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Document One

QUOTATION PROCEDURES - INSTRUCTIONS AND INFORMATION
1
These instructions are designed to ensure that all contractors’ submissions 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 Mostyn Coombes Parks Manager on 01722 342703 mcoombes@salisburycitycouncil.gov.uk  if you have any doubts as to what is required or you have difficulty in providing the information requested. 
Contract 

2
The contract is to remove an existing skate ramp (half pipe) and supply and install a new skate ramp for Salisbury City Council’s Bishopdown Recreation ground.
Incomplete Quotation
3
Quotations may be rejected if the information requested is not provided.
Returning Quotations
4
Quotations must be posted to Annie Child, City Clerk, Salisbury City Council, the Guildhall Market Place Salisbury SP1 1JH and be clearly marked with the following reference: Bishopdown Skate Ramp. Quotations must be received by 12 noon on Friday 21st February 2020 tenders should not include any external indicators or markings that could identify the company submitting the tender.
Acceptance of Quotations
5
By issuing this invitation Salisbury City Council is not bound in any way and does not have to accept the lowest or any Quotation.

Inducements

6
Offering an inducement of any kind in relation to obtaining this or any other contract with the Council will disqualify your Quotation from being considered and may constitute a criminal offence.

Confidentiality of Quotations
7
Please note the following requirements, you must not:

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

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

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

Failure to comply with these conditions may disqualify your Quotation.
Costs and Expenses

8
You will not be entitled to claim from Salisbury City Council any costs or expenses which you may incur in preparing your Quotation whether or not your Quotation is successful.
Evaluation Criteria
9         The principal purpose of the Quotation evaluation process is to determine the Quotation 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 Quotation process:

(ii) The criteria for evaluation is established and communicated to persons preparing the quotation and remains consistent and objective throughout the process.

(iii) The evaluation process will be documented and evidenced to demonstrate that the evaluation was properly conducted.

 Award Criteria

10      The contract for the supply and installation of playground equipment 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 60% Price and 40% quality.

 Quotation Evaluation - Price 
  All returned Quotation 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.
Quotation Evaluation – Quality
   All returned Quotations 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 playground equipment.
	25

	Quality – how quality is to be managed during the manufacture, supply and installation process. 
	25

	Issues Arising - Arrangements for responding to issues that may arise during the contract. 
	15

	Equal Opportunities - Contractors approach and arrangements for Equal Opportunities.
	5

	Sustainability - Contractors approach and arrangements regarding Sustainability, especially in relation to reducing compost use.
	5

	
	                     Total 100


All Quotation 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 Quotation evaluation process.
Basis of the Contract

11
QUOTATION PROCEDURES - Instructions and Information (this document) and PROJECT SPECIFICATION – Bishopdown Skate Ramp - will form the basis of the contract between the successful contractor and Salisbury City Council.
Format of Bids
12         Contractors must present their proposals in hard copy form as a Microsoft word document. A full electric copy must also be submitted. 
The quotation 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 Quotation return
Section 2       Cost of removal of existing skate ramp and supply and installation of new skate ramp. Note this must be split as follows – cost of removing existing ramp, cost to supply new skate ramp and cost to install new skate ramp.
Section 3
Management                          
Section 4        Health and Safety  
Section 5        Quality                          must address/respond to quality criteria
Section 6
Issues Arising           
Section 7
Equal Opportunities
Section 8        Sustainability

Conclusions

13
Whilst every endeavour has been made to give contractors an accurate description of the Council's requirements, contractors should make their own assessment about the methods and resources needed to meet those requirements.
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