
 
 

 
 
 
 

 
 
 
 
 

Macclesfield Town Centre Christmas Lights and Festoons 

 
 

Invitation to Tender 
 
 
 

Please ensure that you read this document carefully and fully 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This document is the property of Macclesfield Town Council.  All rights reserved.  This document contains confidential information, which is not to be copied or discussed 
without express authority from Macclesfield Town Council. 

Your completed tender must be returned via the nominated e-tendering system and be received no 
later than Midday 3rd February 2025 
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1. Introduction & Background 

 
1.1 About Macclesfield Town Council  
 
The principal function of the Town Council is to represent local interests and to promote and watch 
over particular aspects of Macclesfield. Macclesfield Town Council (MTC) has an annual budget of over 

£1m and was created to represent the town’s interests regionally and nationally, informing the 
development and delivery of local services as well as local planning issues. 
 
The following list are some examples of the work of Macclesfield Town Council: 
 

• Community Grants/Development 

• Floral Displays/Town Ranger 

• Christmas Lights 

• Making the Town Attractive  

• Street Sports 

• Support CCTV Services 

• Tourism Promotion & Supporter Visitor Centre 

• Community Events 

• Eco Summit & Youth Summit 

• Mayor of Macclesfield events/ engagements 

• Parkrun & Junior parkrun 

• Funding Parks and Play Areas 

• Remembrance Events 

• Statutory Consultee for all Macclesfield Planning Applications 

• Allotments 
 
MTC has established a role in improving the facilities in our town and has recently funded the delivery 
of new public toilets in the indoor market in the town centre.  
 
Further information on MTC can be accessed by visiting www.macclesfield-tc.gov.uk . 

 
1.2 Tender Background 

 
Macclesfield Town Council are seeking the appointment of an experienced organisation for the supply, 
installation, removal, storage and maintenance of Christmas Lights, while also providing maintenance 
of associated infrastructure for the provision of the town centre Christmas Lights, for a period of 3 
years, to cover Christmas 2025, 2026 and 2027 at a cost of no more than £100,000 over the 3 year 
period. 

2. The Procurement Process 

 
2.1 Procurement Route 
 
MTC is advertising this tender opportunity via the Contracts Finder platform and are conducting this 
tender in line with the Open process.  Bids are invited from suitably skilled and experienced 
contractors with a track record of delivering similar works, ideally in a similar geography and within a 
similar setting.  MTC is committed to an open, fair, and transparent procurement process which is 

http://www.macclesfield-tc.gov.uk/
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seeking to appoint a contractor who can work collaboratively with the project team to deliver a high-
quality outcome. 
 
2.2 Written Tender 
 
Providers wishing to make a bid to deliver the works will be required to provide a formal tender which 
includes a written response to a number of set quality questions and a commercial offer setting out 
the tendered costs to deliver the required services. 
 
2.3 Tender Appointment 
 
Following conclusion of the procurement process, MTC intends to appoint the highest scoring bidder 
to deliver the contract.  Further detail on how to make a bid, the evaluation process and appointment 
are detailed below. 

3. How to Make a Bid 

 
3.1 Submission Requirements 
 
Providers expressing an interest in this opportunity are required to submit; 
 

• Appendix B - A completed Selection Questionnaire Template 

• Appendix C - A completed Questionnaire Response Template  

• Appendix D - A completed Declarations Template 
 
The Selection Questionnaire Template requires bidders to provide the requested information on a 
self-certified basis.  Evidence to support responses is not needed at this stage of the procurement 
process, however the successful bidder may be required to provide documentary evidence to support 
their responses prior to final appointment.  Where minimum requirements are stated, bidders must 
meet these standards, or agree to ensure these standards are met prior to contract commencement 
to be eligible for appointment.  Bidders are encouraged to review the Selection Questionnaire 
document to ensure they can meet any minimum standards set out before completing the remaining 
tender documentation. 
 
The Questionnaire Template requires bidders to provide the requested information on 
a range of set questions and to include costs and designs to provide their commercial offer and to 
provide the services required.  Bidders’ attention is drawn to the conditions and requirements set out 
in the template.   
 
The Declarations Template requires bidders to agree to the statements set out in the template.  
Bidders must sign and submit the appropriate forms within the template in order for their submission 
to be considered. 
 
Please note the following Standing Orders from MTC 34.1, 34.2, 34.3 and 34.4: 
 

• Canvassing of members of the Council or of any committee, directly or indirectly, for any 
appointment as an employee of the Council shall disqualify the candidate for such 
appointment. The Town Clerk shall make known the purpose of this sub-paragraph of this 
Standing Order to every candidate. 
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• A member of the Council or of any committee shall not solicit for any person any appointment 
under the Council or recommend any person for such appointment or for promotion; but, 
nevertheless, any such member may give a written testimonial of a candidate’s ability, 
experience or character for submission to the Council with an application for appointment, 
providing they are not part of the selection process. 

 

• Standing Order Nos. 34.1 & 34.2 shall apply to tenders as if the person making the tender were 
a candidate for an appointment. 

