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Glossary

	Appointed Provider(s)
	means the supplier (s) appointed under this Contract

	Award Proposal
	means the Award Proposal set out in Document 2

	Award Stage
	means the part of the evaluation process described in paragraph 9.3, 9.4, 9.5 & 9.6 of this ITT

	Tenderer
	the economic operator (typically a organisation or a similar legal entity) that is submitting a Tender

	Cash in Transit Services
	the collection and delivery of cash, to and from Corporate Sites and Car Parks from which the Lead Authority and other Public Authorities (together the “Contracting Authorities” and each a “Contracting Authority”) may procure services on a call-off basis.

	Commencement Date
	means the Framework Agreement start date

	Contracting Authorities
	means the Lead Authority and other Public Bodies who are entitled to call off under the terms of the Framework agreement

	Contracting Authority
	means each Authority in the Contracting Authorities group who is entitled to call off under the terms of the Framework agreement

	Form of Tender
	means the Tenderer’s formal price offer

	Framework Agreement
	means an ‘umbrella agreement’ that sets out the terms (particularly relating to price, quality and quantity) under which individual contracts (call-offs) can be made throughout the period of the agreement (normally a maximum of 4 years).

	Invitation to Tender or ITT
	means this Invitation to Tender document

	Lead Authority
	means Wychavon District Council who is managing this Procurement

	OJEU Contract Notice
	means the advertisement for this Procurement issued in the Official Journal of the European Union

	Tenderer
	the economic operator (typically a organisation or a similar legal entity) that is submitting a Tender

	Price Evaluation Process
	means part of the Award stage used to evaluate the prices tendered by Tenderers

	Price Score
	means the score awarded to the Tenderer at the conclusion of the price evaluation calculated in accordance with paragraph 9.5

	Quality Evaluation
	means the qualitative evaluation of a Tender undertaken during the Award Stage

	Quality Score
	means the score awarded to a Tenderer at the conclusion of the Quality Evaluation Process calculated in accordance with paragraph 9.4

	Regulations
	means the Public Contracts Regulations 2015 (located at http://www.legislation.gov.uk/uksi/2015/102/contents/made

	Selection Questionnaire
	means the Selection Questionnaire set out in Document 1

	Specification
	means the Contracting Authorities’ requirements in relation to the Service as set out in Part 2

	Standstill Period
	means the 10 day pause between the framework agreement contract award decision and the formal award of the framework agreement

	Tender 
	means the Tenderer’s formal offer in response to the Invitation to Tender

	Tender Clarifications Deadline
	means the time and date set out in paragraph 4 for the latest submission of clarification questions

	Tender Submission Deadline
	means the time and date, as set out in paragraph 3, by which your submissions must be submitted and received. 

	Tenderer
	[bookmark: _GoBack]the economic operator (typically a organisation or a similar legal entity) that is submitting a Tender




1. INTRODUCTION 

1.1 Welcome to this Invitation to Tender (ITT) which is being managed by Wychavon District Council referred to as the “Lead Authority” in this ITT. 

1.2 The Lead Authority along with a number of other Public Authorities wish to create a supplier framework for the Provision of Cash in Transit Services. That is the collection and delivery of cash, to and from Corporate Sites and Car Parks from which the Lead Authority and other Public Authorities (together the “Contracting Authorities” and each a “Contracting Authority”) may procure services on a call-off basis.

1.3	Named Contracting authorities entitled to use this arrangement are: Bromsgrove District, Malvern Hills District, Redditch Borough, Worcester City, Wychavon District and Wyre Forest District Councils. 

1.4 The Tender consists of 2 Lots: 

	Lots
	Lots Details

	Lot 1
	
Supply of cash in transit services to and from corporate sites

	Lot 2
	
Supply of cash in transit services to and from car parks, including pay and display machines





1.5 Whilst we have divided the requirement into Lots, this does not preclude 
Tenderers from bidding for both lots, if they feel that they can adequately deliver the various services required.

1.6 As this will be a framework agreement, no Contracting Authorities guarantee 
		any volume or value of any work that will be called off under the framework. 

1.7		The procurement process being used is open and compliant with the EU 
		Public Procurement Directive 2015 Regulations.

1.8		Whilst this document reflects the current requirements of the Contracting Authorities as accurately as possible, it is acknowledged that the requirements and scope in terms of collection frequency, amount of cash/cheques collected and collection locations is likely to vary during the term of the Contract.  The Appointed Provider(s) will be expected to provide a flexible service to adapt to any such changes.

