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Confidentiality Statement
This document, and any attachments thereto, regardless of form or medium, is intended only for use by the addressee(s) and may contain legally privileged and/or confidential, copyrighted, trademarked, patented or otherwise restricted information viewable by the intended recipient only. If you are not the intended recipient of this document (or the person responsible for delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or copying of this document, and any attachment thereto, is strictly prohibited and violation of this condition may infringe upon copyright, trademark, patent, or other laws protecting proprietary and, or, intellectual property.  In no event shall this document be delivered to anyone other than the intended recipient or original sender and violation may be considered a breach of law fully punishable by various domestic and international courts. If you have received this document in error, please respond to the originator of this message or email him/her at the address below and permanently delete and/or shred the original and any copies and any electronic form this document, and any attachments thereto and do not disseminate further. 
Thank you for your consideration, City College Plymouth.
Where no notice is given, all information contained herein is Copyright 2017 City College Plymouth.
[bookmark: _Toc257216787][bookmark: _Toc469652560]Submission Details
[bookmark: _Toc257216788][bookmark: _Toc469652561]Submission Deadlines	
All submissions for responding to this|Request for Quote must be submitted via email as stated below, no later than:
Tuesday 16th May
12:00 Noon

Any submissions received after this date will not be considered.
[bookmark: _Toc257216789][bookmark: _Toc469652562]Submission Delivery Address
All submissions should be submitted electronically as below
[bookmark: _Toc257216790][bookmark: _Toc469652563]Submission Questions and Clarifications
You may contact the following person if you have any questions or require clarification on any topics covered in this Request for Quotation: by 11th May
Angela Bailey
Procurement Assistant
Phone: 01752 305799
Email:	tenders@cityplym.ac.uk

[bookmark: _Toc257216791][bookmark: _Toc469652564]Electronic Submissions

Electronic submissions in response to this Request for Quotation will be accepted as long as they meet the following criteria: 
Sent via email to:	tenders@cityplym.ac.uk
Document standards:
Text must be in Microsoft Word format;
Price tables must be in Microsoft Excel format (using pricing schedule in Appendix A);
Supportive evidence may additionally be submitted in PDF format;
Images, Designs, and other supporting evidence may be in either JPEG or PDF format
Signed Agreement Acceptance and Declaration.

[bookmark: _Toc257216792][bookmark: _Toc469652565]Introduction and Executive Summary
[bookmark: _GoBack]City College Plymouth is seeking to contract with a single supplier for the provision of paper across its two sites: Kings Road and Piquet Barracks.  The purpose of this request is to establish an exclusive 1 year contract with a view to extend for a further year, with a supplier of paper.
[bookmark: _Toc257216793][bookmark: _Toc469652566]Business Overview & Background
[bookmark: _Toc257216797]The College operates on two sites within the city, serving 12,897 students and employing 622 staff. The College operates year round, with opening times from 0800-2100 on some days.
 City College Plymouth’s Estate includes 2 sites;
Kings Road 24,321m2
Consisting of 8 buildings including an 8 story tower block. 
A new 5 floor 4,500m2 stem centre to open in July 2017
Picquet Barracks 1706m2
Distributed across 7 different buildings at the site including a 2 story building. 
[bookmark: _Toc463595036][bookmark: _Toc469652567]Our Vision … is where our future lies
We are a College with a national reputation for promoting enterprise, employability and science, technology, engineering and mathematics (STEM). 
[bookmark: _Toc463595037][bookmark: _Toc469652568]Our Mission … is what we focus on each and every day
To be the South West’s leading provider of innovative, technical, professional education and training by supporting partnerships for growth, raising aspirations and fostering wealth creation
[bookmark: _Toc463595038][bookmark: _Toc469652569]Background
City College Plymouth is one of the largest professional, vocational and technical colleges in the South West with a national reputation for promoting enterprise, employability and science, technology, engineering and mathematics (STEM). The College plays a central role in the educational, cultural and economic life of the region and works with strategic partners to facilitate growth, raise aspirations and foster wealth creation.
The College is dedicated to enabling local people to access both new and existing job prospects through its strong links with industry. Working in partnership with employers, the College’s training offer is practical, relevant to business needs and prepares people for the real work environment.
The College’s £13million Regional Centre for Excellence in STEM is due to open in autumn 2017. The state-of-the-art facility will provide a flexible learning environment that simulates ‘real work’ scenarios with industry-standard workshops, laboratories and studios. It will be equipped with high-tech resources to support a broader and more relevant STEM curriculum.
The most recent Ofsted inspection confirmed that the College continues to be ‘Good’ with outstanding features and this year it won the Beacon Award for the Promotion and Delivery of Successful Apprenticeships.
[bookmark: _Toc469652570]Requirement
Approximate yearly spend is £27,000
The data in Appendix A is a breakdown of the College’s requirements. It is expected that all bidders will provide prices for the items stipulated, or where an exact match is not available, a substitute that is as close as practicably possible. The data provided in Appendix A should not be considered a commitment to purchase, services will only be ordered on an ad-hoc basis, however the successful supplier will benefit exclusively from the College’s annual spend.
All products offered as part of this tender exercise will need to be compatible with the following College Printers. Please send paper sample packs to the College.

