Order of Service “Call Off” FOR the provision of School Cleaning 

Project Title: 
Reference Number: 
School Cleaning Framework Agreement 
QUESTIONNAIRE 

1.1
GENERAL DETAILS 

	Trading Name: 
	[Enter text]

	Registered Name:
	[Enter text]

	Company or charity registration number
	[Enter text]

	Other registration number:
	[Enter text]


	Contact Details

	Name
	

	Address
	

	Post Code
	

	Country
	

	Phone
	

	Mobile
	

	Email 
	


1.2
PURPOSE

1. [Contracting Authority Name] wishes to Order Services from a contractor on the School Catering Framework Agreement [reference]. Applicants are requested to familiarize themselves with the call off process as detailed in Schedule 1 of the Framework Agreement.  
2. This document shall be used to obtain written quotations for the requirements specified where the evaluating factor shall be a composition of quality and price.
1.3
Order of Services (Call Off) TIMETABLE 

Set out below is the proposed procurement timetable.  This is intended as a guide and Medway Commercial Group reserves the right to amend it at any time.  Specifically, Medway Commercial Group reserves the right not to award the contract on the intended dates, or at all.

	Date 
	Activity

	
	Call off/Quotation (s) Issued 

	
	Site Visits

	
	 Clarifications Closing Date (2 days prior) to the closing date

	
	Closing Date (Minimum 5 working days after the Quotation Issue Date)

	
	Company Presentations

	
	Evaluation completed

	
	Successful / Unsuccessful letters issued and Contract Awarded

	
	Contract Start Date


1.4
Instructions 

1.4.1
General - Suppliers should read these instructions carefully before completing their tender response. It is the Suppliers responsibility to ensure that the Call Off questionnaire is fully completed, with the requisite supporting information. Failure to comply with these requirements may result in the rejection of their quotation. 
1.4.2
Return of Tenders – Supplier’s are required to complete and return their Tender via email to procurement@mcgsolutions.co.uk by the closing date above. No tender received after the time and date specified shall be considered.

1.4.3
Quotation Validity – Suppliers’ tenders shall remain open for acceptance for 120 days from the tender Return Date.
1.4.4
Amendments to the Call Off Questionnaire - At any time prior to the deadline for receipt, Medway Commercial Group may amend the call off document(s). Any such amendment will be notified to all prospective Suppliers and where considered necessary, Medway Commercial Group may extend (at its discretion) the Tender Return Date.
1.4.5
Modification & Withdrawal – Suppliers may modify or withdraw their quotation via email to procurement@mcgsolutions.co.uk at any time prior to the deadline for receipt.
1.4.6
Medway Commercial Group Right to Reject or Not to Award – Medway Commercial Group reserves the right to reject any tender or to abort the process at any time without incurring any liability to the affected Suppliers.
1.4.7
Supplier Queries – All enquiries in relation to this Call Off should be conducted via email to procurement@mcgsolutions.co.uk. Medway Commercial Group will endeavour to answer all requests as quickly as possible before the Clarification Closing Date.  

1.4.8
Confidentiality - All information supplied in connection with this document shall be regarded as confidential and by submitting a quotation, the Supplier agrees to be bound by the obligation to preserve the confidentiality of all such information. 
1.4.9
Freedom of Information – Medway Commercial Group is subject to the provisions of the Freedom of Information Act 2004 and may therefore be required to provide information when requested under the said Act. Suppliers should be aware of this obligation and must specify in their quotation response if there is any information they require to remain confidential. This will be honoured if authorised by the Act.  

1.5 
ASSESSMENT 

The award criteria for each call off will be based on:

· Presentation including providers meeting schools be-spoke specification etc. (10%)

· Price  (50%)

· Quality (40%)

	
	
	Overall Weighting

	Criteria
	Sub Criteria
	
	

	Quality
	Demonstrate how you will plan and implement the cleaning requirements in regards to the school cleaning specification based upon your submitted quotation including a mobilisation plan from the start of the contract.
	20%
	40%

	
	Plan and implement the summer deep clean, ensuring the required outcomes are met in line with the specification including one off cleans outside of specification (e.g parents evening).
	10%
	

	
	Demonstrate how you will implement the following:

