services that you will provide: 

1. The projects (1.9 in ITT):

Paddleboarding

Active and Healthy for Life (Exercise referral scheme)

Parklife

Run4Fun, Walk4Fun, Bike4Fun, Women Try Netball, Adult Try sessions and Older adult activities

Women’s Netball League

Disability Athletics

Disability Trampolining and You Can Bike Too

Children’s Holiday Camps
2. Proposals for the Co-ordinator Role (1.9.2 – 1.9.4 and 1.11 in ITT)

3. Quality Assurance (1.10 in ITT)

4. Insurance (1.16.2 in ITT)
	
	

	Bidders response
	
	
	


	Item
	Written statements are required 
	Marks
20% 
	Score 
0 to 5

	5.2
	Please detail your timetable and project management proposals.

We are looking for your ability to deliver the outputs in the specified time-scale and to an agreed work programme:

Timetable:

· Please identify key dates, start time/end time, duration and operational working times that meet the requirements of our Invitation to Tender Part A.
· Detailed charts, tables or programmes or project plans which are consistent with the project requirements and your method statement will score highly.

Project Management:

· Details of your Health and safety plan.
· How will you ensure that the projects remain on schedule with the timetable?

· How will record and notify any completion of objectives?

· Weekly meetings and progress updates.

· Dealing with customer complaints/response times/escalation procedures.

· Risk/Issues handling.

· Ensure costs remain within budget or avoiding cost escalation.

· The number of days allocated to the project for each of the named individuals.
· Any risks, issues and counter measures that you can already identify.

	
	

	Bidders response
	











	
	

	Item
	Written statements are required 
	Marks
15% 
	Score 
0 to 5

	5.3
	Please can you detail the structure of your company and how you will resource this project: 
The information we are looking for:
The names and roles of your proposed staff, their qualifications, experience and skills/certification relevant to this Tender.  (Please note that additional points will be awarded for the inclusion of C.V.s.)

The structure of your firm:

· The number of staff (or sub-contractor staff) you will use to support the delivery of the services.

· How will you select any sub-contractors (if necessary)?

· How will you supervise staff (and sub-contractors)?

· How will you guarantee performance from staff and any sub-contractors?
· How will you ensure that sub-contractors are fully aware of and observe any relevant contract provisions stated in the contract documents?
	
	

	Bidders Response
	
	
	


	5.4
	EXPERIENCE AND REFERENCES – Please make sure that you forward the information in 5.4.2 submission of your bid.
	15%  with 50% of the marks on quality/relevance of the references and 50% of the marks from the referee response.

	5.4.1


	Please describe your organisation’s experience in the last 3 years of providing contracted services relating to Sports Development Project Coordination Roles, similar to those being sought by the Council (in each case limiting your response to a maximum of 500 words): These will be scored on the relevance and how comparable they are to the brief.

	Name of Client(s)
	Description of services provided
	Contract dates          (From – To)
	Annual Value of Contract (£)

	
	
	
	


	5.4.2


	Please provide the names and contact details of three recent clients providing contracted services relating to Sports Coordination Roles, whom we can without further permission seek references.  References will be taken up at a subsequent stage.

SCDC Policy on Taking References

It is the responsibility of the Applicant to ensure that all referees are current and able and willing to provide references upon request.

REFEREE 1:  Name of organisation: 

Address: 

Telephone: 

Email: 

Name of person to contact: 

Brief description of services provided: 

REFEREE 2:  Name of organisation: 

Address: 

Telephone: 

Email: 

Name of person to contact: 

Brief description of product/ service/ works provided: 









	
	REFEREE 3:  Name of organisation: 

Address: 

Telephone: 

Email: 

Name of person to contact: 

Brief description of product/ service/ works provided: 




Section 6


Return Envelope Cover

Please affix this page to the envelope of your tender return


	The Reception Desk
South Cambridgeshire District Council

South Cambridgeshire Hall

Cambourne Business Park

Cambourne, Cambridge, 

CB23 6EA
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   TENDER DOCUMENTS


Sports Coordinator 

(for Development Projects in South Cambridgeshire)


To Be Received By No Later Than
Closing date for submission of Tenders to
South Cambridgeshire District Council, 


(11 March 2016) no later than (13:00 Hours)


Instructions for Staff: 
This envelope MUST NOT be opened,

please deliver it to Reception.
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