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INVITATION TO TENDER

Using an 

Open Procedure 



For
                                      Devonshire Quarter  
                     External Signage Contract
ENQUIRIES

Enquiries concerning this Invitation to Tender should be referred to the Council via the In-Tend portal.
INSTRUCTIONS FOR TENDERING

IMPORTANT INFORMATION

This Invitation to Tender (“ITT”) must be read as one document.  Eastbourne Borough/Lewes District Council (“the Council”) will not accept liability for any action arising from the reading of any schedule, section paragraph or part out of context.

Failure to comply with any element of the Instructions for Tendering may, at the Council’s sole discretion, render the applicant’s submission liable to be deemed non-compliant

Except where otherwise stated, every tender received by the Council shall be deemed to have been made subject to the terms and conditions of the Tender Documents. 

1. 
COMPLETION OF TENDER DOCUMENTS

1.1
Eastbourne Borough Council invites tenders for the technical design, fabrication and installation of external signage at Devonshire Park Quarter.  

1.2
The contract is expected to be completed by 22th March 2019 commencing on 7th January 2019.    

1.3
Whilst every attempt has been made to provide all the necessary and correct information, it is the responsibility of candidates to obtain for themselves, at their own expense, information necessary for the preparation of their tenders.  The Council will not accept liability for any incorrect or missing information.

1.4
Applicants may raise questions and seek clarification of this tender document with the Council via InTend up to seven days prior to the tender closing date.  Any clarifying information will be given to all applicants periodically up until the deadline. In case of difficulty using the In-Tend system, please contact Rachel.ayres@eastbourne.gov.uk
1.5
Should tenderers wish to visit the site then this can be arranged by contacting Paul Quanstrom at Paul.Quanstrom@lewes-eastbourne.gov.uk. Please note that he will only provide access to the site at the site visit.  Any specific questions must be submitted in accordance with 1.4 above.

1.6
The Tender Documents consist of 

· This Invitation to Tender
· Form of Tender 
· Collusive Tendering Certificate
· Guarantee Undertaking and Parent Company Guarantee
· Standard Selection Questionnaire (SQ)

· Tender Response Form 

· Pricing Schedule Form of Quotation & 
· Agreement to the Terms & Conditions of Contract

· Draft Conditions of Contract 

· Specification

1.7
Your tender must be made on the Form of Tender attached and accompanied by
· A completed Suitability Assessment Questionnaire
· A completed Pricing schedule in the form set out below
· A completed and signed Collusive Tendering Certificate as set out below

· A completed Guarantee Undertaking in the form set out, executed by the contractor's ultimate holding company to provide a Deed of Guarantee and indemnity NB this in NOT to be signed by the tenderer;

· A completed Tender Response Form attached
· A copy of your audited accounts for the last three years
· Any other relevant information (e.g. as set out in 1.9, 2.2, 4.5 and Schedule 4 below).

1.8
Applicants should tender for all the work included in the Specification.  If the applicant considers that he can offer any advantage by the submission of an alternative offer he may do so, but will only be considered if it constitutes a fully priced alternative tender and is submitted in addition to a tender in accordance with the Tender Documents.

1.9
The Council expects that the information provided will allow applicants to submit tenders which are not qualified, conditional or accompanied by statements which could be construed as rendering them equivocal.  Insofar as applicants wish to submit tenders that are qualified or conditional, these should be set out in a separate schedule detailing:

a) items of their tender which do not conform with the Specification and/or Conditions of Contract;
b) the impact on their tender (as shown by the pricing schedule) if the applicants’ alternative approach is not accepted by the Council.

1.10
Any amendments offered by or on behalf of an applicant shall, if inconsistent with the terms and conditions of the Tender Documents, be deemed to have been rejected by the Council, unless expressly accepted in writing. 

1.11
All documents requiring a signature must be signed by a director of the applicant company or by secretary of the company, such person being duly authorised for the purpose.

2
PRICING 

2.1
The prices inserted in the Pricing Schedule shall be the fully inclusive value of the work described under the appropriate items, including all costs and expenses which may be required to provide a satisfactory service in accordance with the Specification, contract conditions and all other contract documents.

2.2
Applicants should clearly state any assumptions made in the pricing of their services.

2.3
The Council will not pay the contractor for any time spent travelling or any travelling costs and candidates should include sums for these in their prices, as they consider appropriate.