1) Excellent customer service and effective contract management

2) Disciplinary procedures

3) Reporting arrangements

4) Holiday and sickness cover
	5%
	

	
	Demonstrate how you will use technology to deliver innovative and environmentally friendly cleaning solutions to meet the outcomes within the specification
	5%
	

	Presentation
	Company Presentation
	
	10%

	Price
	
	
	50%


The quality evaluation will be based on the following scoring methodology:
	Assessment
	Description
	Score

	Deficient
	Response to the question(s) (or an implicit requirement) significantly deficient or no response received.
	0

	Inadequate
	Inadequate detail provided and some of the questions not answered and/or some of the answers to questions are not directly relevant to the question(s).
	1

	Limited
	Limited information provided, and/or a response that is inadequate or only partially addresses the question(s).
	2

	Acceptable
	An acceptable response submitted in terms of the level of detail, accuracy and relevance.
	3

	Comprehensive
	A comprehensive response submitted in terms of detail and relevance to the question.
	4

	Superior
	As comprehensive, but to a significantly better degree (including improvement through innovation) and a response which goes above and beyond to answer the question with precision and relevance.
	5


The applicant’s weighted score will then be calculated by calculating the individual criteria scores and adding them together to give the overall quality score

Example
	Criteria
	Weighting
	Score

 (out of 5)
	Weighted Score

	Quality assurance of the service
	20%
	4
	16.00%


Each sub-criteria question for “Quality” are weighted and scored individually and the total correct overall weighted score for “Quality” obtained.
If ‘Suitability of the service’ was weighted 20% and the Suppliers response received a score of 4 out of 5 then the following formula would be applied:


= (Weighting / maximum score) * score awarded 
= Criteria awarded %



= (20/5)*4





= 16 

This formula should be applied to all criteria and added together; this will give the correct overall weighted score appointed to each company.

Where more than one-person marks quotations, a consensus scoring mechanism will be used (i.e. the panel will agree a score for each marked element). The same person or panel will mark all quotations in the same way.

1.6
Price 

1.6.1
The maximum score awarded for the cost of applicant’s submission will be 30%. 

Costs tendered will be scored according to the following criteria.

When evaluating the tender price submissions for proposed contract price, the lowest price will receive the highest score (weighted percent) using the formula: 

                    = (lowest price in £ / submission price in £) *  30
All other prices are worked out pro rata.

1.6.2 
The table below shows an example of how the price weighting is calculated

      Example:

40% price weighting and the submissions were as follows:
	Organisation #
	Price submitted

	1
	£100

	2
	£200

	3
	£400

	4
	£800

	5
	£1600


	Organisation 1 submitted the lowest price and would receive the maximum weighting (40%).  All other bids are worked out using the following formula above.

Scenario example for organisation 2 would be: =(100/200)*40)

The final weighting being 20%

All values are kept to two decimal places.



	The final scoring sheet based on the above example:

Organisation #

Price submitted

Final weighting out of 100%

1

£100

40%

2

£200

20%

3

£400

10%

4

£800

5%

5

£1600

2.5%




1.6.3    Once the successful supplier has been identified, it will be notified to this effect.  

            All other supplier will be notified that they were unsuccessful.

1.7
Specification 

Unless specified in this section, the questionnaire and pricing must be based on the standard specification used on the framework.  Where a Contracting Authority has bespoke requirements, these will be provided in the form of a separate specification highlighting changes/additions to the original specification.
1.8
Method Statements 

Quality (40%)

Please provide answers to each of the method statements as set out below. 
NOTE: Method statements will not be assessed on length and should be succinct.

METHOD STATEMENT 1 (20%)
Please provide the following,

Demonstrate how you will plan and implement the cleaning requirements in regards to the school cleaning specification based upon your submitted quotation including a mobilisation plan from the start of the contract.

This answer must be confined to a maximum of 3000 words.

	[Enter text]



METHOD STATEMENT 2 (10%)
Detail how you will plan and implement the summer deep clean, ensuring the required outcomes are met in line with the specification including one off cleans outside of specification (e.g parents evening).

This answer must be confined to a maximum of 3000 words.

	[Enter text]



METHOD STATEMENT 3 (5%)
Demonstrate how you will implement the following:

1) Excellent customer service and effective contract management

2) Disciplinary procedures

3) Reporting arrangements

4) Holiday and sickness cover 
This answer must be confined to a maximum of 3000 words.

