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Contracting Authority

Guildford Borough Council
Request for Proposal 
CONTRACT FOR THE PROVISION OF
EMPLOYER’S AGENT SERVICES
RIBA STAGES 4-7

IN CONNECTION WITH THE RE-DEVLOPMENT OF THE FORMER APPLE TREE PUBLIC HOUSE
REF: 160117ATEA/NHMS/RD
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1.
Instructions to Suppliers
Guildford Borough Council (“the Authority”) invites you to submit a proposal for the services as specified in Section 3 Statement of Requirements.
Proposal Documents:
1.1 The Supplier shall examine all of the instructions, forms, Terms and Conditions and specifications that comprise the request for proposal documents. Unless all of the submissions and information required are provided by the Supplier, it shall be deemed that the proposal is non-compliant and it may be rejected.
1.2 Whilst every endeavour has been made to give the Supplier an accurate description of the requirements, Suppliers should form their own conclusions about the methods and resources needed to meet those requirements. The Authority does not accept responsibility for the Supplier’s assessment of the systems or services.

Timetable:
1.3 Please find below a programme of the contract award process that the Authority will be following. 

	Item
	Description
	Date

	1
	Issue request for proposals
	16 January 2017

	2
	Submission return deadline
	12:00 noon 17 February 2017

	3
	Proposals Evaluation
	20 February to 03 March 2017

	4
	Notification to Suppliers and award of Contract
	10 March 2017

	5
	Contract starts
	27 March 2017


Table One: Contract award process timetable
1.4 Please note this programme is only a guide, dates are provisional and may be subject to amendment at any stage. Suppliers will not be entitled to claim any costs or expenses from the Authority as a result of any decision to change any element of this programme, or which they may incur in preparing the tender including those associated with site visits and presentations, whether or not the proposal is successful.  
1.5 The Authority is a public authority within the meaning of the Freedom of Information Act 2000 (“FOIA”). Suppliers should note that all information received by the Authority may be subject to requests under the FOIA.  Although the Authority will seek to consult the company prior to disclosing information, responsibility for decisions to disclose recorded information will rest with the Authority. Such decisions are subject to the jurisdiction of the Information Commissioner, the Information Tribunal and ultimately the Courts.  More information concerning the FOIA is included in the Terms and Conditions.
1.6 Proposal documents, or any contract resulting from them, must not be transferred to anyone other than the organisation named in the request for proposal without prior approval of the Authority.
1.7 Suppliers are required to adhere to the terms in the Agreement and Declaration of the Form of Tender.


Submitting a proposal 

1.8 Two paper and one electronic copy of the proposal must be provided to the Authority at the following address:

Director of Community Services. Guildford Borough Council, Millmead House, Millmead, Guildford, GU2 4BB
1.9 Please clearly mark your submission package ‘Tender: Apple Tree EA’. You should not include any other identifying marks on the submission package
1.10 The proposal submission must be received by 12:00 noon on 17 February 2017  
1.11 Any proposals received after the deadline will be rejected. If you wish to submit a response and believe that you may be unable to meet the deadline you must contact Guildford Borough Council as soon as possible before the deadline to notify us of the problem. You should contact us via email, rachel.dawson@guildford.gov.uk, please do not submit any proposals via this email address.
1.12 All documents and correspondence relating to the proposal must be written legibly and in English.
1.13 Suppliers must provide a response to the requirement by submitting a proposal in the specified format and containing the requested information.
1.14 The proposal may include annexes.  Such annexes may contain product or company brochures where the Supplier considers these necessary.  Generic documentation or advertising literature must not be submitted. 
1.15 The proposal submission must include the return of a fully completed Section 4 Annex A - Supplier’s Response.
1.16 The Business Questionnaire is a mandatory document that needs to be completed by the Supplier. 
1.17 Where a Supplier fails to satisfactorily answer a question in the Business Questionnaire, then the whole proposal submission may be deemed as failed.
1.18 All specifications, plans, drawings, samples and patterns issued in connection with the request for proposal remain the property of the Authority and are to be used solely for the purpose of this competitive process.

