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FOL16/513: PROVISION OF BROMPTON CEMETERY STORY PLANNING AND COPYWRITING CONSULTANCY SERVICES
BACKGROUND INFORMATION & INSTRUCTIONS TO TENDERERS
1. Introduction

1.1. The eight Royal Parks, including Hyde Park, The Regent’s Park and Greenwich Park, are owned by the Sovereign and managed by The Royal Parks (TRP), an Executive Agency of the Department for Culture Media and Sport (DCMS).  More information on TRP can be found on our web site.
2. Background & History
2.1. The Brompton Cemetery Conservation Project has been part-funded by monies from the ‘Parks for People’ programme sponsored by the Heritage and BIG Lottery funders.  As a successful Round 2 applicant, TRP has now entered the delivery phase for the project and is seeking suitably qualified contractors to help deliver the vision for interpretation set out in the approved strategic Interpretation Plan, accepted as part of the bid submission by Heritage and BIG Lottery assessors.

2.2. The Interpretation Plan was compiled during the Round 1 Development phase of the project and details a strategic approach to interpretation for which the details and deliverables now need to be developed.  You are invited to review the Specification of Requirements together with the attached Interpretation Plan and to complete and submit the itemised pricing schedule and tender response document.

Please click here to find out more about the history of Brompton Cemetery.
3. TRP’s Corporate Objectives

(i) Conserve and enhance sustainably, for the enjoyment of this and future generations, our world class natural and built historic environment and our biodiversity.

(ii) Engage with our visitors, stakeholders and partner organisations and understand their views.

(iii) Manage the parks efficiently and secure investment in the parks' assets and services through an appropriate combination of government funding, commercial income and philanthropy.

(iv) Be a centre of professional excellence where people want to work.

4. TRP’s Sustainability Objectives 

4.1. Sustainability sits at the heart of everything the Parks do and features in the first corporate objective listed above.  TRP aims to become a leader in sustainability and, in order to do this, must consider the impacts of those who manage facilities on our behalf.  Our aim is to promote and embed sustainability across all of our operations.  Where applicable, TRP encourages:

· Monitoring of greenhouse gas emissions from energy usage (gas, electricity, water) and the implementation of savings projects

· Promotion of renewable energies

· Responsible waste management according to the waste hierarchy

· Sustainable procurement of goods, services and works

· Assessment  of ecological impacts of activities

· Promotion of locally sourced foods

· Programmes to support the availability of facilities to vulnerable groups

4.2. Currently, all TRP Parks are accredited to ISO 14001 and each year TRP sets its own environmental objectives that are derived from the environmental risk assessment process (aspects and impacts register).  Concessionaires are encouraged to emulate the systems and practices outlined by an environmental management system and to consider their contribution to TRP’s environmental objectives.

4.3. TRP’s EMS targets and objectives can be requested from our Sustainability Manager.  Please approach the TRP Sustainability Manager for support and advice on how to further embed sustainability into daily management processes.
5. Budget

5.1. Estimated figures for the overall cost for delivery of interpretation are included in the attached Interpretation Plan and cannot be exceeded. We are looking for competitively priced bids offering the best value for carrying out the story planning and copywriting work.
6. Contract Duration

6.1. The services need to be delivered over a 12 month period from the beginning of November 2016 until the end of October 2017. 
7. The Tender Process

7.1. Tender documentation: the Tender Pack comprises the following documents:

1) Background Information & Instructions to Tenderers

2) Specification of Requirements

3) Pricing Schedule

4) Terms and Conditions of Contract

5) Tender Response Document 
6) Form of Tender

7) Tender Return Label

The Specification of Requirements should be read in conjunction with the Brompton Cemetery Interpretation Plan.

7.2. Clarifications: if tenderers require answers to queries raised during the tender period, they must be emailed to: procurement@royalparks.gsi.gov.uk.  All questions and answers will be forwarded by e-mail to all tenderers.

7.3. Alterations: the tenderer may not alter any of the documents.  Completed pricing schedules must be submitted in Excel rather than in Acrobat format.
7.4. Incomplete tender: tenders may not be considered if the complete information called for is not given at the time of tendering.

7.5. Tender address label: this is enclosed in the tender pack and must be used.  Envelopes/packages should be plain and bear no reference to the tenderer's name; franking machines which automatically print the company name should not be used.  Tenders without the label or in envelopes which in any way identify the tenderers will not be considered.

7.6. Return of tenders: it is the tenderer’s responsibility to ensure that their tender is delivered no later than the tender submission deadline.  Tenders received after this time will automatically be rejected.  Tenders are to be delivered to:

The Procurement Office
The Royal Parks

The Old Police House

Hyde Park

London

W2 2UH

BY 14:00 hours on Friday, 14th October, 2016
NOTE: couriers sometimes have difficulty locating our offices in the middle of Hyde Park, which must be approached from West Carriage Drive.

7.7. Number of tenders: one electronic copy (our systems are compatible with Office 2007) of your tender should be submitted on either CD-Rom or memory stick.  Individual electronic files sizes should be kept below 10Mb wherever possible.

7.8. Email and fax: tenders will not be considered if despatched by email or fax.

7.9. Highest scoring tender: TRP does not bind itself to accept the highest scoring or any tender.

7.10. Basis of prices: all prices must be quoted on the basis indicated in the accompanying documents and should exclude VAT.  Tenderers should also include any assumptions they have made when assessing costs.