2.4
Prices should be submitted exclusive of Value Added Tax.

2.5
Following receipt of tenders, they will be arithmetically checked.  Any arithmetical errors will be corrected, and a revised Tender Total calculated with the rates remaining unaltered.  Applicants will be notified of any errors and amendments and asked either to confirm the revised Tender Total or withdraw their tender.  Applicants may be required to produce the build‑up of the rates and prices entered in the tender.

2.6
Should it transpire after the Contract has been let that there are numerical mistakes in the Pricing Schedule accompanying the accepted tender, there shall be no rectification of any errors in the descriptions, rates and prices inserted by the Contractor in their Pricing Schedule.

3
ADDITIONAL INFORMATION

3.1
In support of the tender, applicants are required to provide the information requested in the Tender Response Form.

3.2
Applicants may be required subsequently to attend at the Council to be interviewed by or to give a presentation to the Council's officers as to how the service would be carried out if the applicant were successful.

3.3
Applicants are required to allow the Council's officers to visit their existing offices or other sites operated by them before the contract is awarded.

3.4
The Council will take up references before the contract is awarded.  The Council assumes that it may approach the contact name of those authorities listed in the response to the Suitability Assessment Questionnaire.

3.5  The Council reserves the right, at its discretion, to request verbal or written clarifications or further relevant information from any Applicant after the submission of responses.

4
CONFIDENTIALITY OF TENDERS

4.1
All documentation and information supplied by the Council in relation to this tender exercise shall be treated by the applicant as confidential for use only in connection with the tender and any resulting contract and shall not be disclosed in whole or in part without the prior written consent of the Council.  

4.2
Applicants are required by the Council to respect the following guidelines:

a) Not to tell anyone else, even approximately, what your tender price (the "Contract Price") is or will be, before the date of contract award.

b) Applicants must not try to obtain any information about anyone else's tender or proposed tender before the date of contract award.

c) Applicants must not make arrangements with another party about whether or not they should tender, or details of tender prices except where applicants are considering joint or team bids, which will be accepted PROVIDED THAT all participants to the discussions surrounding the bid are clearly stated in the tender response.

d) Tender documents may not be transferred to anyone, other than the company or firm to which they were sent, without the prior specific approval of the Council.

Freedom of Information Act 2000 (the "Act") & Disclosure of Information

4.3
The Council is under certain statutory obligations as a Public Authority under the Act and the Regulations.  As a consequence the Council is required to disclose, upon request, any recorded information that it holds about any person anywhere in the world unless a specific statutory exemption applies to the disclosure of such information.

4.4
This will include information about the Council's tendering process and information contained in any documentation you supply to the Council (including your tender).

4.5
If you consider that your Tender (or any other recorded information you supply to us) contains commercially sensitive information which, if it were disclosed, would prejudice your commercial interests or result in a breach of confidence, you should:

(a) clearly identify and keep separate any sections of the Tender which you would like to be kept confidential and the specific reasons why you consider they should not be disclosed

(b) provide an indication as to the duration you consider such information is to remain confidential

4.6
The Council will determine whether any information that you supply to us is exempt from disclosure pursuant to any Request for Information made under the above legislation, including any information that you have designated as commercially sensitive or confidential.  The Council will endeavour to consult with you before deciding whether or not to disclose, to any third party who has made a Request for Information pursuant to the above legislation, any information you have designated as commercially sensitive or confidential.

4.7
Applicants should note that where any tenders are expressed to be entirely confidential, in reality this will be unlikely and the Council will only treat as confidential any information contained within the tender which the Council considers being of a truly confidential nature and you are advised to take the actions referred to above. 

4.8
Please note that in addition to the above; the Council reserves the right to disclose information about the applicant or the tender itself if your submission is successful, in order to comply with its statutory obligations.  

4.9 Additionally, the Council may disclose the identity of any organisation submitting a tender, even if unsuccessful.

4.10 Except for any information which is exempt from disclosure in accordance with the provisions of FOIA, the text of any resulting Agreement, and any documents associated with such Agreement, is not confidential information. The Council shall be responsible for determining in its absolute discretion whether any part of the Agreement or its Schedules is exempt from disclosure in accordance with the provisions of the Act.

4.11 The Contractor shall be deemed to have given its consent for the Council to publish this Agreement in its entirety, including from time to time agreed changes to the Agreement, to the general public in whatever form the Council decides.


