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Document Checklist

This document comprises of all of the information we need you to complete and submit as part of this tender procedure. The checklist below is for you to use to make sure you are confident that you have completed all of the sections that are needed.

	1	You must ensure that you have: 

	
	

	
	· Understood ALL documents 

	
	· Completed ALL sections

	
	· Enclosed ALL relevant documents

	
	· Cross referenced ALL enclosures to the appropriate requests for information

	
	· Marked ALL enclosures with the name of the Applicant

	
	

	2
	Please tick to indicate that you are returning the following, fully completed: 


	Section
	Description
	Tick box below

	Award Criteria

	A
	Company Information
	☐
	B
	Price Information 
	☐
	C
	Quality Information
	☐
	Required Information

	D
	Freedom of Information
	☐
	E
	Form of Tender
	☐
	F
	Sub-Contracting Arrangements
	☐


Please note that the words “Tenderer”, or “Applicant” refer to the business entity completing the questionnaire whatever its legal status and whether on behalf of the consortium or not.
This tender process is being undertaken to provide the Trust with the most economically advantageous tender.




A. COMPANY INFORMATION

	Name of organisation making application (“the Applicant Company”).

	Click here to enter text.


	Trading name of the Applicant if different from above.

	Click here to enter text.


	Applicant Contact Details: Primary Contact for Tender Purposes

	Name:
	Click here to enter text.
	Position within the Applicant Company:
	Click here to enter text.
	Address:
	Click here to enter text.
	Telephone No:
	Click here to enter text.
	Mobile Phone No:
	Click here to enter text.
	Email:
	Click here to enter text.
	Web Site:
	Click here to enter text.


	Applicant’s Registered Office
	Click here to enter text.

	Applicant Company’s VAT registration number:
	Click here to enter text.





B. PRICING INFORMATION (please complete Pricing Schedule)

1. A maximum of thirty five per cent (35%) will be awarded for Price.  
2. The prices/cost/rates within your submitted Pricing Schedule will make up thirty five per cent (35%) of the overall score. 
3. The table below illustrates how the prices/cost/rates submitted will be converted to a Price score for each Lot for the Tenderers:
	Price Evaluation
Tenderer A = (Lowest Tendered Price/ Tenderer A Price) x Fifty  Per Cent 50%)







	Organisation
	Tenderer A
	Tenderer B
	Tenderer C
	Tenderer D

	Price of this Tender
	150,000
	200,000
	110,000
	125,000

	Price of lowest Tender
	110,000

	Percentage Available
	40%
	40%
	40%
	40%

	Percentage Awarded
	29.3%
	22%
	40%
	35.2%



4. The Tenderer with the Lowest Tendered Price of the project will be awarded a maximum percentage Price score of thirty five per cent (35%). 

5. All other Tenderers on the project will be attributed a score as a percentage difference to the Lowest Tendered Price further to the formula specified in the table above.



C. QUALITY INFORMATION

1. Please submit responses to each of the Method Statements below.
2. Your response for all Method Statements should fully outline your proposed Solution and be legible. 
3. The submission of clarification information in support of any Method Statement response is permitted but should be limited in size and should not be used as a substitute for the requirement to submit a response for any Method Statement; supporting / clarification information should be referenced in your response for clarity.  Supporting / clarification information alone will NOT be scored.

PLEASE STUDY THE ITT DOCUMENT WHEN COMPLETING YOUR RESPONSES BELOW.


Please complete your responses below:
	Ref
	Method Statement
	Evaluation Weighting

	Assurance of Supply

	
	Please demonstrate the strategies and mechanisms that you have in place to ensure demand of products is met and maintained.

Your response should include, but should not be strictly limited to:

· Manufacturing Timescales
· Local sources / suppliers
· Communication
· Single point of contact

	20%

	Your response

	Click here to enter text.
	Delivery Lead Time

	
	Please demonstrate, from point of order to installation, how the proposed deadline will be met.

Your response should include, but should not be strictly limited to:

· The provision of a project plan
· Methods of undertaking works around existing staff and their office environment
· Manufacture and delivery timescales
· Identification and mitigation of any associated risks


	20%

	Your response

	Click here to enter text.
	Technical Assistance

	
	Please demonstrate and provide information on how the final product is compliant with all operational and health and safety requirements.

Your response should include, but should not be strictly limited to:

· Construction process, including staff competence
· Health and Safety guidance
· O&M Manuals
· Other methods of information / support

	10%

	Your response

	Click here to enter text.
	Post contract Service

	
	Please demonstrate and provide information on the support available to ensure the product remains effectively operational after construction. (Please ensure pricing for these elements are included in the Contract Charges Schedule).

Your response should include, but should not be strictly limited to:

· Service packages
· Emergency Call Out
· Repairs and Maintenance Packages
· Warranties (Including sub-contractor warranties) 
· Provision of Spares 

	5%

	Your response

	Click here to enter text.
	Statement of Requirements

	
	Please demonstrate and provide advice on the most appropriate method(s) of achieving the scope of the project.

Your response should address, but should not be strictly limited to the information provided in the ‘Statement of Requirements’.

	10%

	Your response

	Click here to enter text.




D. FREEDOM OF INFORMATION SCHEDULE
Please refer to Section E (Freedom of Information Act 2000) of the ‘Instructions for Tendering document for full information.
		
