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Document One

INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES
1
These instructions are designed to ensure that all tenders 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 Marc Read via email – mread@salisburycitycouncil.gov.uk if you have any doubts as to what is required or you have difficulty in providing the information requested.  Pre-tender negotiations are not allowed.

Contract Period and Value
2
The contract is to be for a period of three years with a possible extension of one additional year. It is anticipated the contract will commence from the 1st of July 2024.The anticipated expenditure per annum is up to £250,000. Note the contractor must accept a reduction to a baseline minimum of £50,000 per annum if budgetary constraints dictate. 

Incomplete Tender

3
Tenders may be rejected if the information asked for in the ITT and Specification is not given at the time of tendering. Please note that tenders must be in a hard copy paper form. Digital files/format will not be accepted this includes memory sticks or any other type of device. Do not email Salisbury City Council digital files, documents or links to files.

Returning Tenders
4
Envelopes and packages must bear no reference to the tenderer by name. Tenders must be delivered by 12.00 noon on Wednesday the 27th March 2024, with Reference Cleaning Services written on parcel or envelope.
Receipt of Tenders

5
Tenders will be received up to the time and date stated.  Those received before the due date will be retained unopened until then.  It is the responsibility of the tenderer to ensure that their tender is delivered not later than the appointed time.

Acceptance of Tenders
6
By issuing this invitation Salisbury City Council is not bound in any way and does not have to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the tenderer expressly stipulates otherwise in their tender.

Inducements

7
Offering an inducement of any kind in relation to obtaining this or any other contract with the Council will disqualify your tender from being considered and may constitute a criminal offence.
Confidentiality of Tenders
8
Please note the following requirements, you must not:

 Tell anyone else what your tender price is or will be, before the time limit for delivery of tenders.

 Try to obtain any information about anyone else's tender or proposed tender before the time limit for delivery of tenders.

 Make any arrangements with another organisation about whether or not they should tender, or about their or your tender price.

Failure to comply with these conditions may disqualify your tender.

Costs and Expenses

9
You will not be entitled to claim from Salisbury City Council any costs or expenses which you may incur in preparing your tender whether or not your tender is successful.

Debriefing

10
Following the award of contract, feedback will be available to unsuccessful tenderers on request.
Evaluation Criteria
11      The principal purpose of tender evaluation is to determine the tender which best meets the requirements of the Council and delivers best value. It is a rigorous examination and comparison of all submissions received on an equal and consistent basis without bias

It is an absolute requirement of public sector competitions that all companies are given an equal opportunity to succeed. Salisbury City Council has two guiding principles regarding the tendering process:

(ii) The criteria for evaluation is established and communicated to tenderers prior to Invitation to Tender and will remain consistent and objective throughout the process.

(iii) The reasons for rejection will be documented and backed up by documentary evidence to clearly demonstrate that the evaluation was properly conducted.
 Award Criteria

12      The contact for Arboricultural Services will be awarded to the most economically advantageous tender (MEAT) which strikes a balance between price and quality.

The ratio between price and quality will be apportioned 50% Price and 50% quality.
 Tender Evaluation - Price –

  All returned tender prices will be directly compared with each other and awarded points based on a mathematical formula. The lowest price will be awarded the most points and the highest price the lowest number of points with all other returns between these two scores.
Tender Evaluation – Quality
 – All returned tenders will be evaluated in relation to quality. This will be judged against specific criteria which will be weighted according to importance.
The following specific areas will be assessed:

	Quality Criteria


	Weighting %

	Management - How the contract will be managed - to include reference to principal and all other staff involved including their experience and qualifications. Office arrangements, communications with SCC.
	25

	Health and Safety – How health and safety will be managed during the contract including reference to staff with health and safety qualifications. Specific examples of risk assessments and method statements relating to cleaning services must be supplied.
	20

	Quality – how quality is to be managed including monitoring/quality checks to ensure the contact is delivered in a professional way. 
	20

	Works orders - Arrangements for responding to works orders especially in relation to emergency and works of an urgent nature.
	15

	Equal Opportunities - Contractors approach and arrangements for Equal Opportunities.
	10

	Sustainability - Contractors approach and arrangements regarding Sustainability.
	10

	
	                     Total 100


All tender returns will be assessed against the quality criteria and awarded points based on the table below.
	Assessment
	Description
	Score

	Excellent
	Exceeds the required standard. Resonse answers the topic/question with percision and relevance. Includes improvement through innovation/added value
	5

	Good
	Meets the standard required.

Comprehensive response in terms of detail and relevance to the topic/question
	4

	Acceptable
	Meets the standard in most aspects but fails in some areas. Acceptable level of detail, accuracy and relevance.
	3

	Limited
	Fails the standard in most aspects but meets some. Limited information/inadequate/only partly addresses the topic/question.
	2

	Inadequate
	Significantly/completely fails to meet the standard. Inadequate detail provided/questions/topic not addressed.
	1


A mathematical formula will be applied to convert the weighting and points awarded into an overall quality score.
The pricing score will be combined with the quality score to provide an overall score which completes the tender evaluation process.
Tender Period
13
It is intended to commence the contract from the 1st of July 204 to 31st March 2027. All prices/costs as per the schedule of rates therefore must be fixed for this three year period.
Basis of the Contract

14
Document One (this document) Instructions and Information on Tendering Procedures, Document Two Cleaning Services Specification, Document Three Cleaning Services Conditions of Contract and Document Four – Declaration and Undertakings together with any special requirements, will form the basis of the contract between the successful tenderer and Salisbury City Council.
Format of Bids
15         Tenderers must present their proposals in hard copy form as a Microsoft Word document. Digital versions will not be accepted in any form or by memory stick or other device.
The document must be presented with the following headings:

            Introduction - Over view of the company, number of employees, number of years trading, turnover etc.
Section 1
Table of Contents of tender return
Section 2        Provide Schedule of Rates – (Appendix One & Appendix Two Document Two)
Section 3
Management                          
Section 4        Health and Safety  
Section 5       Quality

Section 6
Works Orders             Must address/respond to quality criteria
Section 7
Equal Opportunities
Section 8        Sustainability

Section 9
Declaration and Undertaking – please complete Document 4 and       insert in section 9, noting any disclosures required
Conclusions

16
Whilst every endeavour has been made to give tenderers an accurate description of the Council's requirement, tenderers should make their own assessment about the methods and resources needed to meet those requirements.
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