Document Retention

4.12
At the end of the tender process, when the contract has been awarded, tenders will be kept for reference purposes for the periods set out below, and then destroyed:

a)
The successful tender will be kept for a period of up to six years, (or twelve years if the Contract is in the form of a deed), after the relevant Contract terminates or expires.

b)
Any unsuccessful tenders will be kept for a period of up to three months from the award of the Contract to the successful applicant(s).

5
DATE OF TENDER SUBMISSION AND VALIDITY

5.1
Your tender must be returned NOT LATER THAN 14:00 HOURS on 11th Dec 2018.  

5.2
The Council will only consider requests for extension of the closing date and time specified in paragraph 5.1 above in limited circumstances.

5.3
The Council may in its absolute discretion extend the closing date and time specified in paragraph 5.1 above.

5.4
Applicants are required to keep their tenders open for acceptance for a period of 120 days from the closing date for the receipt of tenders. Pending completion of a formal contract, the Tender and its acceptance by the Council will constitute a binding contract.

6
ACCEPTANCE OF TENDER

6.1
The Council shall not be bound to accept the lowest or any tender.
6.2
Any acceptance of a Form of Tender by the Council shall be in writing and shall be communicated to the successful applicant.

6.3
The successful applicant will be required to execute a formal contract based on the template supplied in the Tender Documents.  The contract will incorporate all information supplied and representations made by the successful applicant during contract letting process, including but not restricted to, the SQ and ITT response.

7
EVALUATION CRITERIA

7.1
The award of the contract will be on the basis of the most economically advantageous tender to the Council, taking into account price and quality.

7.2
The weighting of price and quality will be as follows

40% Price 

60% Quality 
7.3
The SQ will be evaluated on a Pass/Fail basis.

7.4
Tenders will be evaluated using the following process:

a)
Compliance checks to ensure that the requirements of the tendering process have been complied with.

b)
Bona Fides check - collusive tendering, canvassing and non-soliciting of staff.

c)
A quality evaluation using the weighting set out in the Tender Response Form.

d)
Financial evaluation based upon the pricing information provided by candidates
7.5
Candidates should note that the above factors are not listed in order of importance.

7.6
Following initial assessment the final selection will take place by reference to the following:

a) the information supplied in response to this ITT, including the Pricing Schedule and the Tender Response Form;

b) References provided by the applicants’ current and recent customers.

c) Verbal or written clarifications or further relevant information that has been requested by the Council from any applicant, after the submission of responses.  

d) Site visits and/or interviews by the Council

7.7    The Minimum Financial Criteria each Supplier must meet for this tender are as follows; 

· Turnover in last year to be at least double the annual value of the contract;

· Positive working capital (also referred to as ‘current ratio’) based on the average over the past 3 years accounts;

· Debt ratio (total liabilities divided by total assets) less than 1 based on the average over the past 3 years accounts
· Gross Profit before tax in at least 2 of the past 3 years.

PLEASE NOTE

The Council will assess the SQ responses before it evaluates the tenders and reserves the right to evaluate only the applications which have first passed the SQ assessment.

Candidates are advised to ensure that all the SQ requirements can be complied with before taking the time to produce their tender.

PROPOSED TIMETABLE

	26/11/2018
	Contract Notice/Issue Tender Documents

	03/12/2018
	Last date for Tenderers questions

	05/12/2018
	Final clarifications issued

	11/12/2018
	Closing date for tender submission.

	23/12/2018
	Selection of preferred supplier (commence standstill period)

	04/01/2019
	Contract Award

	07/01/2019
	Contract start date


FORM OF TENDER

for Devonshire Quarter External Signage (to be completed & returned)
To:

Rachel Ayres
Corporate Procurement Specialist
Legal Services Department
Lewes District Council and Eastbourne Borough Council
Dear Sir,

We [enter name of applicant], having examined the tender documents for the Devonshire Park Quarter  External Signage  contract, offer to carry out the said services in conformity therewith, for the sums specified below:
[enter total amount of tender in words, then numbers] in accordance with the prices and rates set out in the Tender Response Documents.

We acknowledge that the prices we have submitted include any mark up for travelling costs and travelling time and other expenses of delivering the contract.

We agree that the offer set out in this tender constitutes an irrevocable offer by us which is capable of acceptance by the Council for a period of 120 days from the closing date for the submission of tenders.