7.11. Award criteria: the contract will be awarded to the tenderer who makes the Most Economically Advantageous Tender.  Tenders will be assessed using the criteria and weightings as detailed in section 9 of this document.

7.12. Confidentiality of tenders: please note the following requirements, any breach of which will invalidate your tender:

(i) You must not tell anyone else, even approximately, what your tender price is or will be, before the time limit for delivery of tenders.  The only exception is if you need an insurance quotation to calculate your tender price: you may give your insurance company or brokers any essential information they ask for, so long as you do so in strict confidence.

(ii) You must not try to obtain any information about anyone else's tender, or proposed tender, before the tender submission deadline.

(iii) You must not make any arrangements with anyone else about whether or not they should tender, or about their or your tender price.

7.13. Extension of tender period: any request for an extension of the tender period must be received at least seven working days before the tender submission deadline, but no undertaking can be given by TRP that an extension will be granted.

7.14. Tender expenses and losses: TRP will not be responsible for or pay any expenses or losses incurred by any tenderer in preparing its tender.

7.15. Freedom of Information Act: we are committed to open government and to meeting our legal responsibilities under the Freedom of Information Act 2000.  Accordingly, all information submitted to us may need to be disclosed by us in response to a request under the Act.  We may also decide to include certain information in the publication scheme, which we maintain under the Act.  If you consider that any of the information included in your tender is commercially sensitive, please identify it and explain (in broad terms) what harm may result from its disclosure if a request is received, and the time period applicable to that sensitivity.
7.16. Transparency: Government has set out the need for greater transparency across its operations to enable the public to hold public bodies and politicians to account.  This includes commitments relating to public expenditure, intended to help achieve better value for money.  Suppliers and those organisations looking to bid for public sector contracts should be aware that if they are awarded a new government contract, the resulting contract between the supplier and government will be published.  In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security.

7.17. Trading names/invoicing: where invoices will be rendered by or payments are required to be made to an entity whose title differs in any respect from the title in which the tender is submitted, full details must be provided in a letter accompanying the tender.  Successful tenderers who fail to provide this information at tender stage may well experience delays in settlement of their account.

8. Timetable

8.1. The provisional tendering timetable is as follows:

	Action
	Due date

	Invitation to tender issued
	Tues 20 Sept 2016

	Tender return date
	Fri 14 Oct 2016

	Provisional contract award
	Mon 24 Oct 2016

	Voluntary standstill period
	Tues 25 Oct – Fri 4 Nov 2016

	Contract award & Commencement
	Mon 7 Nov 2016


9. Award Criteria

9.1. TRP will use an initial suitability assessment that will include pass/fail questions and weighted requirement-specific questions.  Tenderers who pass this suitability assessment will then progress to the tender stage, which will include weighted qualitative criteria and financial scoring.

9.2. To enable TRP to evaluate your tender submission, all tenderers must complete the Tender Response Document and Pricing Schedule in the format provided and return these as part of their tender including any other additional documents as requested by TRP or required to clarify their tender.

9.3. TRP will use the following price/quality ratio for Stage 2 of the evaluation.

	70%
	Quality

	30%
	Price


9.4. The detailed award criteria are provided in Tender response document and in the Pricing Schedule.
All answers given to the quality questions in the tender will be scored as follows:
	Score
	Interpretation

	0
	Does not meet the requirement
Does not comply and/or insufficient information provided to demonstrate that the Tenderer has the ability, understanding, experience, skills, resource and quality measures required to provide the supplies/services, with little or no evidence to support the response.

	1
	Reflects limited understanding
Major reservations of the Tenderer’s relevant ability, understanding, experience, skills, resource and quality measures required to provide the supplies/services, with little or no evidence to support the response.

	2
	Reflects adequate understanding
Some minor reservations of the Tenderer’s relevant ability, understanding, experience, skills, resource and quality measures required to provide the supplies/services, with little evidence to support the response.

	3
	Good understanding and interpretation of requirements. Demonstration by the Tenderer of the relevant ability, understanding, experience, skills, resource and quality measures required to provide the supplies/services, with evidence to support the response.

	4
	Excellent understanding and interpretation
Above average demonstration by the Tenderer of the relevant ability, understanding, experience, skills, resource and quality measures required to provide the supplies/services.  Response identifies factors that will offer potential added value, with evidence to support the response.


9.5. Price will be scored as follows:

1)
The mean tender price is calculated.

	E.g.
	Sum of tender Prices

	
	Number of tender Prices


2)
The % difference between the tenderer price and the mean is calculated.
	E.g.
	Tenderer Price – Mean Price
	x 100

	
	Mean Price
	


3)
The mean is given the value of 50.

a)
One point is deducted from the tenderer’s score for each percentage point above the mean.

b)
One point is added to the tenderer’s score for each percentage point below the mean.

E.g.
% Difference x –1  + Mean Value (50)

4)
Multiply price score by the agreed price weighting (30%).

10. Tender Submissions

10.1. The following documents must be included in your tender submission:

	Submission 1
	Completed tender response document – this will be used to evaluate your bid against the qualitative criteria
To include insurance certificates, financial information and CVs

	Submission 2
	Completed Pricing Schedule – this will be used to evaluate your bid against the financial criteria
To include individual lot prices together with any discounts offered should you be awarded more than one lot

	Submission 3
	Completed Form of Tender

Signed by a duly authorised person, indicating acceptance of the General Conditions of Contract and compliance with all other tender documentation


Please ensure your itemised, priced submissions and responses are comprehensive, covering all aspects demanded by the attached Interpretation Plan.
