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The Construction Industry Training Board (CITB)




REQUEST FOR QUOTE

Coach Transport for Trainees






Return date for Tender: 
8 September 2017 – 10.00 am




Date of issue: 18 August 2017



Reference:   B17/03/1639
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[bookmark: _Toc476921810][bookmark: _Toc477163280][bookmark: _Toc477163619][bookmark: _Toc477947657]Section 1 – Information for Tenderers

1. [bookmark: _Toc477163281][bookmark: _Toc477163620][bookmark: _Toc477947658]Introduction
CITB wishes to procure the services of a coach transport provider to carry apprentices from the National Construction College at Bircham Newton to King’s Lynn rail station every Friday lunchtime. This contract would be for 1 year, with the option to extend for a further 2 periods of one year each, subject to review at the end of each year.

2. [bookmark: _Toc477163282][bookmark: _Toc477163621][bookmark: _Toc477947659]Corporate background  
CITB is the industry training board for construction and, in with the Construction Industry Council (CIC) and CITB Northern Ireland a partner in the Sector Skills Council for construction. CITB is a non-departmental government body, sponsored by the Department for Education. 

CITB’s mission is to attract and support the development of people to construct a better Britain. 
This focuses on three priorities that support and meet industry needs:
Careers – Employers say there is a talent pool sufficient to meet the recruitment needs of the industry
Standards and Qualifications – Employers believe that the content and method of training and assessment reflects the industry’s needs
Training and Development – Employers say they can access the training they need in a timely manner

Further information on the role and function of CITB can be found at www.citb.co.uk.


3. [bookmark: _Toc477163283][bookmark: _Toc477163622][bookmark: _Toc477947660]Specification Requirements

Background to requirements

3.1  CITB provides live-in accommodation for apprentices aged 16 and over who stay on-site during their training.  At the end of each week many need to be transported to the local railway station for onward travel for the weekend. 

3.2 Requirements 

[bookmark: _GoBack]CITB requires coach transport (with appropriately qualified drivers) for up to 57 apprentices and luggage to be collected from the National Construction College in Bircham Newton (PE31 6RH) at 12.10 pm and taken to King’s Lynn Rail Station in time to catch the 12.55 pm train.  This would be required every Friday, excluding the Christmas 2 week holiday. 










[bookmark: _Toc476921811][bookmark: _Toc477163284][bookmark: _Toc477163623][bookmark: _Toc477947661]
Section 2 - Instructions to Tenderers 

1. [bookmark: _Toc477163285][bookmark: _Toc477163624][bookmark: _Toc477947662]General

1.1. These Instructions are designed to ensure that all Tenderers are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format and order specified.  Please contact procurement@citb.co.uk if you have any doubt as to what is required or will have difficulty in providing the information requested.

2. [bookmark: _Toc477163286][bookmark: _Toc477163625][bookmark: _Toc477947663]Preparation of Tender

2.1. Tenderers are solely responsible for the costs and expenses incurred in connection with the completion, preparation and submission of their Tender and all other stages of the selection and evaluation process.  Under no circumstances will CITB be liable for any costs or expenses borne by Tenderers and/or their sub-contractors, suppliers and/or advisers in this procurement process.

3. [bookmark: _Toc477163287][bookmark: _Toc477163626][bookmark: _Toc477947664]Rejection of Tenders

3.1. CITB reserves the right to disqualify any Tenderer if any material misrepresentation is made in any part of its tender and/or in any other information submitted by that Tenderer and/or if that Tenderer does not inform CITB of any change in circumstances.

4. [bookmark: _Toc477163288][bookmark: _Toc477163627][bookmark: _Toc477947665]Submission of Tender Documents

4.1. The Tenderer should include the following in their proposal as failure to do so could result in their proposal being rejected:
· A completed Tender Response (from Section 3 Part A & B)
· A completed Form of Tender
· A completed Tendering Certificate
4.2. Tenders must be submitted as follows: ONE electronic copy to the following email address - tenders@citb.co.uk  and clearly marked “B17/03/1639 Coach Transport for Trainees” in the subject box.

4.3. Tenders must be received no later than 10.00 am on 8 September 2017  PLEASE NOTE: No extension of time will be allowed and any Tender received after this deadline may be disregarded and not considered further unless, at its sole discretion, CITB chooses to extend any deadline, whereupon all Tenderers will be informed of the new deadline. 

4.4. Tenderers are strongly advised to allow sufficient time to ensure receipt of any proposal before the deadline stated above. The risk of non-receipt or late receipt by CITB of any Tender is entirely at the Tenderer’s risk.

4.5. In order to ensure a fair process, all Tender submissions will be opened in a single dedicated session. 

5. [bookmark: _Toc477163289][bookmark: _Toc477163628][bookmark: _Toc477947666]Clarification Requests

5.1. Any queries or clarifications in connection with this further competition should be submitted to by email to procurement@citb.co.uk  no later than 12 noon on  31 August 2017. Reasonable endeavours will be made to answer queries within 2 working days of request. 