We accept that Eastbourne Borough Council does not bind itself to accept any tender.

We confirm that we have received and read the “Instructions to Tender” document.

SIGNED 
______________________


     
(Signature)

By 

______________________ authorised signatory for and on behalf of


(PRINT name)


___________

​​​​​​​​​​​​​​​​____________________________________


(Print company name)

DATE

 ​​​​​​​​​​​​​​______________________

FORM OF COLLUSIVE TENDERING CERTIFICATE (to be completed & returned
In recognition of the principle that the essence of selective tendering is that the Council shall receive bona fide competitive tenders from all those tendering WE CERTIFY THAT;

The tender submitted herewith is a bona fide tender intended to be competitive.

We have not fixed or adjusted the amount of the tender under or in accordance with any agreement or arrangement with any other person.

We have not done and we undertake that we will not:

a) canvass members, directors, employees or advisers of the Council with a view to influencing the outcome of the tendering process;

b) make approaches to employees of the current service provider or the Council with a view to offering them employment before the Council’s announcement of the outcome of their consideration of tenders;

c) communicate to a person, other than the person calling for the tender, the amount or approximate amount of the proposed tender (except where the disclosure, in confidence, of the approximate amount of the tender was essential to obtain guarantees and insurance premium or bond quotations required for the preparation of the tender);

d) enter into any agreement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted; and

e) offer or pay or give or agree any sum of money or valuable 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 tenders or proposed tenders any act or thing of the sort described above.

In this certificate:

“Person” includes any person and any body or association corporate or incorporate.

Any “agreement or arrangement” includes any transaction of the sort described above, formal or informal and whether legally binding or not.

SIGNED 
______________________


     
(Signature)

By 

______________________ authorised signatory for and on behalf of


(PRINT name)


___________

​​​​​​​​​​​​​​​​____________________________________


(Print company name)

DATE

 ​​​​​​​​​​​​​​______________________

GUARANTEE UNDERTAKING (to be completed & returned)
RE: PROVISION OF Signage at Devonshire Park Redevelopment  

TO: EASTBOURNE BOROUGH/ LEWES DISTRICT COUNCIL
1. In consideration of the Council inviting [insert name of bidding organisation] (“Applicant”) to tender, we hereby enter into this Deed of Undertaking.

2. We [insert name of organisation proving this guarantee] being the ultimate holding company/bank/insurer (delete as appropriate) of the Applicant, hereby irrevocably and unconditionally promise and undertake that in the event of the Applicant’s Tender being accepted by the Council in accordance with the Tender Documents attached thereto and, if requested to do so by the Council, we shall forthwith properly execute and deliver to the Council a Deed of Guarantee and Indemnity in the form attached, but subject to the insertion of such details and the making of revisions as the Council may reasonably require in the light of the  terms and nature and effect of the contract constituted by the said acceptance.

SIGNED as a Deed by





………………………………….. (Signature) 
.………………………………… (Print name)

Date…………………………………….
Director 
AND







………………………………….. (Signature)

.………………………………… (Print name) 

Date…………………………………….
Director/ Co Secretary
OR if there is only one company director:
………………………………….. (Signature) 

.………………………………… (Print name)

Witness
…………………………………………………………………………………………………(Witness Address)

………………………………….. (Occupation)

Date…………………………………….

FORM OF PARENT COMPANY GUARANTEE

THIS DEED is made on the   

day of 


2018
BETWEEN:
[Insert parent company] of [address] (“the Guarantor”); and

EASTBOURNE BOROUGH/LEWES DISTRICT COUNCIL of [1 Grove Road, Eastbourne, East Sussex BN21 4TW] [Southover House, Southover Road, Lewes, East Sussex BN7 1AB](“the Council”)

WHEREAS:

(A)
The Council and [applicant] (“the Contractor”) have entered into a binding Contract dated [x] (“the Contract”) whereby the Contractor will provide the services set out in the Contract and upon the terms and conditions contained therein.

(B)
The Contractor is a subsidiary company of the Guarantor.

(C)
[Pursuant to a Deed of Undertaking given by the Guarantor to the Council on [x date] the Guarantor has agreed to enter into a Deed of Guarantee and Indemnity on the following terms and conditions:

NOW IT IS AGREED:

(1)
The Guarantor hereby unconditionally and irrevocably guarantees to the Council that if any sums are due and payable to the Council by the Contractor pursuant to the terms of the Contract and there is any default in any payment of such sum the Guarantor shall forthwith on first demand by the Council unconditionally pay to the Council in full the monies which are due and payable to it and unpaid by the Contractor together with all costs and expenses which the Council may incur in enforcing this Guarantee. Nothing in this guarantee shall cause the liability of the Guarantor to be any greater than that of the Contractor under the Contract.