	INFORMATION SUBMITTED AND CONSIDERED BY THE TENDERER AS CONFIDENTIAL/COMMERCIALLY SENSITIVE UNDER THE FREEDOM OF INFORMATION ACT 2000, etc.

	1
	Document Submitted
	Click here to enter text.
	2
	Section/Paragraph of document
	Click here to enter text.
	3
	Specify the information/wording considered to be confidential/commercially sensitive
	Click here to enter text.
	4
	Reasons/justifications for information being confidential/commercially sensitive
	Click here to enter text.
	5
	Timescale which information under (3) shall be confidential
	Click here to enter text.
	6
	Specify Exemption
Confidential or
Commercially Sensitive
	Click here to enter text.









E. 
FORM OF TENDER
To:	The Wellspring Academy Trust (the ‘Client’)
I/We the undersigned, having examined and understood your Instructions for Tendering, the Form of Tender, the Statement of Requirements, the Pricing Schedule, the Freedom of Information Schedule and the Sub-Contracting Arrangements document and the Appendices (the “Tender Document”) hereby tender for the provision of a Solution (the ‘Solution’). 
I/We (the ‘Tenderer’) offer, and if this Tender is accepted, agree to execute, complete and maintain the whole of the Solution e in respect of the above as described in, and in strict accordance with, and subject to, the documents specified at paragraph one (1) above, which I/we have carefully examined. 
In the event of acceptance of this Tender I/We agree to execute on request my/our Tender submissions, the Statement of Requirements, the Pricing Schedule and other documents on the terms referred to in the Tender Document.  Until and unless such an agreement is executed, your written acceptance together with the above documents and the Tender Document will constitute the Call Off Contract between us.
I/We understand that you may accept more than one Tender, which may not include the lowest or may accept a tender or tenders in whole or in part or may not accept any Tender whatsoever.  No Tenderer will be reimbursed for any costs incurred in submitting a Tender.
I/We agree that my/our tender shall be submitted on the preconditions stipulated in the Instructions for Tendering.
I/We agree that in consideration of payment to me/us by the Client l of one Pound Sterling (£1.00) (receipt of which is hereby acknowledged) this Tender, without modification, shall remain open for acceptance by the Client for a period of six (6) months from the date stated for delivery or receipt of Tenders.
In recognition of the principle that the essence of selective tendering is that the Client  shall receive bona fide competitive Tenders form all those tendering I/WE CERTIFY THAT:
a) The Tender submitted herewith is a bona fide tender, intended to be competitive.
b) I/We have not fixed or adjusted the amount of the tender under or in accordance with any agreement of arrangement with any other person.
c) I/We have not done, and undertake, that we will not do at any time before the hours specified for the return of the Tender, any of the following acts:
i. communicate with a person other than the person calling for this Tender the amount or approximate amount of the proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender)		
ii. enter into any agreement with any other person that he/she shall refrain from Tendering or as to the amount of any Tender to be submitted: and				
iii. offer, pay, give or agree to give any sum of money or valuable consideration directly or indirectly to any person for doing, having done, causing or having caused to be done in relation to any other Tender or proposed Tender any act or thing of the sort described above.
	TENDERER'S SIGNATURE
	 Click here to enter text.

	(full name of authorised signatory in capitals)

	 Click here to enter text.

	For and on behalf of:
	

	 Click here to enter text.

	(name of tenderers):
	

	 Click here to enter text.

	of (full address):
	
	

	 Click here to enter text.

	 Click here to enter text.

	Registered No. and Registered Office if a Company:

	 Click here to enter text.

	 Click here to enter text.

	Telephone No.
	 Click here to enter text.

	Fax
	 Click here to enter text.

	Email
	 Click here to enter text.

	Date
	 Click here to enter text.



ANY UNAUTHORISED AMENDMENT, QUALIFICATION, OR DELETION OF, OR ADDITION TO, THE TENDER DOCUMENTS ISSUED BY THE TRUST MAY INVALIDATE THIS TENDER
NO TENDER WILL BE CONSIDERED FOR ACCEPTANCE UNLESS RETURNED ELECTRONICALLY OR SEALED IN AN UNMARKED ENVELOPE AND DELIVERED TO TENDER OPENING OFFICER, WELLSPRING ACADEMY TRUST, COUNTY WAY, BARNSLEY, SOUTH YORKSHIRE S70 2JW, NOT LATER THAN 12:00HRS ON Friday 16th July 2018.
[bookmark: _GoBack]

F. SUB-CONTRACTING ARRANGEMENTS
Where the Applicant proposes to use one (1) or more Sub-Contractors to deliver some or all of the Client’s requirements, this separate appendix should be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each Sub-Contractor and the key contract deliverables each sub-contractor will be responsible for.
The Client recognises that arrangements in relation to Sub-Contracting may be subject to future change, and may not be finalised until a later date.  However, Applicants should be aware that where information provided to the Client indicates that Sub-Contractors are to play a significant role in delivering key contract requirements, any changes to those Sub-Contracting arrangements may affect the ability of the Applicant to proceed with the Mini competition process or to provide the Goods and/or Services required.  Applicants should therefore notify the Client immediately of any change in the proposed Sub-Contractor arrangements. The Client reserves the right to deselect the Applicant prior to any award of the Call Off Contract, based on an assessment of the updated information.

	Company Registration Number
	Full legal name and trading name where applicable
	Registered Address
	Organisation Size (Micro, Small, Medium, Large)
	Role of Key Sub-contractor
	Approximate % of the contractual obligations sub contracted
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