Colour Printer: 	 Konica 1085
Mono Printer: 	Konica 1052
Multi-function devices – (64 devices)
Mono machines -  Xerox 3635, 5335, 5855
Colour machines  - Xerox 7830, 7855, Colorqube 8900

Desktop colour printers – Hewlett Packard 3015
The data in Appendix A is a breakdown of the college’s paper requirements. It is expected that all tenderers will provide prices for the items stipulated, or where an exact match is not available, a substitute that is as close as practicably possible. The data provided in Appendix A should not be considered a commitment to purchase, items will only be ordered on ‘as required’ basis, however the successful supplier will benefit exclusively from the College’s significant annual paper spend.
We also require a written document which details your company offer with particular interest to the following areas.  This submitted document will be scored as per the table on page 6. 
· On-line ordering essential
· Price breaks for larger volumes, discounts available,
· Payment arrangements,
· Responsiveness, lead times, service.
· Innovative suggestions with regard a mutually beneficial arrangement following the initial one-year contract period,
· Sustainability,
· [bookmark: _Toc469652571]Potential partnering arrangements with regard to student work experience, apprenticeships and working partnerships.
Pricing	
[bookmark: _Toc257216798]Bidders should provide their pricing for each of the key products in Appendix A, quoting where possible a range of price breaks. Pricing should also be provided for your full range of items.
Prices should be firm and valid for at least the initial contract period (1 year) and not subject to increase or escalation of any kind throughout the contract.
[bookmark: _Toc469652572]Terms and Conditions	
The College’s normal business terms are 1-2 months from the date of invoice.  Payment will become due subject to the above upon the College’s full acceptance of the goods/services.   This Request for Quotation and any resulting purchase order will be subject to the College’s General Terms and Conditions of Purchase of Goods/Services – see appendix B.
[bookmark: _Toc469652573]Validity	
Bidder’s offers should be open and valid for acceptance for a period of no less than ninety [90] days from the date of submission.
[bookmark: _Toc469652574]Freedom of Information Act 2000 	
Under the Freedom of Information Act 2000 the College cannot guarantee that information provided by bidders during the course of this RFQ procedure or any resulting contract will be held a confidential.  The College will not routinely release information to interested parties unless required to do so in order to meet our statutory obligations. 
[bookmark: _Toc257216799][bookmark: _Toc469652575]Selection Criteria
The successful supplier will have provided the Most Economically Advantageous Tender (MEAT) to the college. It should be noted that the bidder with the lowest submitted prices will not necessarily be down-selected.  All bidders will be notified via email of the results of the outcome no later than 20th June 2017. The date of contract award will be provided within that email.
The marking criteria are as follows:
	Category
	Weight
	Element Weight

	Price
	85%
	

	Service inc. on-line ordering
	7%
	

	Added Value
	5%
	

	Sustainability
	3%
	



Please see table below for more details on the scoring method.
Award Price, Reports, Added Value and Training

	Assessment
	Score
	Interpretation

	Excellent
	4
	Comprehensive response supported by examples 
Description fully supported by details that demonstrate the applicant’s ability to provide the required services.

	Good
	3
	Broad response supported by relevant examples.
Description well supported by details that demonstrate the applicant’s ability to provide the required services.

	Satisfactory
	2
	Reasonable response supported by some evidence.
Description adequately supported by details that demonstrate the applicant’s ability to provide the required services.

	Poor
	1
	Limited response not well supported by evidence.
Description inadequately supported by details that demonstrate the applicant’s ability to provide the required services.

	Unacceptable
	0
	No response or insufficient information provided.





[bookmark: _Toc469652576]Assessment of Quotations	
Bidders must ensure that their quotation fully addresses all information requested within this MQ document. Bidders must ensure that any quotation fully meets the specification required.   The College reserves the right to discount any quotation which does not fully meet the specification. 

The College reserves the right to seek clarification with bidders upon receipt of quotations. 
[bookmark: _Toc469652577]Agreement Conditions Acceptance and Declaration
Bidders are required to sign and return the attached Agreement Conditions Acceptance and Declaration. 

[bookmark: _Toc469652578]Supporting Documentation
Appendix A: Pricing Schedule
Appendix B: City College Plymouth Standard Terms & Conditions
Appendix C : Suitability Questionnaire


[bookmark: _Toc469652579]Agreement Conditions Acceptance and Declaration
Agreement for the Provision:	Provision of paper

I/We the undersigned DO HEREBY UNDERTAKE to provide the Goods/Services upon and subject to City College Plymouth’s standard terms and conditions set out in Appendix B, together with the Specification and the pricing and rates contained in our quote and all other Agreement Documents as are contained or incorporated herein. 

I/We agree to establish and maintain appropriate business standards, procedures and controls including those necessary to avoid any real or apparent impropriety or to prevent any action or conditions which could result in conflict with the College’s best interests. 

I/We declare that we have not offered to pay or to give or agree to pay any sum of money or valuable consideration directly or indirectly to any person nor entered into any agreement or arrangements with any person that he/she shall refrain from quoting or as to the amount of any quote to be submitted. 

I/We agree that we have satisfied ourselves before submitting this quote as to the correctness and sufficiency of the pricing/rates quoted. 


DATE		
COMPANY* (1) Signature:		
Name:		
Position in Company:		
For and on behalf of:		
		
		
(Print Company's full name and registered number)
*NOTE:
i) An electronic or typed signature will be accepted. 
ii) Where the bidder is a limited company the Quote and this Declaration must be signed on behalf of the company by an authorised officer whose designation must be stated and the address of the registered office of the company must be given.
iii) In the case of a partnership the names of all the partners must be given on a separate sheet and attached to this Request for Quote and the Quote and this Declaration must be signed by one of the partners on behalf of the partnership.
iv) Where the supplier is a private firm the Quote and this Declaration must be signed with the firm's name.
City College Plymouth
9th May 2017
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