	[Enter text]



METHOD STATEMENT 4 (5%)
Demonstrate how you will use technology to deliver innovative and environmentally friendly cleaning solutions to meet the outcomes within the specification 
This answer must be confined to a maximum of 3000 words.

	[Enter text]



Suitability (40%)
METHOD STATEMENT 5 (100%)
Applicants will be required to attend a presentation to demonstrate their proposal.  

Individual times of the presentation will be forwarded to applicants.

Presentations must be in the form of a PowerPoint slideshow and submitted along with the tender.

Applicants must include but not limited to the following:

· Company background (Key points)

· Service proposal and how you plan on delivering the service to the school

· How you will meet the needs of the customer whilst ensuring value for money

· How will the service be managed

The presentation will last no longer than 20 minutes.

1.9 Price Schedule (exclusive of VAT)
1.9.1 
Bidders are required to complete the pricing schedule below 
1.9.2
All bids must be within the respective price cap tendered at the ITT stage
1.9.3 
Any submissions over the price cap will be rejected.
TOTAL CONTRACT COST

	
	Total Contract Cost

Amount (£) over 4years

(ex VAT)
	Total Annual Contract Cost

(ex VAT)

	[Contracting Authority]
	
	


Variable COSTS (exclusive of vat)

Staff Costs

	Contracting Authority
	Value
	Amount (£)

(ex VAT)

	Number
	
	

	Hours
	
	

	Hourly Rate
	
	

	Total
	
	

	Management
	
	

	DBS checks
	
	

	Cleaning materials
	
	

	Profit
	
	


Overheads Total for the Contract 

	Item
	Amount (£)

Ex VAT

	Management
	

	Profit
	

	Cleaning Materials (including clear sacks)
	

	MCG Annual Rebate
	

	DBS checks
	

	Other (please specify)
	

	Total
	


Consumables

Please note consumables would be supplied at an additional cost, at the request of the School.

	Item
	 (£)

(ex VAT)

	Toilet Rolls
	

	Soap
	

	Towels
	

	Other (please specify)
	


Scheduled of rates for ‘unspecified’ cleans 

	Description
	 (£)

(ex VAT)

	To provide ‘unspecified’ cleans at the request of the nominated School Representative
	

	To provide carpet cleaning at the request of the nominated School Representative
	

	To provide high level cleans (about 2.5 meters) at the request of the nominated School Representative
	

	To provide cleaning for PC (item includes CPU, monitor, keyboard, mouse)
	

	To provide cleaning for printers
	

	To provide sanding and resealing of Granwood floors
	

	To provide sanding and resealing of wood floors
	


1.10 TUPE Information
See Appendix 1 (Attached)

1.11
Floor Plans

See Appendix 2 (attached)

2.0 DECLARATION 

1. Suppliers must sign this declaration to indicate that their submission has been made in accordance with this Order of Services document.

2. I/We undertake:
a. to notify the Company of any changes to the information given in answer to questions in our submissions;
b. that I/we will not offer or agree to pay or give any sum of money, inducement of valuable consideration directly or indirectly to any person or have done so or cause or have caused to be done in relation to any other response to this Competition any act or omission; and
c. that I/we will not at any time discuss with any other person any aspect of our submission.
3. I/We certify that:
a. The information supplied by us in our submission is accurate to the best of my/our knowledge.  I/We understand and accept that false information could result in exclusion from this Competition;
b. I/We also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration as an inducement or reward to any servant of a Public Body.  I/We also understand that any such action will empower the Company to cancel any contract currently in force and will result in exclusion from this Competition;
c. I/we have not and will not canvass or solicit any officer or employee of the Company in connection with this Competition and that no person employed by me/us or acting on my/our behalf has done or shall do;
d. I am/we are not an unqualified person for the purposes of Articles 64 to 66 of the Fair Employment and Treatment Order 1998;
e. I/we have not communicated to a person other than the person calling for these quotations the amount or approximate amount of the proposed quotation except where the disclosure, in confidence of the approximate amount of the quotation was necessary for the preparation of the quote;
f. I/we have not entered into any agreement or arrangement with any other person that he shall refrain from quoting or as to the amount of any quote to be submitted; and 
g. I/we have not offered or paid or given or agreed to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other quotation or proposed quotation for the said work any act or thing of the sort described above.
	Organisation’s name
	[Enter text]

	Signed
	

	Dated
	[Enter text]
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