Amendments to the Request for Proposal documents
1.19 At any time prior to the deadline for receipt of submissions, the Authority may modify the Request for Proposal documents by amendments. 
1.20 Any such amendments will be ratified in writing to all prospective Suppliers, in sequentially numbered communications, and will be binding on them. 
1.21 The Authority may extend the deadline for Suppliers to allow for significant amendments to be fully assessed and taken into account. 
             Modification and withdrawal of submissions
1.22 The Supplier may modify the submission prior to the deadline. No submission may be modified after the deadline for receipt. 
1.23 Submissions may be withdrawn at any time before notice of the Award of Contract, providing such intention is expressed in writing (including email or fax) to the Authority.

2. Proposal Evaluation Guidance
2.1 The proposal submissions will be assessed to determine the most economically advantageous bid.  Quality elements will make up 50% of the final score, and the commercial element will make up 50% of the final score.

An initial check of responses will be carried out, and responses that fail to meet the requirements listed below will be non-compliant and may be rejected.

2.2 Submission of full response including the following:

2.2.1 Inclusion of necessary Forms of Tender:

· Form of Tender Part I - The Authority must have confirmation that this is a bona fide proposal and that the bidder is a making a firm offer open to acceptance within the stipulated period.
· Form of Tender Part II is not required unless the applicant company is a subsidiary company and/or subject to operational control by another entity.

2.2.2 A response to the Statement of Requirements must be provided as detailed in Section 3.
2.2.3 Submission must be provided in the format indicated in the Supplier’s Response Section 4 – Annex A.

2.2.4 A completed Price Schedule must be provided, as set out in Section 5 Annex B, otherwise a comparative evaluation cannot take place.
2.3 Proposals will be evaluated, by the Evaluation Panel, using the methodology detailed below.

Quality Element 
2.3.1 The quality element will be assessed on the Supplier’s responses as indicated in Section 4 – Annex A.
2.3.2 The Evaluation Panel will assess the Supplier’s responses based on the evaluation matrix in Section 6 - Annex C. 
Commercial Element
2.3.3
Price will be evaluated on the basis of the whole-life cost for the provision of the solution.

2.3.4
The tender assessed as providing the lowest overall price will be awarded the maximum score and other prices will be scored as a proportion of the lowest price. Please refer to Section 5.2 of this document.
2.3.5
The Authority reserves the right to query and/or reject any proposal which prices are unusually low. 

2.4  
The Evaluation Panel will appreciate tenders that are clear, concise, relevant and do not include standard documents that have no contractual value.

2.5  
The Evaluation Panel reserves the right to ask some or all of the tenderers to undergo post-tender evaluation activities, including organising site visits and giving presentations, though other activities may be required.

2.6  
The Authority may seek written clarification of any ambiguity that arises during any stage of the process and this will form part of the final contract.
2.7  
The Authority may invite Suppliers to an interview with members of the evaluation panel. The interview will bear no marks but will help the panel clarify information provided in the written submission. 

2.8  
Suppliers that are unsuccessful in being shortlisted for an interview, or other activities, may be notified at this point that they are no longer being considered in relation to the tender.
3. Statement of Requirement
3.1 Introduction

The Authority is bringing forward a scheme to redevelop a site in Park Barn, Guildford, to provide new council homes.
Planning permission has been granted for the scheme, which will provide the following:

· 1 x 2 storey block of ten apartments (4 x 2 bed and 6 x 1 bed)

· 1 x 3 storey block of eight apartments (3 x 1 bed and 5 x 2 bed)

· Associated car parking, recycling area, cycle store and new landscaping

The planning application documents can be viewed online at www.guildford.gov.uk
The planning reference number is 16/P/00802.
The site is currently occupied by a vacant pub.

The Authority is currently in the process of decommissioning the building so that the building can be demolished.

