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UNIVERSITY OF SURREY

REQUEST FOR QUOTE (RFQ)
Project Title 
REF:500/ECJ
For the Service provision OF:
WATER COOLER/FOUNTAINS
This RFQ is issued in accordance with the University of Surrey’s general Terms & Conditions for the supply of Goods and Services

All quotes and documentation to be submitted by 12 NOON on 13th Jan 2020
         to: https://in-tendhost.co.uk/ universityofsurrey/aspx/home
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General Requirement

1. Introduction

The University of Surrey is one of the UK’s leading professional, scientific and technological universities with a world class reputation for excellence in teaching and research. With an attractive and ever-growing campus, it supports students and leading academics in their field. It is a University that recognises academic excellence at the same time as striving to run an efficient business to maximize the services it offers to students, staff and the local community. In this respect the University recognises and values the significant contribution that is made by its suppliers and seeks to work with the most innovative, value enhancing and competitive companies.

The University spends circa £140m per annum in both recurring non-pay and capital spend, across a diverse range of categories. It has a procurement strategy and an established framework for planning and decision making, contract management and performance measurement.

The Procurement Department is responsible for ensuring that the best long term value for money is obtained with regards to all goods and services. The Department is responsible for implementing best practice and directly supporting all corporate, high value and strategic procurements.

In terms of scale, our size and shape can be summarised with the following;

· 2,900 staff members

· 15,700 students

· 110 companies on Surrey Research Park

· 2,300 Placement Partners

· 1,000 plus doctoral students

· £280 million revenue
2. Instructions to Potential Suppliers
Request for Quote

The University of Surrey is undertaking a competitive procurement conducted in accordance with the University of Surrey’s general Terms & Conditions for the supply of Goods and Services. The service is to provide Staghill Campus (SH) and Manor Park (MP) with bottles/main feed water solutions.
All Potential Suppliers wishing to take part in the procurement must provide full quotes and requested documentation by 12 NOON on the 13th Jan 2020.
Contract Award

It is the intention of the University to confirm the final requirement and place orders within 120 days of the RFQ submission date. Please ensure that all quotes are valid for this period.

Canvassing and FOI
Direct or indirect canvassing of any University employee or agent by any Potential Supplier concerning this process may result in the disqualification of the Potential Supplier from this process. Any actions that may be construed as an attempt to bribe a University employee or agent will result in disqualification. Potential Suppliers shall adhere to the requirements of the Bribery Act 2010.

The University expressly reserves the right to require a Potential Supplier to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this process. 
In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FoIA’), all information submitted to the University may be disclosed in response to a request made pursuant to the FoIA. 

In respect of any information submitted by a Potential Supplier that it considers commercially sensitive, the Potential Supplier shall:

· Clearly identify such information as commercially sensitive;

· Explain the potential implications of disclosure of such information; and

· Provide an estimate of the period of time during which the Potential Supplier believes that such information will remain commercially sensitive.

Information falling into the above categories shall be submitted as an Annex with the completed response.
Where a Potential Supplier identifies information as commercially sensitive, the University will endeavour to maintain confidentiality. Potential Suppliers should note, however, that even where information is identified as commercially sensitive, the University might be required to disclose such information in accordance with the Freedom of Information Act. Accordingly, the University cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed.

The University will not be liable for, or reimburse, any costs incurred by Potential Supplier in connection with preparation and submission of their responses to this process.

This document is issued by;
Elinor Coller-James
University of Surrey

e.coller-james@surrey.ac.uk
3. Process Timetable

Set out below is the proposed timetable for this procurement. This timetable is intended as a guide and, whilst the University does not intend to deviate from this timetable, it reserves the right to do so:

	Action
	Start date

	Draft tender Documentation
	30th October 2019

	Publish Documents On In-Tend as a RFQ
	15th  Nov 2019

	Offer Supplier Open Day should numbers dictate
	11th Dec 2019 

	University Closed 
	23rd Dec 2019

	University Open
	2nd Jan 2020

	Deadline for Clarification Question(s)
	6th Jan 2020

	RFQ Return Date
	13th Jan 2020

	Evaluation 
	14th Jan -17th Jan


	Inform successful and unsuccessful tenderers
	20 January 2020

	Formally award contract
	21 Jan 2020

	Implementation & overview Meeting with successful supplier
	W/c 27th Jan 

	Contract Start Date
	31st Jan 2020


4. Format of Response

The University requires formal quotes to include:

· Price by item;

· Terms and Conditions of Standard Warranty;

· Committed Delivery Date (assuming Contract Award Date)

· Completed Appendices (1-3)

Please note – any discounts applied and/or manufacturer added value must be clearly defined in your proposal. An indicative Price Schedule is shown in section 8 below.
5. Completed Submissions

Completed proposals MUST be submitted via email directly to In-Tend 

https://in-tendhost.co.uk/ universityofsurrey/aspx/home

Completed proposals must be submitted in pdf format, and should be provided as one document or contained within a zipped folder.
Completed proposals are to be received no later than 12:00hrs on 13th January 2020 (the final date for proposals to be returned). Late submissions will not be considered.

6. Terms and Conditions

All contracts awarded will be subject to the University of Surrey’s general Terms & Conditions for the supply of Goods and Services, which can be found here
7. Delivery
There will be an implementation period for the new supplier to discuss the removal of existing water coolers (if required) with the incumbent supplier. We would also urge all interested suppliers to attend the Open Day. This will give the supplier insight in to the layout of both the Main Campus, Stag Hill and the Second Campus referred to as Manor Park.
8. Pricing Schedule 
Please complete the table below for EACH of the Water Options:

1. Water Filling Stations

2. Main Feed water Coolers

3. Bottled Water Coolers

If you consider only 1 WATER option (e.g. main feed water coolers) then you would only complete one table. If your tender submission refers to all 3 options then you should complete the below table 3 times.
	Purchasing and Ongoing Costs

	Purchase Price
	£

	Installation Costs
	£

	Delivery Price
	£

	Price per sanitisation visit ( In line with industry standard of 2 visits per year)
	£

	Monthly Rental Charge
	£

	Removal/Disposal Costs
	£

	TOTAL QUARTERLY COST
	£

	TOTAL ANNUAL COST
	£


Appendix A – Company Details
Section 1
Organisation Details

1.1. Organisation Name

1.2. Type of Organisation (Please tick as appropriate)
	A Public Limited company
	

	A Limited Company
	

	A Company Limited by Guarantee
	

	A Partnership
	

	A Sole Trader
	

	A Charity
	

	A Franchise
	

	A Small/Medium Sized Enterprise or SME

	

	Other (e.g: a Special Purpose Vehicle, Joint Venture Company etc
	

	Please specify
	


1.1. Registered Office

1.2. Company Registration No.
1.3. VAT Registration No.
1.4. If the Organisation is a member of a group of companies, give the name and address of the ultimate holding Company.


1.1. To the best of your knowledge, does any director or senior officer of your organisation have any personal or financial connection with a senior member of the University’s staff (including academics) or any member of University staff involved in this procurement exercise? If yes, please provide details of the individuals concerned and the nature of their relationship.


Section 2
Experience of the Organisation

1.1. Please provide brief details as to how you can meet our requirements.


1.2. 
Please provide brief details of your organisational structure.

Section 3
References

1.3. Please provide the details of two organisations who would be willing to act as references to demonstrate your organisation’s previous experience in providing the type of goods required under this contract. Please ensure that the named organisations are able and willing to act as a reference on your behalf before providing their details. 

	Contact name and position in organisation
	Organisation name and full postal address, telephone number and e-mail address

	1. 


	

	2.


	


The University will endeavour to expedite any unfulfilled requests for references but any further action to secure this information is at the discretion of the University.

Section 4
Any Other Information 

1.4. Please read the following scenarios and then draft your response in the box provided. 

Maximum word count 500 Words
Scenario 1 





	A member institution has a requirement for a new free standing cold/ambient bottled water dispenser.  The dispenser will be for medium use in the reception area of a University. The proposed location of the machine electric socket within one metre.  




Please detail the dispenser specification your company believes is suitable for this requirement.










	Suppliers Response:






















Scenario 2





	A member institution has a requirement for a new counter top cold/ambient plumbed in water dispenser. The dispenser will be for low use in a staff room of a college by approximately 25 staff members. The proposed location of the machine has an electric socket within one metre. The proposed location also has a potable and accessible water source located within five metres. Please detail the dispenser specification your company believes is suitable for this requirement.