1.9		The Lead Authority reserves the right not to accept any of the Tenders received. 

1.10		The Lead Authority is using an e-Sourcing Portal to manage this Procurement and to communicate with Tenderers. No hard copy documents will be issued and all communications with the Lead Authority (including the submission of Tenders) will be conducted via the e-Sourcing Portal. To ensure all communications relating to this Procurement are received, Tenderers must ensure that the point of contact it nominates in the e-Sourcing Portal is accurate at all times.

2. BASIS OF THE TENDER

2.1 The Appointed Provider(s) will be responsible for carrying out at its/their expense all activities and operations necessary for the satisfactory delivery of the Contract in accordance with the Specification, Award Proposal, Pricing Schedule(s), and the Framework Agreement Terms of Contract. In the event of any conflict between the Lead Authority’s Terms of Contract and the Appointed Provider(s)’ own conditions of contract, the Lead Authority’s Terms of Contract shall prevail.

2.2 It is anticipated that the Framework Agreement will start Monday 5th February 2018.

2.3 The duration of the Framework Agreement will be for 4 years from the Commencement Date.

3.	PROCUREMENT TIMETABLE 

	1
	OJEU Notice Placed
	Friday 1st December 2017


	2
	Publish Invitation to Tender via Portal and on Contracts Finder
	Tuesday 5th December 2017


	3
	Tender Clarifications from Tenderers Deadline            
	4pm Friday 15th December 2017

	4
	Closing date for submission of Tenders
	12 noon Monday 8th January 2018
Any Tenders received after this time and date will be rejected

	5
	Evaluation
	Week commencing 8th January 2018

	6
	Contract Award             
	Week commencing 15th January 2018

	7
	Standstill Period
	Minimum 10 days 

	8
	Contract Start Date 
	Monday 5th February 2018


				
N.B. Please note the Lead Authority reserves the right to amend this time-table and steps 5 - 8 are provided for indicative purposes only.

4.	INTENT TO RESPOND

You are requested to submit your intent to respond via https://procontract.due-north.com/   to confirm your participation as soon as possible.

5.	QUESTIONS AND CLARIFICATIONS 

5.1	Tenderers may raise questions or seek clarification regarding any aspect of this 
	Procurement at any time prior to the Tender Clarifications Deadline (see the 
	Procurement Timetable set out in paragraph 3). 

5.2	Any clarifications relating to this ITT must be submitted via https://procontract.due-north.com/  

5.3	The Lead Authority will not enter into exclusive discussions regarding the requirements of this Procurement with Tenderers. 

5.4	To ensure that all Tenderers have equal access to information regarding Clarifications of this Procurement, the Lead Authority shall send all its responses to questions raised by any Tenderers to all Tenderers. 

5.5	If a Tenderer wishes to ask a question or seek clarification without the Lead Authority revealing the question and the answers to other Tenderers then the Tenderer must notify the Lead Authority and provide its justification for withholding the question and any response. If the Lead Authority does not consider that there is sufficient justification for withholding the question and the corresponding response, the Lead Authority will invite the Tenderer to decide whether;

5.5.1	the question/clarification and the response should in fact be issued to all Tenderers; or 

5.5.2 	it wishes to withdraw the question/clarification. 

6.	RETURN OF TENDER DOCUMENTATION

6.1	All documentation shall be submitted via https://procontract.due-north.com/ by no later than 12 noon Monday 8th January 2018.  No Tender will be considered if it reaches the portal after 12 noon on this date.

7.		TENDER VALIDITY PERIOD

7.1	A Tender must remain valid and capable of acceptance by the Lead Authority for a period of 90 days following the submission Deadline. A Tender with a shorter validity period may be rejected.

8.	INSTRUCTIONS FOR COMPLETING THE TENDER 

8.1	To participate in this competitive tendering exercise, Tenderers are required to submit a fully compliant Tender.  
 
8.2	Any incomplete or incorrect submissions may be deemed non compliant, and as a result Tenderers may be unable to proceed further in the procurement process. 

8.3	Tenderers are strongly advised to read through all documentation first to ensure complete understanding of how to submit a fully compliant Tender. 