Once complete, the Authority wishes to procure a construction contract to build out the scheme. 
3.2 Summary of requirements

The Authority wishes to procure an Employer’s Agent to provide services including the following:

· Preparation of Employer’s Requirements and associated Tender Documentation for the procurement of the demolition and construction contracts
· Administration of tender processes for demolition and construction contracts, in accordance with the Authority’s Procurement Rules and the Public Contract Regulations

· Administration of demolition and construction contracts until end of rectification period

3.3 The requirements

A detailed scope of service is provided at Annex G.
3.4 Location

The scheme is located in the Park Barn area of Guildford. The Supplier will be required to attend meetings at the Authority’s offices in central Guildford, as well as undertaking regular visits to the site during the demolition and construction works.
3.5 Contract duration

The Authority’s current expectations are that the estimated contract duration will be approximately 36 months. 
This based on the following:

· Stage 1: 6 months – preparation of Employer’s Requirements / Tender Docs, administration of demolition contract tender process, completion of demolition contract works, administration of construction contract tender process
· Stage 2: 18 months – estimated construction duration

· Stage 3: 12 months – rectification period

The Authority wishes to obtain from Suppliers, a lump-sum price for the provision of the above services.

3.6 Invoice timings and payment form
Payments will be made via BACs on monthly basis following receipt of the Supplier’s invoice. Invoices will be issued in accordance with an agreed monthly fee drawdown schedule.

The Authority’s standard payment terms are 30 days.
4. Annex A – Supplier’s response (Quality Element 50%)
4.1 Response Requirements
The submission must be clearly structured according to the format given below and must be headed Sections 1, 2, 3 etc. The information provided will be an important factor at the evaluation stage and Suppliers should ensure that they have provided the information requested in full.

1.
Service Delivery Proposal

2.
Timescales

3.
Project Team
The Supplier is required to produce responses, which clearly describe how it is proposing to undertake the services


4.2 Section 1: Service Delivery Proposal

a. Provide your proposal for delivery of the requirement as detailed in Section 3: Statement of Requirement.
b. Provide detailed examples of similar work that you have undertaken (two examples) in order to provide us with an appreciation of your abilities to successfully fulfil this contract. Please use the attached ‘Similar Work’ form to provide this information.
c. Please address how you will ensure value for money throughout the life of the contract.
d. Please also outline your understanding of the key risks for the project and suggestions for mitigation.

4.3 Section 2: Implementation Plan and Timescales

a. Provide an outline of how you propose to meet the Authority’s timescales. 
b. Provide details of the implementation plan that shows how you propose to meet key deadlines.

4.4 Section 3: Project Team
a. Provide details of key personnel who will carry out the work, with brief descriptions of their roles and responsibilities.
b. Provide details of any sub-contractors that you would propose to use for this work.
c. Provide details of your proposed quality control systems.

4.5 Quality Scoring Methodology

The response for each Section will be awarded a score based on the following scale:

	Score
	Judgement
	Interpretation

	9-10
	Excellent 
	Exceptional demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to provide the services. Full evidence is provided to support the response. 

	7-8
	Good 
	Above average demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to provide the services. Majority evidence provided to support the response. 

	5-6
	Acceptable 
	Demonstration of the relevant ability, understanding, experience, skills, resource and/or quality measures required to provide the services, with some evidence to support the response. 

	3-4
	Minor Reservations 
	Some minor reservations of the relevant ability, understanding, experience, skills, resource and/or quality measures required to provide the services, with little or no evidence to support the response. 

	1-2
	Serious Reservations 
	Considerable reservations of the relevant ability, understanding, experience, skills, resource and/or quality measures required to provide the services, with little or no evidence to support the response. 

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

Or failure to submit a response.



A maximum score of 30 is available for the Quality Element of Supplier’s Responses. The resulting score out of 30 will then be converted to a score out of 50 using the following calculation:


( Awarded Score / 30 ) x 50 = Total Quality Score

5. Annex B - Pricing Schedule (Commercial Element 50%)
Provide a total proposal cost (including all fees and expenses) in Section 5.1 below. You should include your lump sum fee for completion of each of the identified work stages.