5.2. Any query or point of clarification raised by a Tenderer that is deemed by CITB (in its absolute discretion) to be of general interest to all Tenderers together with the answer to that query given by CITB shall be circulated to all Tenderers. 

6. [bookmark: _Toc477163290][bookmark: _Toc477163629][bookmark: _Toc477947667]Tender Validity

Your Tender must remain open for acceptance for a minimum period of not less than 90 days. A Tender valid for a shorter period may be rejected.

7. [bookmark: _Toc477163291][bookmark: _Toc477163630][bookmark: _Toc477947668]No Bid

If you do not wish to submit an offer, please confirm you will not be tendering by emailing procurement@citb.co.uk. On no account must this document be passed to any third party.

8. [bookmark: _Toc477163292][bookmark: _Toc477163631][bookmark: _Toc477947669]Timescales

Set out below is the proposed timetable for this procurement.  This is intended as a guide only and, while CITB does not intend currently to depart from this timetable, it reserves the right to do so at any stage:

	Event 
	Date


	Issue of Request for Quote
	18 August 2017

	Deadline for receipt of Clarification Requests
	25 August 2017 by 12 noon

	Tender Submission Deadline
	1 September 2017 by 10.00 am

	Contract Award Decision notified to all Tenderers

	11 September 2017

	Expiry of Standstill and Award of Contract
	21 September 2017

	Commencement of Contract
	w/c 2nd October 2017



9. [bookmark: _Toc477163293][bookmark: _Toc477163632][bookmark: _Toc477947670]Evaluation and Award Criteria

9.1. Tenders will be evaluated on the basis of the most economically advantageous Tender from the perspective of CITB as further described below.

9.2. The most economically advantageous Tender will be determined in accordance with the Award Criteria set out in the table below. The weightings to be used under the matrix based scoring system are indicated against the respective Award Criteria:


	Award Criteria

	40% Quality, 

	60% Cost



9.3. The quality scores will be awarded out of 5, with 0 being the lowest and 5 being the highest. The definitions of each level of scoring are set out in the Table below.

9.4. The lowest costed submission will be awarded the full percentage and all other scores will be awarded a proportionate percentage based on the example given below.


Example:
For a maximum cost award of 30%

Lowest quote from Supplier X of £10,000
Supplier Y price is 		£12,000
Supplier Z price is 		£15,500

Supplier X scores 30% as the lowest price;

Supplier Y scores 	10,000 x 30% = 25%
		12,000

Supplier Z scores	10,000 x30% = 19.35%
		15,500

	Score
	Definition


	0
	Non compliant response
The Tender Response has not provided relevant information to answer or indicate a solution to the required Contract requirements.

	1
	Unacceptable response
The Tender Response is partially compliant, but there are serious deficiencies in the response offered. This indicates there would be serious difficulties or inability to deliver the Services required 

	2
	Unsatisfactory response
The Tenderer’s response is partially compliant, with shortfalls in the solution offered. This indicates that not all the requirements of the Contract would be met and there would be difficulty in delivering the Contract requirements.

	3
	Acceptable response
The Tender Response is compliant. This indicates that all the basic contractual requirements are met, but not exceeded, and the Contract would be delivered.

	4
	Good response
The Tenderer’s response is compliant clearly indicating that the Tenderer can deliver the entire Contract requirement and the solution offers some limited benefits beyond the stated requirements.

	5
	Excellent response
The Tender Response is compliant, indicating that the Tenderer has a comprehensive understanding of the Service requirements and will meet the mandatory requirements and also provides significant additional benefits beyond the stated requirement. 



9.5. Scores will be awarded by a panel appointed to evaluate all Tender Reponses.  Members of that panel will use their reasoned professional judgment when attributing scores as to the merits of each response.  

9.6. The score for each of the Award Criteria will be calculated by adding together the scores for each Question within that Award Criterion.

9.7. All cost information provided must be exclusive of Value Added Tax but inclusive of all costs.

9.8. From the ranked Tenderers, CITB will select the Tenderer who achieves the highest score.

9.9. Following evaluation of Tender Responses in accordance with the procedures described in this Section 2, if CITB considers that none of the Tender Responses are deemed satisfactory it reserves the right to consider alternative procurement options and to decline to award any Contract under this Procurement.

10. [bookmark: _Toc477163294][bookmark: _Toc477163633][bookmark: _Toc477947671]Terms and Conditions
Any contract awarded pursuant to this Request for Quote will be subject to CITB Terms and Conditions.  A copy has been issued with this RFQ. 