8.4 A fully compliant Tender requires each of the following documents to be completed and submitted via the e portal to the Lead Authority;

i. SELECTION QUESTIONNAIRE (Schedule 1)

ii. AWARD PROPOSAL (Schedule 2)

iii. PRICING SCHEDULE LOT 1 and/or PRICING SCHEDULE LOT 2

iv. FORM OF TENDER (Schedule 3) (Signed)

	iv	DECLARATION OF COMPLIANCE (Schedule 4) (Signed)

9.	THE EVALUATION PROCESS.

The evaluation procedure is divided into two key stages; 

9.1 Selection Stage Evaluation (PASS or FAIL)

Tenders that do not meet the selection criteria at the Selection Stage will be 
disqualified from further consideration in this Procurement and will NOT be 
evaluated at the Award Stage.

9.2		Selection Stage Evaluation Criteria

	Part
	Section
	Evaluation criteria
	Scoring

	0. Compliance 
Checking
	n/a
	Prior to commencing the formal evaluation process, Tenders will be checked to ensure they are compliant with the requirements of this ITT. Any non-compliant Tenders may be rejected by the Lead Authority without proceeding to the next stage of the evaluation.
	Pass/Fail

	1. Tenderer Information
	1
	Tenderer information and Declaration
	Information Only 

	2. Exclusion Grounds
	2
	Grounds for mandatory exclusion
	Pass/Fail

	2. Exclusion Grounds
	3
	Grounds for discretionary exclusion 
	Pass/Fail

	3. Selection Questions
	4
	Economic and financial standing
	Pass/Fail

	3. Selection Questions
	5
	Wider Group information 
	Pass/Fail 

	3. Selection Questions
	6
	Relevant experience and contract examples 
	0 – 5
Tenderers who score 2 or less will not be considered for evaluation at the Award Stage

	3. Selection Questions
	7
	Modern Slavery Act 2015
	Pass/Fail

	3. Selection Questions
	8
	Additional Questions
8.1   Insurance
8.2   Health and Safety
8.3   Equality & Diversity
8.4   Quality Assurance & 
        Accreditation
8.5   Project Specific  
        Questions
	
Pass/Fail
Pass/Fail
Pass/Fail
Pass/Fail

Pass/Fail




9.3	Award Stage Evaluation

Responses will be assessed to determine the most economically advantageous tender using the following criteria and weightings and will be assessed entirely on your response submitted: 

The price to quality ratio is 60:40

	
	Percentage

	Quality
Quality will be evaluated in accordance with your response in the Award Proposal (Document 3)
	40%

	Price 
Pricing will be evaluated in accordance with your response(s) in the Pricing Schedule(s)
	60% 



9.4	Quality Criteria

The Quality evaluation for Lot 1 and Lot 2 shall be based on the following quality criteria as follows:
	AWARD STAGE EVALUATION

	Quality Evaluation (40%) 

N.B. Quality will be scored out of 100 and then converted to 40%.


	Q1: Managing the implementation of this new contract
	20%

	Q2: Customer Care and Relations & Dedicated contact
	20%

	Q3: Key Performance Indicators
	10%

	Q4: Procedure for rectification of failed collections
	10%

	Q5: Cash Collection Timescales
	10%

	Q6: Social Value, e.g. Carbon Footprint
	10%

	Q7: Bank Holiday Collections
	10%

	Q8: System of bags, seals & other processes
	10%


                     
Each question will be awarded a score by each evaluator in accordance with the scoring scale below (i.e. 0-5).  The following scoring matrix will be used: 

	Score
	Criteria for Award

	0
	No Answer

	1
	Well below expectations

	2
	Below expectations

	3
	Meets expectations

	4
	Above expectations

	5
	Significantly above expectations



You will note that all questions have a % weighting clearly identified.  Following moderation, each consensus score will be divided by the highest score available for that question (i.e. 5) to give a percentage score.  The percentage score will then be multiplied by the question weighting to provide a weighted score for each question and the overall weighting of 40% will then be applied.  