(2)
The Guarantor hereby unconditionally and irrevocably undertakes fully and properly to indemnify the Council against all damages, costs, claims, losses, demands, liabilities and expenses which may be suffered or incurred by the Council by reason of any default on the part of the Contractor in performing and observing the terms and conditions of the Contract and in particular such costs and expenses as may be incurred as a result of a third party providing all or any part of the Services (as defined in the Contract) by reason of a failure by the Contractor to provide such Services in accordance with the terms of the Contract.

(3)
The Guarantor shall not be discharged or released from this guarantee and indemnity nor shall its liability under this guarantee and indemnity be affected or impaired by any agreement, conduct or forbearance between or afforded to the Contractor by the Council or by any alterations in the obligations imposed on the Contractor by the Contract or by any variations agreed to the Contract whether or not such matters are with or without the consent of the Guarantor.  The Council shall not be obliged to request payment from the Contractor before enforcing the terms of this guarantee and indemnity and the Guarantor shall be treated in all respects as being jointly and severally liable with the Contractor for all liabilities, obligations and undertaking of the Contractor as provided in the Contract.

(4)
This guarantee and indemnity shall remain in full force and effect until all monies and liabilities now or hereafter due and owing or incurred by the Contractor to the Council have been satisfied in full.

(5)
If any monies shall become payable under or in respect of this guarantee and indemnity the Guarantor shall not, so long as monies due and payable by the Contractor to the Council under the terms of the Contract remain unpaid:

(a)
In respect of the amounts paid by the Guarantor under this guarantee and indemnity seek to enforce repayment by subrogation or otherwise;

(b)
In the event of the insolvency, winding-up, liquidation or dissolution of the Contractor prove in competition with the Council in respect of any monies owing to the Guarantor by the Contractor on any account whatsoever but will give to the Council the benefit of any such proof and of all monies to be so received in respect thereof.

(6)
All demands made by the Council under this guarantee and indemnity shall be sent to the Guarantor at the address set out above or such other address as may be notified by the Guarantor to the Council.  Such demand shall be deemed to have been made and received by the Guarantor:

(a)
if delivered by hand, at the time of delivery;

(b)
if sent by mail on the second business day after the date of posting;

(c)
if sent by email, at the time of transmission, once acknowledged by the recipient

(7)
No failure to exercise and no delay in exercising on the part of the Council any right, power or privilege hereunder shall operate as a waiver thereof, nor shall any single or partial exercise of any right, power or privilege preclude any other or further exercise thereof, or the exercise of any right, power or privilege.  The rights and remedies provided therein are cumulative and not exclusive of any right or remedies provided by law.

(8)
The Guarantor hereby warrants and represents to the Council that it has full power and authority to enter into and perform its obligations under this guarantee and indemnity.

(9)
This guarantee and indemnity shall be binding upon the Guarantor’s successors in title.

(10)
This guarantee and indemnity shall remain in full force and effect notwithstanding any change in the constitution of the Guarantor, the Contractor or the Council.

(11)
The Guarantor hereby irrevocably appoints its Company Secretary as its authorised agent for the purpose of accepting service of process for all purposes in connection with this guarantee and indemnity.

(12)
This guarantee and indemnity shall be governed by and construed in all respects in accordance with English law and the parties agree to submit to the exclusive jurisdiction of the English Courts as regards any claim or matter arising in relation to this guarantee and indemnity.

WITNESS whereof the Guarantor has hereunto set its seal on the date set out above.

THE COMMON SEAL of
[xxx]

)

was hereunto affixed in the presence of:
)

SCHEDULE 1 Standard Selection Questionnaire

Part 1: Potential supplier Information
Please answer the following questions in full, where there is a Check Box double click and select as necessary. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.
	Section 1
	Potential supplier information
	

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information
	

	1.1(b) (i)
	Registered office address (if applicable)
	

	1.1(b) (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status

a) public limited company

b) limited company

c) limited liability partnership

d) other partnership

e) sole trader

f)       third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	 Yes

 No

 N/A

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	 Yes

 No

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)

a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)?
	 Yes

 No

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  
- Name;
- Date of birth;
- Nationality;
- Country, state or part of the UK where the PSC usually lives;
- Service address;
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used);
- Which conditions for being a PSC are met;
 
- Over 25% up to (and including) 50%,

- More than 50% and less than 75%,


- 75% or more.

