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1. Introduction

1.1. The Royal Parks (TRP) is inviting tenders to provide Educational Services to their Horticultural Apprenticeship Scheme.
1.2. The contract duration will be 4 years from September 2017, with the option to extend for an additional 4 years.
2. TRP’s Charitable Objects

2.1. The objects of the Charity shall be for public benefit (the ‘’Objects’’) to:
(i) protect, conserve, maintain and care for the Royal Parks, including their natural and designed landscapes and built environment, to a high standard consistent with their historic, horticultural, environmental and architectural importance;

(ii) promote the use and enjoyment of the Royal Parks for public recreation, health and well-being including through the provision of sporting and cultural activities and events;

(iii) maintain and develop the biodiversity of the Royal Parks, including the protection of their wildlife and natural environment, together with promoting sustainability in the management and use of the Royal Parks;

(iv) support the advancement of education by promoting public understanding of the history, culture, heritage and natural environment of the Royal Parks and (by way of comparison) elsewhere; and
(v) promote the national heritage including by hosting and facilitating ceremonies of state or of national importance within and in the vicinity of the Royal Parks.

3. Tender Documentation
3.1. The tender pack comprises the following documents:

(i) Background Information & Instructions to Tenderers
(ii) Specification of Requirements

(iii) Pricing Schedule

(iv) Tender Response Document
(v) Supplier’s Reference Form 
(vi) Terms and Conditions of Contract

(vii) Form of Tender

(viii) Tender Return Address Label

4. Timetable

4.1. It is envisaged that the contract will be awarded as close as possible to the following timetable:
	Action
	Due date

	Invitation to tender issued
	Friday 07/04/17

	Tender submission deadline
	Monday 08/05/17

	Clarification interviews
	Monday 15/05/17 – Thursday 18/05/17

	Provisional contract award
	Friday 19/5/17

	Standstill period
	Saturday 20/5/17 - Tuesday 30/05/17

	Contract award
	Wednesday 31/05/17

	Contract mobilisation starts 
(to be confirmed)
	Monday 5th June

	Contract commencement
	September 2017 (in line with academic year)


5. Conditions of Tender Process

5.1. Tender-related queries: tender-related queries must be submitted in writing to procurement@royalparks.gsi.gov.uk at least 5 days before the tender submission deadline.  All questions and answers (Q&A) will be uploaded to the Contracts Finder web site - please check this site frequently for updates to the Q&A log.
5.2. Tender return 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 that automatically print the company name should not be used.  Tenders without the label or in envelopes that in any way identify the tenderers will not be considered.
5.3. Alterations: the tenderer shall not alter any tender documents.  Tender submissions shall be returned in the same format as they were provided, e.g. pricing schedules must be returned in Excel format rather than pdf.
5.4. Tender return: it is the tenderer’s responsibility to ensure that their tender is delivered no later than the appointed time.  Tenders received after this time will automatically be rejected.  Tenders must be sent to:

The Procurement Office

The Royal Parks

The Old Police House

Hyde Park

London

W2 2UH

BY 14:00 hours on Monday 8th May 2017
NOTE: couriers sometimes have difficulty locating our offices in the middle of Hyde Park, which must be approached from West Carriage Drive.
5.5. Number of tenders: one electronic copy (our systems are compatible with Office 2007) of your tender should be submitted on memory stick or CD-Rom.
5.6. email and fax: tenders will not be considered if dispatched by email or fax.

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

5.8. 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.

5.9. Award criteria: the contract will be awarded to the tenderer who makes the most economically advantageous tender (MEAT).  Tenders will be marked using the criteria and weightings as detailed in  section 6 of this document.  TRP reserves the right to reject any or all of the tenders.
5.10. Expenses and losses: TRP will not be responsible for or pay any expenses or losses incurred by any tenderer in preparing its tender.

5.11. 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.
5.12. 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.

5.13. 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.
6. Award Criteria

6.1. TRP will use an initial suitability assessment – this will include mandatory/discretionary grounds for exclusion, pass/fail and weighted requirement-specific questions.  Tenderers who score at least 50% or above (50% minimum threshold) will then progress to the tender stage.  The tender stage will include weighted quality criteria and financial scoring.

6.2. To enable TRP to evaluate your tender submission, all tenderers must complete the Tender Response Document and the Pricing Schedule (please submit your pricing schedule as a separate document) 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.  Please do not submit completed pricing schedules in pdf format as this hinders TRP’s manipulation of the data.
6.3. TRP will use the following price/quality split to evaluate tenders:

	30%
	Price

	70%
	Quality


6.4. The detailed award criteria are provided in the Tender Response Document.
6.5. 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.


6.6. Notes on Pricing:

Price will be scored as follows:

(i) Calculate the mean price of the tendering suppliers.

	E.g.
	Sum of tender Prices

	
	Number of tender Prices


(ii) Calculate the % difference between the tender price and the mean. 

	Tender Price – Mean Price  
	x 100

	Mean Price
	


(iii) The mean is given the value of 50.

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

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

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

(vii) Multiply price score by the agreed price weighting.
7. Tender Submissions
7.1. Your tender submission must include the following:
	Submission 1
	Completed tender response document (must include copies of insurance certificates, financial information and CVs and any other documentation pertinent to your tender submission).

	Submission 2
	Completed Pricing Schedule

	Submission 3
	Completed Form of Tender Signed by a duly authorised person, indicating acceptance of the terms and conditions of contract and compliance with all other tender documentation


8. Clarification Meetings

8.1. Following submission of tenders, selected tenderers may be asked to attend a clarification meeting to present and answer questions on their tender response.  These meetings will take place between the 15th - 18th May and will be confirmed as soon as possible following tender evaluation.
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