 

• If a candidate for any appointment under the Council is to their knowledge related to any 
member or the holder of any office of the Council, they and the person to whom they are 
related shall disclose the relationship in writing to the Town Clerk. A candidate who fails so to 
do shall be disqualified for such appointment, and, if appointed, may be dismissed without 
notice. The Town Clerk shall report to the Council or to the appropriate committee any such 
disclosure. 

 
3.2 Submission Format 

 
Bidders must submit their final tender in writing to the following address in advance of the submission 
deadline; 
 
Assistant Town Clerk, 
Macclesfield Town Council 
Macclesfield Town Hall 
Macclesfield 
SK10 1EA 
 
Or alternatively, email helena.gowler@macclesfield-tc.gov.uk 
 
Bidders should ensure that their tender envelopes are securely sealed and clearly marked 'Tender 
Christmas Lights'. It should bear no markings, logos, or similar that would identify the bidder. 
Any tender received after the deadline will be returned promptly to the tenderer by the Proper Officer. 
A late tender which has been received may be opened in the presence of the two Members to 
ascertain the name and address of the tenderer but no details of the tender shall be disclosed. 
 
3.3 Business Offer 
 
Bidders should note that any formal response to this invitation to tender constitutes a business offer 
in line with the terms and conditions set out. 
 

4. Tender Queries 

 
4.1 All Correspondence 
 
Bidders should note that all correspondence pertaining to the procurement process must be directed 
via email to; Assistant Town Clerk, helena.gowler@macclesfield-tc.gov.uk. 
 
Any contact made directly with any other employee of MTC regarding this procurement is a breach of 
the terms on which this ITT is issued and may result in a rejection of your ITT without it being 
considered further. 
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4.2 Process for Tender Queries 
 
Any questions or clarification requests with regard to the tender must be emailed to the stated contact 
in advance of the deadline set out in the provisional tender timetable.  Requests logged after the 
deadline will not be addressed. 
 
Wherever possible, MTC will aim to answer all queries within three working days.  Bidders should note 
that where practicable, all queries and responses will be shared anonymously with all bidders to 
ensure a fair and transparent process. 
 
Bidders must indicate if they believe a query is commercially sensitive or where disclosure of such 
query and/or the answer would be likely to prejudice its commercial interests. 
 
4.3 Ambiguity, Error or Omission 
 
Bidders are kindly requested to notify the nominated MTC contact promptly via email of any perceived 
ambiguity, inconsistency, error, or omission in this ITT or any supporting documentation including any 
supplementary information issued during the procurement process.   
 
4.4 Post Tender Clarifications 
 
MTC may seek clarifications on bidders’ responses following the submission deadline.  Clarifications 
may be sought to finalise assessment of tenders; however, any clarification request will not present 
an opportunity for bidders to augment or amend their submission(s).  Bidders should note that where 
appropriate, MTC reserves the right to model third party and / or associated costs with any proposal 
received to arrive at a cost for comparison. 
 

5. Tender Timescales 

 
5.1 Submission Deadline 
 
The deadline for responses is Midday (12 noon), Monday 3rd February 2025 
 
5.2 Tender Timetable 
 
The following table is an approximate timeline for the tender process and is provided for information 
only.  Bidders should note that the timetable is subject to change. 
  

Activity  Date / time 

Issue of Contract Notice / availability of ITT documents 18th November 2024 

Deadline for clarification questions (Clarification Deadline)  9th December 2024 10AM 

Deadline for submission of ITT responses by potential suppliers 
(Tender Response Deadline)  

Midday 3rd February 2025 

  

6. Tender Evaluation & Selection 

 
6.1 Procurement Assessment Panel 
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The procurement assessment panel for this tender exercise will consist of MTC officers and nominated 
councillors 
 
6.2 Written Tender Evaluation 
 
The evaluation of this tender will be based on the Most Economically Advantageous Tender (MEAT) 
with the tender weighted as follows: 
 

• Quality Response – will have an overall weighting of 40% 

• Cost Response – will have an overall weighting of 60% 
 
 
6.3 Quality Assessment Overview 
 
All Bidders are required to submit a completed Appendix C- Questionnaire Response Template.  Unless 
specifically instructed to do otherwise, bidders should write their responses directly into the 
document provided and NOT in any other format, ensuring that the document is submitted in either 
MS Word or PDF format.   
 
6.4 Quality Question Overview 
 
Bidders are required to answer all questions contained within the Quality Response document.  Each 
question carries its own individual weighting as set out in the table below. 
 

Section No. Description Weighting (%) 

1 Relevant Experience 10 

2 Design 10 

3 Testing and Support 10 

4 Environmental Sustainability 5 

5 Social Value 5 

Total 40% 

 
 
Each question will be scored and awarded a weighted score in line with the Quality Assessment 
Criteria.  The total weighted score will be added to the Cost Assessment to arrive at a total tender 
score. 
 