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.
Please provide the following information about your approach to this procurement:
	Section 1
	Bidding model
	

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	 Yes

 No

 If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	 Yes

 No

	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.

Name

Registered address

Trading status

Company registration number

Head Office DUNS number (if applicable)

Registered VAT number

Type of organization

SME (Yes/No)

The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables

The approximate % of contractual obligations assigned to each sub-contractor





Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate.
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document.
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement.
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.
	Section 1
	Contact details and declaration
	

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic is acceptable)
	

	1.3(h)
	Date
	


Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2)
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions.

Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation. 
	 Yes

 No

If Yes please provide details at 2.1(b)

	
	Corruption. 
	 Yes

 No

If Yes please provide details at 2.1(b)

	
	Fraud.
	 Yes

 No

If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	 Yes

 No

If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	 Yes

 No

If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	 Yes

 No

If Yes please provide details at 2.1(b) 

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ? (Self Cleaning)
	 Yes

 No

	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	 Yes

 No

	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Please Note: The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion
	

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions.

Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations?
	 Yes

 No

If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations? 
	 Yes

 No

If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations?
	 Yes

 No

If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	 Yes

 No

If yes please provide details at 3.2


	3.1(e)
	Guilty of grave professional misconduct?
	 Yes

 No

If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	 Yes

 No

If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	 Yes

 No

If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	 Yes

 No

If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	 Yes

 No

If yes please provide details at 3.2

	3.1(j)
3.1(j) - (i)
3.1(j) - (ii)
3.1(j) –(iii)
3.1(j)-(iv)

	Please answer the following statements
The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
The organisation has withheld such information.
 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	 Yes

 No

If Yes please provide details at 3.2
 Yes

 No

If Yes please provide details at 3.2
 Yes

 No

If Yes please provide details at 3.2
 Yes

 No

If Yes please provide details at 3.2



	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	


Part 3: Selection Questions 

	Section 4
	Economic and Financial Standing 
	

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last three years, if requested?
If no, can you provide one of the following: answer with X in the relevant box.
	 Yes

 No



	
	(a) A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	 Yes

 No



	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	 Yes

 No



	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	 Yes

 No



	4.2
	We have specified a minimum level of economic and financial standing and/or a minimum financial threshold in Section 7.7 of this ITT, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.
	 Yes

 No




	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	
	

	Relationship to the Supplier completing these questions
	
	

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	 Yes

 No

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	 Yes

 No

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	 Yes

 No


	Section 6
	Technical and Professional Ability

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

If you cannot provide examples see question 6.3


	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	


	6.2

	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

	
	


	6.3 
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015

	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	 Yes

 N/A




	7.2
	If you have answered yes to question 1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?
	 Yes 

Please provide relevant the url …
 No

Please provide an explanation


8. Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	Section 8
	Additional Questions 

	8.1
	Insurance

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below: 
Y/N 

Employer’s (Compulsory) Liability Insurance = £10m

Public Liability Insurance = £10m
Professional Indemnity Insurance = £5m

Product Liability Insurance = £5m

*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.


	8.2
	Skills and Apprentices – (please refer to supplier selection guidance)

	a.
	Public procurement of contracts with a full life value of £10 million and above and duration of 12 months and above should be used to support skills development and delivery of the apprenticeship commitment. This policy is set out in detail in Procurement Policy Note 14/15.

Please confirm if you will be supporting apprenticeships and skills development through this contract.

	 Yes

 No

	b.
	If yes, can you provide at a later stage documentary evidence to support your commitment to developing and investing in skills, development and apprenticeships to build a more skilled and productive workforce and reducing the risks of supply constraints and increasing labour cost inflation?
	 Yes

 No

	c.
	Do you have a process in place to ensure that your supply chain supports skills, development and apprenticeships in line with PPN 14/15 (see guidance) and can provide evidence if requested?
	 Yes

 No


	8.3
	Steel – (please refer to supplier selection guidance)

	a.
	Please describe the supply chain management systems, policies, standards and procedures you currently have in place to ensure robust supply chain management

	
	

	b.
	Please provide details of previous similar projects where you have demonstrated a high level of competency and effectiveness in managing of all supply chain members involved in steel supply or production so that there was a sustainable and safe supply of steel.