The rates entered in the Pricing Schedule shall include all the costs that the Authority will pay in order for the Supplier to fully provide the requirements of the Contract, including all incidental and travel/accommodation expenses. No other costs will be paid by the Authority. The total cost shall be for the duration of the contract.

The prices provided shall be exclusive of VAT.

5.1 Lump Sum Fees

Please complete the information requested below.

	Item
	£ (exc VAT)

	Stage 1
	

	Stage 2
	

	Stage 3
	

	TOTAL exc VAT
	


5.2 Scoring


The bidder who submits the lowest overall price will receive the full score of 50 points.

Other bids will be scored according to their relation to the lowest bid, using the following formula:

	(
	Lowest Price Tendered
	)
	x
	Price Weight (50)
	=
	Price Score

	
	Tendered Price
	
	
	
	
	


For example if the bidder being scored submits a price of £3,598.00 and the lowest bid is £2,859.90 then the calculation is as follows:

	(
	£2,859.90
	)
	x
	50
	=
	39.74

	
	£3,598.00
	
	
	
	
	


6. Annex C – Evaluation Matrix 
An example evaluation matrix is included below:

	Criteria
	Maximum Score
	Proposal 1
	Proposal 2
	Proposal 3

	Section 1: 
	10
	6
	8
	9

	Section 2:
	10
	7
	9
	6

	Section 3:
	10
	5
	8
	8

	Total Score 
	30
	18
	25
	23

	Weighted Score 
	50
	30.00
	41.67
	38.33

	Total Price (ex. VAT)
	
	2859.90
	3598.00
	3205.95

	Price Score
	50
	50.00
	39.74
	44.56

	Total Score
	100
	82.50
	83.49
	84.56


7. Annex D – Business Questionnaire
	A
	Company information

	1.

	Trading Name and Address:


	2.

	Registered Company Name and Address (If different from the above): 


	3.

	Registration Number (if any): 


	4.

	Date of formation or registration: 


	5.

	Please respond ‘Yes’ in the relevant box to indicate your trading status.
	A public limited company
	

	
	
	A limited company
	

	
	
	A limited liability company
	

	
	
	Other partnership
	

	
	
	Sole trader
	

	
	
	Other please specify
	

	6.

	Please respond ‘Yes’ in the relevant boxes to indicate whether any of the following classifications apply.


	Voluntary, Community and Social Enterprise (VCSE)
	

	
	
	Small of Medium Enterprise (SME)*
	

	
	
	Sheltered Workshop
	

	
	
	Public Service Mutual
	

	7.
	Is any manager or person responsible for submitting this tender related to a person employed by, or a Member of, Guildford Borough Council? If so, please give details.   
	Yes / No

	B
	Insurance

	1.
	Please provide confirmation that you either have, or will have if awarded the contract, the required levels of insurance.

	
	Insurance Type
	Required Level
	Self-Certify
	Level of insurance held if less than the required

	
	Public liability 
	£5,000,000
	Yes / No
	

	
	Employers Liability 
	£10,000,000
	Yes / No
	

	
	Professional Indemnity
	£2,000,000
	Yes / No
	

	
	If your business’s tender is successful, proof of adequate insurance cover will be required.


	C
	Grounds for Exclusion

	1.
	Mandatory Exclusions

The Contracting Authority will exclude suppliers if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved).

	
	Within the past five years has your, Directors or partner or any other person who has powers of representation, decision or control been convicted of any the offences listed in regulation 57-1 (a-n) of the Public Contracts Regulations 2015?
	Yes / No

	2.
	Discretionary Exclusions

The Authority may exclude any Supplier who answers ‘Yes’ in any of the situations set out in this section.