	Suppliers Response:






















Scenario 3 
	A member institution has a requirement for a new external drinking water fountain.  The fountain will be for high use and will be located in the library area at the member institution.  The proposed location has a potable and accessible water source located within five metres.

Please detail the dispenser specification your company believes is suitable for this requirement.

	Suppliers Response:






















Appendix B – Conditions of Contract Acceptance
Contract for Provision of Services for Water Coolers and Water Fountains Campus wide.
To the University of Surrey
I/we the undersigned DO HEREBY UNDERTAKE to provide the Goods and/or Services upon and subject to the terms and conditions set out in such Conditions of Contract, Specification, and the pricing and rates contained in the pricing schedule and all other Contract Documents as are contained or incorporated herein. 

Signature 




...............................................................

Duly authorised agent of the Supplier

(Electronic/typed signatures are acceptable) 
Position held




...............................................................

Name and Address



...............................................................

of Supplier 

...............................................................

...............................................................

...............................................................

Dated





...............................................................

It must be clearly shown whether the Supplier is a Limited Company, Corporation, Partnership, or Single Individual, trading in his own or another name, and also if the person signing is not the actual tenderer, the capacity in which he signs or is employed. 

Appendix C – Contact Information
Name of person to whom any

queries relating to this RFQ response 

should be addressed


Telephone/Mobile

Email


Organisation Name


Address (if different from

Registered Office address

stated in Appendix A) 
Appendix D - Exclusion Grounds
The University reserves the right to exclude any potential provider from this process and/or withdraw contract, or any offer of contract, should evidence be presented in respect of any of the following activities:

Participation in a criminal organisation
Participation offence as defined by section 45 of the Serious Crime Act 2015
Conspiracy within the meaning of:

· section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
Corruption
· Corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
· The common law offence of bribery;
· Bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010, or section 113 of the Representation of the People Act 1983;
Fraud
Any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the convention on the protection of the financial interests of the European Communities:

· the common law offence of cheating the Revenue;
· the common law offence of conspiracy to defraud; 
· fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
· fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
· fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
· an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
· destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
· fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006;
· the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
Terrorist offences or offences linked to terrorist activities
Any offence:

· listed in section 41 of the Counter Terrorism Act 2008;

· listed in schedule 2 to that Act where the court has determined that there is a terrorist connection;

· under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by the previous two points;

Money laundering or terrorist financing
Money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002
An offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996
Child labour and other forms of trafficking human beings
· An offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
· An offence under section 59A of the Sexual Offences Act 2003
· An offence under section 71 of the Coroners and Justice Act 2009;
· An offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994
· An offence under section 2 or section 4 of the Modern Slavery Act 2015
Non-payment of tax and social security contributions 
Breach of obligations relating to the payment of taxes or social security contributions that has been established by a judicial or administrative decision.
Where any tax returns submitted on or after 1 October 2012 have been found to be incorrect as a result of:

· HMRC successfully challenging the potential supplier under the General Anti – Abuse Rule (GAAR) or the “Halifax” abuse principle; or
· a tax authority in a jurisdiction in which the potential supplier is established successfully challenging it under any tax rules or legislation that have an effect equivalent or similar to the GAAR or “Halifax” abuse principle; 
· a failure to notify, or failure of an avoidance scheme which the supplier is or was involved in, under the Disclosure of Tax Avoidance Scheme rules (DOTAS) or any equivalent or similar regime in a jurisdiction in which the supplier is established
Other offences 
Any other offence within the meaning of Article 57(1) of the Directive as defined by the law of any jurisdiction outside England, Wales and Northern Ireland
Any other offence within the meaning of Article 57(1) of the Directive created after 26th February 2015 in England, Wales or Northern Ireland
Obligations in the field of environment, social and labour law.
Where an organisation has violated applicable obligations in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Directive (see copy below) as amended from time to time; including the following:

· Where the organisation or any of its Directors or Executive Officers has been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years.
· In the last three years, where the organisation has had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination.
· In the last three years, where any finding of unlawful discrimination has been made against the organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or incomparable proceedings in any jurisdiction other than the UK).
· Where the organisation has been in breach of section 15 of the Immigration, Asylum, and Nationality Act 2006;
· Where the organisation has a conviction under section 21 of the Immigration, Asylum, and Nationality Act 2006;
· Where the organisation has been in breach of the National Minimum Wage Act 1998.
Bankruptcy, insolvency

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;
Grave professional misconduct
Guilty of grave professional misconduct 
Distortion of competition 
Entered into agreements with other economic operators aimed at distorting competition

Conflict of interest
Aware of any conflict of interest where participants in this procurement have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure.