6.5 Quality Assessment Criteria 
 
Bidders’ responses to quality questions will be assessed by the procurement panel and awarded a 
score between 0 and 5 in line with the criteria set out in the table below. 
 

 
Score 

 

 
Term 

 
Typical Characteristic 

0 Unacceptable No response or extremely limited response. Response inconsistent and/or 
unworkable and/or does not address our requirements. Shows extremely 
limited understanding of, and/or extremely inappropriate approach to, the 
matter in question. 
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1 Poor 
 

Response is limited and is lacking in relation to a significant proportion of 
material elements, is unworkable and/or inconsistent and only partially meets 
our requirements. Shows limited understanding of, and/or inappropriate 
approach to, the matter in question. 

2 Satisfactory Response broadly responds to our requirements at a reasonable standard. 
Shows reasonable understanding of, and/or acceptable approach to, the 
matter in question. 

3 Good Response meets our requirements at a high standard and exceeds them in one 
or two respects. Shows very sound understanding of, and appropriate 
approach to, the matter in question. 

4 Very Good Response meets our requirements at a very high standard and exceeds them 
in a number of respects. Shows extremely sound understanding of, and highly 
appropriate approach to, the matter in question. 

5 Excellent Exemplary response; exceeds expectations in all respects, and Bidder could not 
be expected to answer question more comprehensively or appropriately. 

 
Responses to questions within the Questionnaire Response document must not exceed the word 
count advised and must not refer to any supplementary materials unless expressly requested.  
Attachments and appendices are only permitted where expressly requested.  Photographs and 
diagrams may be included with the design (or attached) and each different design should be costed 
separately. 
 
6.6 Minimum Quality Score 
 
MTC reserves the right, entirely at its own discretion, to disqualify any bidder which fails to reach a 
minimum quality score of 25%. 
 
6.7 Cost Assessment Overview 
 
The design chosen with the questionnaire response template by the panel will then be scored on cost. 
The lowest priced tender will receive the full weighted score, with higher priced tenders receiving a 
lower score on a proportional sliding scale. 
 
Where MTC feels costs submitted are not complete, or where an offer will incur third party cost, MTC 
may estimate these costs and add them to the costs submitted to arrive at the total cost for 
comparison. 
 
6.8 Unsustainably Low Tenders 
 
In addition to the conditions set out in this ITT, MTC reserves the right, entirely at its own discretion, 
to disqualify any bid that is considered to be unsustainably low. 
 

7. Terms & Conditions 

 
7.1 Disclaimers 

 
Any information provided in connection with the procurement of the proposed services in this ITT, or 
the documents accompanying, is provided for information only.  Whilst the documentation has been 
prepared in good faith, it does not purport to be comprehensive or to have been independently 
verified.  
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This ITT is issued on the basis that: 
 

• neither MTC nor any of its advisers accept any liability, responsibility, or duty of care to any 

Organisation (other than MTC) for its adequacy, accuracy, completeness or for anything said 

or done in relation to the procurement to which this ITT and accompanying documentation 

relates; 

• neither MTC nor any of its professional advisers make any (express or implied) representation 

or warranty either about the information contained in this ITT and accompanying 

documentation on which it is based, or about any written or oral information that may be 

made available to any Organisation, funder, other interested person, or any of their 

professional advisers; 

• nothing contained in this ITT and accompanying documentation constitutes an inducement or 

incentive in any way to persuade any Organisation to pursue its interest, submit a tender or 

enter into any framework agreement, contract, or any other related agreement; 

• this ITT and accompanying documentation are not intended to provide a basis for any 

investment decision by any Organisation and should not be considered as a recommendation 

by MTC or any of their advisers; 

• neither this ITT and accompanying documentation nor any information supplied by MTC 

should be relied on as a promise or representation as to the future;  

• this ITT and accompanying documentation do not constitute or involve any offer capable of 

acceptance, it is not intended to create a binding contract and it is not capable of creating 

such a contract by any subsequent actions; and 

• no implied contract is to arise between MTC and any Organisation resulting from any 

Organisation’s compliance with this ITT and accompanying documentation by submitting any 

tender or from any matters related to it. 

All warranties, conditions and other terms implied by statute or common law are excluded to the 
fullest extent permitted by law. 
 
7.2 Confidentiality 

 
All information contained in this document is considered to be of a confidential nature.  You are 
reminded of your obligation not to disclose information contained herein to any third party without 
prior agreement. MTC in turn assures confidentiality to all respondents of this Invitation to Tender 
(ITT). 
 
7.3 Right of Rejection & Appointment 

 
MTC reserves the right to accept or reject any or all responses to the ITT.  MTC reserves the right not 
to appoint a provider following this procurement process. 
 
7.4 Costs 

 
MTC shall not be liable for any costs incurred by you in the preparation of your proposal or any other 
associated costs related to participating in this procurement process.  MTC reserves the right not to 
accept any offer submitted as part of the ITT. 
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7.5 Right of Incorporation 

 
The Bidder’s response to the ITT constitutes a business offer.  MTC may incorporate all or part of the 
response in any contract or agreement. 