	
	Within the past three years, please indicate if any of the situations listed in regulation 57-8 (a-i) of the Public Contracts Regulations 2015 have applied, or currently apply, to your organisation?
	Yes / No

	3.
	If you have responded yes to either question C1 or C2, please give details below of which exclusion criteria apply.

	
	


8. Annex E - Forms of Tender
The following forms need to be signed and submitted on company headed paper.
FORM OF TENDER – PART I

THE AGREEMENT and DECLARATION

(To be typed on Contractor’s letter headed paper)

Dear Sirs/Madams
160117ATEA/NHMS/RD: PROVISION OF EMPLOYER’S AGENT SERVICES (RIBA STAGES 4-7) IN CONNECTION WITH THE RE-DEVLOPMENT OF THE FORMER APPLE TREE PUBLIC HOUSE
TO GUILDFORD BOROUGH COUNCIL
Having examined the proposed Contract comprised of the documents below published in your request for proposal on 16 January 2017:
1.  
Statement of Requirements


2.  
Annex A – Supplier’s response

3.  
Annex B – Pricing Schedule

4.  
Annex C – Evaluation Matrix

5.  
Annex D – Business Questionnaire
6.  
Annex E – Forms of Tender
7.  
Annex F – Terms and Conditions
8.   Annex G – Scope of Services
We offer to enter into a contract with Guildford Borough Council (hereinafter referred to as “the Authority”).
We undertake to keep the tender open for acceptance by the Authority for a period of (120) days from the return date.

We declare that this is a bona fide tender, intended to be competitive, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  We further declare that we have not done and we undertake that we will not do any of the following acts prior to award of this Contract:

(a)  
Communicating to a person, other than the person calling for these tenders, the amount or approximate amount of the proposed tender;

(b)  
Entering into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted;

(c)   
Offering or paying or giving or agreeing to pay or give any sum of money or consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of this sort described at (a) and (b) above.

Unless and until a formal Agreement has been executed by us both, in substitution therefore your written acceptance of this tender with all its enclosures shall constitute a binding contract between us.  We understand that you are not bound to accept the lowest or any tender.

	Signed:
	
	Position:
	

	Name:
	
	Date:
	

	Duly authorised to sign tenders for and on behalf of:

	Company:
	


FORM OF TENDER  -  PART II  -  PARENT COMPANY GUARANTEE

(To be submitted in full on Contractor's ultimate Holding Company's letter headed paper)

Dear Sirs/Madams
160117ATEA/NHMS/RD: PROVISION OF EMPLOYER’S AGENT SERVICES (RIBA STAGES 4-7) IN CONNECTION WITH THE RE-DEVLOPMENT OF THE FORMER APPLE TREE PUBLIC HOUSE
TO GUILDFORD BOROUGH COUNCIL
With reference to the tender for the above services submitted by [insert name of Contractor] (hereinafter referred to as "the Contractor"), as a condition of the Authority entering into a contract (hereinafter referred to as "the Contract") with the Contractor for the above services, we, as the Contractor's ultimate holding company, do hereby enter into the following unconditional and irrevocable undertakings with the Authority.  That on condition that the Authority enters into the Contract with the Contractor for the above services and in consideration of the same:

1.  
The Contractor shall perform all its obligations contained in the Contract;

2.  
If the Contractor shall in any respect fail to perform the said obligations contained in the Contract or commits any breach thereof, we shall ourselves perform on simple demand by the Authority or take whatever steps may be necessary to achieve performance of the obligations under the Contract of the Contractor and shall indemnify and keep indemnified the Authority against any loss, damages, costs and expenses howsoever arising from the said failure or breach for which the Contractor may be liable;

3.  
We shall not be discharged or released from our undertakings hereunder by any waiver or forbearance by the Authority whether as to payment, time, performance or otherwise;

4.  
This guarantee shall be unconditional and irrevocable and shall continue in force notwithstanding any variations or additions to or deletions from the scope of services to be performed under the Contract until all the Contractor's obligations there under have been performed; and

5.   
This document shall be construed and take effect in accordance with the Law of England and Wales and shall be subject to the Courts of England and Wales.

	Signed:
	
	Position:
	

	Name:
	
	Date:
	

	
For and on behalf of:
	
[insert name of the Contractor's ultimate holding company]


9. Annex F – Terms and Conditions
See attached Doc
10. Annex G – Scope of Services

See attached Doc
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