Been involved in the preparation of the procurement procedure.
Prior performance issues
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.
Misrepresentation and undue influence 
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 provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.

Consequences of misrepresentation
A serious misrepresentation which induces the University to enter into a contract may have the following consequences for the signatory that made the misrepresentation:

· The potential supplier may be excluded from bidding for future contracts;

· The University may sue the supplier for damages and may rescind the contract under the Misrepresentation Act 1967.

· If fraud, or fraudulent intent, can be proved, the potential supplier or the responsible officers of the potential supplier may be prosecuted and convicted of the offence of fraud by false representation under s.2 of the Fraud Act 2006, which can carry a sentence of up to 10 years or a fine (or both). 

· If there is a conviction, then the company may be excluded from procurement indefinitely.
Appendix E Detailed Specification
University Requirements

The University is re-tendering the current supply and distribution of Drinking Water dispensers and related services contract for a minimum of 3 years with the option to extend with 1 + 1 year. The contract will also include maintenance and sanitisation services. The latter should include but is not limited to: installation; Product training; Preventative & Breakdown maintenance such as PAT testing the equipment, Replacement parts, adequate delivery and personal to deliver the equipment to the customer including upper floors and premises with limited access.
The objective of this tender is to identify the most economically advantageous tender (MEAT).

Tenderers should submit their most competitive bid in the tender. There will be no subsequent chance to reduce bid prices.
Relevant Accreditation Standards

All suppliers that submit a tender response must be a member and work to the standards of either: European Drinking Water Cooler Association (EDWCA) and/or the British Water Cooler Association (BWCA). These bodies set out the KEY industry requirements such as hygiene, sanitisation requirements and water cooler standards. 

All equipment supplied must be Water Regulations Advisory Scheme (WRAS) approved and have certificates of approval.
Guidance for installing the “Plumbed in Water Dispensers” should also follow the guidance of Under the Workplace (Health, Safety and Welfare) Regulation 1992.

The location of the water cooler is the first step to ensuring the safety of staff. The water cooler needs to be seen to encourage drinking water yet it should not impede the flow of movement in and around the office.  Power cables need to be tucked away and any spare water bottles should be stored safely to avoid any mishaps.

The installation of the machine should also be carried out by a qualified technician. The EDWCA/BWCA are associations that have been formed to ‘promote, develop and maintain the highest standards of hygiene, safety and ethics within Drinking Water industry to the benefit of customers.’  

 A Mains Fed Water Cooler: a water cooler that is connected directly to your water mains – there are further installation guidelines that will be adhered to by the technician.

· The machine must be connected to a fresh water supply and not to a water storage tank.

· The water cooler should also be located within a close proximity to both the power socket and the mains water supply.

· The guidelines advise that the location of the machine needs to be within five metres of the mains supply to ensure optimal hygiene is taking place as well as getting the best water pressure levels available.

As with all equipment it is not enough to just ensure that the water dispenser has been installed safely and correctly. Maintenance, servicing and cleaning play a vital role in ensuring you are getting the optimal value out of any piece of equipment and the water cooler is no different.

Sanitisation Requirements

Sanitisation of equipment must be in line with the aforementioned Bodies. In particular Plumbed in Water Dispensers and Water Fountains require:

· Servicing twice a year
· Filters for equipment must be changed at a minimum frequency of 6 months or more frequently if recommended by the manufacture
The University will require a variety of:
· Plumbed in Water Dispensers

· External Drinking Water Fountains/Refill Stations

· Hot Water Dispensers

Current Locations of Water Coolers






























Yes / No
























































� An organisation with less than 250 employees





�Lina on A/L from 2nd to 17th January. Return to work on 20th Jan 2020
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