	
	

	c.
	Please provide all the relevant details of previous breaches of health and safety legislation in the last 5 years, applicable to the country in which you operate, on comparable projects, for both:
(i) Your company
(ii) All your supply chain members involved in the production or supply of steel.



Procurement Policy Note 14/15– Supporting Apprenticeships and Skills Through Public Procurement
Procurement Policy Note 16/15– Procuring steel in major projects
Procurement Policy Note 04/15 Taking Account of Suppliers’ Past Performance
SCHEDULE 2 - TENDER RESPONSE FORM (to be completed & returned)
The Council Requires tenderers to prepare Method Statements indicating their approach to meet the foremost requirements specified in the Specification as listed below.

Please provide your answers in the boxes below expanding as necessary.  

	1


	Please provide a method statement of how you would meet the requirements of the specification. This should include your base of operations and your management structure
	Score out of /20

	Response


	
	

	2
	Please provide details of your experience and capability for contracts of this type, its complexity and potential value. You must include relevant examples of your past experience. Where you refer to work carried out on behalf of a particular organisation, include this organisation as one of your referees.


	Score out of /20

	
	

	

	3
	Please demonstrate that you have the capacity and resource to meet the requirements of this contract, and that you will continue to do so throughout the contract period.


	Score out of /20

	
	
	

	4
	Please specify any areas of the work that you intend to subcontract.  If you intend to subcontract, please describe your procedures for selecting sub-contractors. Please also confirm that any sub-contractor you have identified or intend to identify will comply with the standards set out in this ITT.  Please note that the Council reserves the right at any time in the procurement process to seek evidence of this.
	Score out of /10

	
	
	

	5
	Please provide a risk assessment you have prepared for a similar work situation 
	Score out of /15

	
	
	

	6
	Please outline all the community benefits; social, economic and environmental, that your organisation proposes to offer when providing this contract.  Contractors should be aware that only those community benefits that relate to subject matter of the contract itself can be taken into account.  Although the judgement of relevance is a matter for the Council, an innovative approach is encouraged from your company as to how those benefits could be viewed as related to the contract.   
	Score out of /15

	
	
	Out of 100 Possible Score  


SCHEDULE 3 - PRICING SCHEDULE (to be completed & returned)
Pricing Schedule 
	Item


	Cost - £ 



	From design intent drawings provide full design development of all signs to include shop drawings with structural calculations by a suitably qualified structural engineer
	£

	Fabrication of EIGHT directional FINGERPOST signs to include digital proofs and material samples

Allow for TEN double side large direction panels and TEN double sided small direction panels
	£

	Fabrication of THREE wall mounted DIRECTIONAL SIGNS to include digital proofs and material samples
	£

	Fabrication of SIX illuminated LARGE BUILDING IDENTIFICATION TOTEMS to include digital proofs and material samples


	£

	Fabrication of TWO illuminated SMALL BUILDING IDENTIFICATION TOTEMS to include digital proofs and material samples


	£

	Fabrication of TWO illuminated SINGLE SIDED MAP MONOLITHS to include digital proofs and material samples
	£

	Fabrication of ONE illuminated DOUBLE SIDED MAP MONOLITH to include digital proofs and material samples
	£

	Total NINETEEN GROUND CAGES and COVER PLATES for all ground mounted signs - fingerposts, totems and map monoliths
	£

	DELIVERY of GROUND CAGES & COVERPLATES
	£

	DELIVERY and INSTALLATION/COMMISIONING of ALL SIGNS on to foundations prepared by others. Wall mounted will be to standard masonry walls. 
	£

	Total to provide (excluding VAT)
	£


SCHEDULE 4 – AGREEMENT TO THE TERMS AND CONDITIONS OF CONTRACT

This ITT, and any contract arising from it, will be subject to our terms and conditions, a draft of which is enclosed.

	Do you accept the Terms and Conditions of Contract as detailed above?
	Yes / No

	If no, please provide details of any specific areas that you have an issue with. Please note that outright failure to agree to our Terms and Conditions of Contract may invalidate your tender submission. 

NB - Please see paragraph 1.9 as to the requirements for presenting qualifications or conditions.
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