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INSTRUCTIONS FOR TENDERING

Tenders must be submitted in accordance with the following instructions.  Tenders not complying with these instructions in any particular way may be rejected by the employer whose decision in the matter will be final.

Confidentiality. The tender document must be treated as private and confidential.  Tenderers should not disclose the fact they have been invited to tender or release details of the tender documents other than on an in-confidence basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the tender.

Form of Tender. The tender should be made on the Form of Tender incorporated in the Tender Document.  It should be signed by the Tenderer and submitted with the Tender Documents and Drawings hand-initialled in ink, to arrive not later than the date and time stated at the address below.

Alterations. No unauthorised alteration or addition should be made to the Form of Tender, to the Schedules or to any other component of the Tender Document. Except for Schedule A where an opportunity is allowed for inserting omitted items.

Qualification of Tenders. Only tenders submitted without qualification strictly in accordance with the Tender Documents as issued (or subsequently amended by the Employer) will be accepted for consideration.  The Employer’s decision on whether or not a tender is acceptable will be final and the Tenderer concerned will not be consulted.  Qualified tenders will be excluded from further consideration and the Tenderer notified. Exceptions are made for errors in the contract documents identified during the tender process, and a qualification will be permitted with the Contract Administrator’s agreement.

Queries. Any queries arising from the tender Documents which may have a bearing on the offer to be made should be raised with the Contract Administrator as soon as possible and before the submission of a tender.

Corrections. Any errors found in the documents should be brought to the Contract Administrator’s attention immediately. If there is sufficient time, each Tenderer will be contacted in writing and the errors brought to their attention before the submission date. If not, any such matters will be dealt with when the tenders are being considered, and before a recommendation is made to the Client. All tenderers will be given the opportunity to consider any such errors and adjust their price accordingly.

Decimal places. Any unit rates and prices must be quoted in pounds and decimal fractions of a pound.  Such fractions need not be restricted to any specific number of decimal places but the product of multiplying the rate by the quantity should be expressed in pounds and whole pence (i.e. two decimal places).

Delivery. Tenders should be sent by registered post or recorded delivery services or delivered by hand in the envelope provided, not bearing any indication of the Tenderer marked on the envelope or in the franking thereon, and clearly marked:
Tender for:

Hatfield Play 18-19 
Hertfordshire.
Addressed to:

Carrie Lloyd,

Town Clerk,

Hatfield Town Council, 

Birchwood Leisure Centre, 

Longmead, 

Hatfield 

AL10 0AN
So as to arrive not later than noon on the: 
Monday 29 April 2019
FORM OF TENDER

We offer to execute the whole of the works described and measured in the documents dated provided for pricing with this tender for landscaping operations at: 

Hatfield Play 18-19
Total tender:
£ ..............      pounds  .................    pence

In words …………………………………………………………………………………………
…………………………………………………………………………………………
We confirm the following:

1. We have not communicated and will not communicate to any person under any agreement or arrangement, the amount of this Tender;

2. The amount of this Tender has not been adjusted under any agreement or arrangement with any person;

3. Having examined the Drawings, Conditions of Contract, Specification and Schedules for the construction of the works, we offer to construct and complete the whole of the Permanent Works comprised in the Contract within the time stated.

4. Our tender has been based on the supply of materials and manufactured goods as indicated in the Contract Documents.

5. Unless and until a formal Agreement is prepared and executed this Tender, together with your written acceptance thereof, shall constitute a binding contract between us.

6. We understand that you are not bound to accept the lowest or any tender you may receive.

7. We agree that should obvious pricing errors in arithmetic be discovered before acceptance of this offer in the priced Schedules of Quantity submitted by us, these errors will be dealt with in accordance with NBS guide to tendering for construction projects: Alternative 2 applies 
8. This Tender remains open for consideration for 90 days from the date fixed for the submission of Tenders.
9. We note that due to budgetary restraints on this project, parts of the work may be deleted, and that only part of the work may go forward.
Name of Firm:___________________________________________ 

Signature:    ____________________________________________
Date:   _________________________________________________

NOTIFICATION OF SUB-CONTRACTING

The Contractor shall list hereunder the name, address and trade of all the Sub-Contractors whom it is proposed are employed, for which approval is required under the Form of Agreement and Specification.

	Description of Trade or Service
	Name and address of Sub-Contractor

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Signed: ………………………………………………………………………………

On Behalf of: …………………………………………………………………………

Date: ………………………………………………………………………………….

NON-COLLUSIVE TENDERING CERTIFICATE

We certify that this is a bona fide tender, and that we have not fixed or adjusted the amount of the Tender in accordance with any agreement or arrangement with any other person. We also certify that we have not done and we undertake that we will not do at any time before the hour and date specified for the return of this tender any of the following acts:

1. Communicate to a person other than the person calling for those tenders, the amount, or approximate amount, of the proposed tender, except where the disclosure is necessary to obtain financial premium quotations required for the preparation of the tender;

2. Enter into any agreement or arrangement with any other person that they shall refrain from tendering, or concerning the amount of any tender being submitted;

3. Offer, or pay, or give, or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done, or causing, or having cause to be done in relation to any other tender, or proposed tender for the said work, any act or thing of the sort described above.

In this certificate, the word “person” includes any persons, and any body or association corporate or unincorporate; and “any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

SIGNED:…………………………………………

On Behalf of: ……………………………………

Date: …………………………………………….
Hatfield Play 18-19, Hertfordshire
In consideration of the land owner granting to the Contractor permission to enter upon the land the Contractor hereby undertakes to indemnify the land owner against any claims or incidents or compensation in respect of damage, injury loss of usage or reinstatement arising out of the works undertaken.

Yours faithfully,

Signed:  ……………………………………………

On behalf of:……………………………………….

Date: ………………………………………………..

EQUAL OPPORTUNITIES STATEMENT

In the provision of landscape services and in employment we seek to provide equality of opportunity and fairness of treatment for all persons. Contractors, as the Trust’s agents are expected to uphold and promote these principles.

1.
The Trust will not treat any person less favourably than any other on account of religion, disability, marital status, sex, sexual orientation, colour or national or ethnic origin.

2.
The Trust is committed to fairness of treatment towards its clients in all matters, and to dealing with harassment arising from racial or other causes.  

3.
The Trust will ensure that in the field of recruitment, promotion and training of staff no person will receive less favourable treatment than another on grounds of religion, marital status, sex, sexual orientation, disability, colour or national or ethnic origins. Appointment on promotion will be based upon a person’s ability to do the job.

4.
The Trust will endeavour to ensure that the consultants and contractors commissioned by it operate an equal opportunities employment policy.

5.
The board will seek to be reasonably representative of and accountable to the local community and interests which the Trust serves and in doing so will seek to ensure that people from ethnic minorities and women are adequately represented in its membership].

6.
The Trust will maintain records and regularly monitor its performance in these areas in order to satisfy itself that unlawful discrimination is not taking place.

7.
The Trust will look for ways to promote positively the interest of those groups and people suffering disproportionate disadvantages and discrimination in the community.

I declare that I have read and understood the Trust’s Equal Opportunities Statement and agree to adhere to it at all times.

Signed.......................................................................................  

Position.....................................................................................
For & on behalf of
.............................................................................................date..........................
Groundwork East 
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