[bookmark: _Toc476921812][bookmark: _Toc477163295][bookmark: _Toc477163634][bookmark: _Toc477947672]
SECTION 3 – Tender Response
 
[bookmark: _Toc477947673]PART A - Tender Response


	1. Tenderer’s Contact Details 


	1.1
	Name of Supplier 
	



	1.2
	Name of person completing this tender (to whom all enquiries shall be directed)
	



	1.3
	Address:




	

	1.4
	Telephone Number:
	


	1.5
	E-mail:

	

	1.6
	Website address:

	









	2. Compliant questions:
Please note you will not be awarded a contract if you do not meet the criteria in this section.


	
	Question:
	Answer

	2.1
	Please confirm that you hold vehicle insurance, state which type (we will require a copy if you are successful)
	

	2.2
	Please confirm you have Public Liability Insurance and state your cover.
	

	2.3
	Please supply your Operators Licence number
	




	3. Project Specific Questions to Assess Technical and Professional Ability

Total weighting    40%

	
	Question:
	Weighting %

	3.1
	Please give your current status under the VOSA OCRS Rating (Red, Amber or Green) and provide supporting information on defects or infringements reported for the last 12 months.
	12

	3.2
	DBS checks; can you confirm that all drivers on the contract will be DBS checked.  Please provide details of your process to ensure that these are kept up to date.
	12



	3.3
	How do you ensure your drivers are suitably qualified, and comply with on-going training for driver CPC compliance?  Please detail your process for this.
	12

	3.4
	Do you advise your drivers of the requirement that passengers on coaches are to use seatbelts where fitted? And how is this managed?
	2

	3.5
	Do you have an environmental policy, if so please supply a copy. As a business do you have a policy to off-set your carbon footprint?
	2


[bookmark: _Toc477947674]
PART B – Pricing Requirement



	4. Pricing Schedule 

Total weighting 60%

	
	
Question
	
Weighting%

	4.1
	Please provide a fixed price for the journey from Bircham Newton (PE31 6RH) to King’s Lynn Railway station (PE30 1NS)
	60%


[bookmark: _Toc477947675]
Form of Tender

To:	CITB
	Bircham Newton 
	King’s Lynn
	Norfolk. PE31 6RH
	
Date:	[Tenderer to insert date]

Tender for Coach Transport for Trainees – B17/03/1639

I/We hereby offer to provide the Services as defined within the above Tender in respect of which my/our Tender is subsequently accepted by the Customer.

I/We confirm that if our Tender is accepted we will if required, upon demand:
(a) Produce evidence that all relevant insurances and compliance certificates with relevant legislation and policy are held and in force;
(b) Sign a formal contract document if required

We agree that my/our Tender shall constitute an irrevocable unconditional offer which may not be withdrawn for a period of not less than 90 days from the date hereof.

Unless and until a formal Contract is prepared and executed, this Tender, together with your written acceptance thereof, shall (subject to any period of standstill) constitute a binding contract between us. 

We understand and acknowledge that CITB is not bound to accept any Tender. 
I warrant that I have all the requisite corporate authority to sign this Tender.

Signed for and on behalf of [insert name of Tenderer]:
Signature:
Name:
Date:

PLEASE NOTE – Failure to sign this Form of Tender will result in the rejection of your Tender.
[bookmark: _Toc477947676]
Tendering Certificate

I / We declare that:

This is a bona fide Tender, intended to be competitive, and that I/we have not (either personally or by anyone acting on my/our behalf):

1. fixed or adjusted the amount of the tender or the rate and prices quoted by, under or in accordance with any agreement or arrangement with any other person;

2. communicated to any person other than CITB the amount or approximate amount or terms of my/our proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender);

3. entered into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount or terms of any tender to be submitted by him;

4. canvassed or solicited any member, officer, employee or agent of CITB in connection with the award of this or any other contract by CITB;

5. offered or paid or given or agreed to pay or give any sum of money or valuable consideration or other inducement or reward directly or indirectly to any person (including, without limitation, CITB) for doing or having done or causing or having caused to be done in relation to any tender or proposed tender for the said work any act or thing of the sort described above.

I / we agree that the terms of the above declaration will form part of any contract with CITBs its servant or agent resulting from the acceptance of my/our Tender and that any breach of this declaration and undertaking will be deemed to be a breach of that contract entitling CITB its servant or agent to determine the contract forthwith or to take advantage of any provision in that contract entitling CITB its servant or agent to determine my/our engagement under that contract.


Dated this day:	of…………………………2017


Signed…………………………………………………………………………………


For and on behalf of……………………………………………………………...
(Name of Firm or Company)

Position of signatory…………………………………………………………………...
(E.g. Partner or Director)

NOTE: FAILURE TO GIVE THIS DECLARATION AND UNDERTAKING MEANS THAT YOUR TENDER WILL NOT BE CONSIDERED.
[bookmark: _Toc477947677]
Redaction Schedule  

Pursuant to the Governments Transparency Agenda, CITB may publish information regarding tenders and final contracts (including associated schedules) in relation to the above project. As a potential supplier CITB would like to provide you with the opportunity to identify the information you consider inappropriate for publication in the event you are the successful bidder. You will need to justify the reasons for any possible redaction, for information the grounds for redaction should fall within the exemptions identified under the Freedom of Information Act 2000. 

CITB will give full consideration to the details you provide but ultimately the decision as to whether CITB redact any or all the information identified (if any) will remain with CITB.

	Serial No.
	Item for Redaction
	Reason for Redaction
	CITB decision to redact, including date of decision and signature
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