By way of worked example:

	Question
	Question Weighting
	Quality Assessment 
	Consensus Score Awarded
	Score Calculation
	Score Awarded

	Question 1
	20%
	Meets expectations
	3
	(3/5) x 20
	12.00

	Question 2
	20%
	Significantly above expectations
	5
	(5/5) x 20
	20.00

	Question 3
	10%
	Above expectations
	4
	(4/5) x 10
	8.00

	Question 4 
	10%
	Above expectations
	4
	(4/5) x 10
	8.00

	Question 5
	10%
	Below expectations
	2
	(2/5) x 10
	4.00

	Question 6
	10%
	Meets expectations
	3
	(3/5) x 10
	6.00

	Question 7
	10%
	Above expectations
	4
	(4/5) x 10
	8.00

	Question 8
	10%
	Below expectations
	2
	(2/5) x 10
	4.00

	
	

	
	Total Weighted Quality Score for Tenderer 1
	70.00




Total weighted score for Quality - 70.00 x 40% = 28%

N.B. Disqualification
Please note that Lead Authority will disqualify Tenderers that score a 0 in any of the quality award criteria questions and may disqualify Tenderers scoring one or more 1s in response to the quality award criteria questions.

9.5 Price Criteria (60%)

The price for each Lot will carry 60% of the final mark.

i. Tendered unit prices entered in Pricing Schedule Lot 1 will be multiplied by the estimated number of collections/deliveries per annum required by each Contracting Authority to achieve a total sum for each Contracting Authority on which to evaluate Lot 1 tendered prices.

ii. 	Tendered unit prices entered in Pricing Schedule Lot 2 will be multiplied by the estimated number of collections/deliveries per annum required by each Contracting Authority to achieve a total sum for each Contracting Authority on which to evaluate Lot 2 tendered prices.

iii. Each Tender will then be scored on a comparative basis with the lowest bid price scoring 60 marks of the available marks. The other offers will then receive scores expressed as an inverse proportion of the lowest price.  The formula used will be:

(Lowest bid price/Tenderer's price) x 60 = Tenderer's price score

9.6 Price and quality scores will then be added together to produce the total score.

10.	CONTRACTING ARRANGEMENTS (SUB-APPOINTED PROVIDER(S) AND CONSORTIA) 

10.1 	It is important that the Tender is completed accurately to enable the Lead Authority to establish a full understanding of the proposed approach to the provision of the Service. 

10.2 	The Tender must be completed in the name and ‘voice’ of the economic operator (typically a company or similar legal entity) that will ultimately enter into a Framework Agreement with the Lead Authority and therefore assumes liability for performance of the Contract.

10.3 	With the exception of Sub-Appointed Provider(s) identified in the ITT response, no organisation other than the Appointed Provider(s) will be able to provide the Service as specified in this ITT, whether group company, subsidiary, parent company, holding company, associated company, franchisor, fellow franchisee, strategic partner or organisation in any other relationship whatsoever. For the avoidance of doubt, the use of any kind of group companies associated with the Appointed Provider(s) can be only as Sub-Appointed Provider(s) identified in the ITT Response. 

10.4 	When responding to the Lead Authority’s ITT, Tenderers should give examples of their own experience and capability to demonstrate their ability to provide the Service in accordance with the requirements of this ITT.

10.5 	Whilst the Lead Authority is happy to receive Tenders from economic operators collaborating as a consortium or sub-contracting elements of its obligations, the Lead Authority reserves the right to reject submission of more than one Tender from the group of companies under ‘control’ of the same parent company. Control shall be understood as defined under sections 450 and 1124 of the Corporation Tax Act 2010. Where consortium or sub-contracting arrangements are being adopted please contact the Lead Authority for guidance.

11.      CONFIDENTIALITY AND INFORMATION GOVERNANCE

11.1   	All information supplied to you by the Lead Authority, including this ITT and all other documents relating to this Procurement Process, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers, consortium members and/or sub-Appointed Provider(s) strictly for the purposes only of helping you to participate in this Procurement Process and/or prepare your Tender unless the information is already in the public domain or is required to be disclosed under any applicable laws.

11.2   	You shall not disclose, copy or reproduce any of the information supplied to you 
	as part of this Procurement Process other than for the purposes of preparing and 
	submitting a Tender. There must be no publicity by you regarding the
	Procurement Process or the future award of any contract unless the Lead
	Authority has given express written consent to the relevant communication. 

11.3   	This ITT and its accompanying documents shall remain the property of the 
Lead Authority and must be returned on demand. 

11.4  	The Lead Authority reserves the right to disclose all documents relating to this 
	Procurement Process, including without limitation your Tender, to any employee, 
	third party agent, adviser or other third party involved in the procurement in 
	support of, and/or in collaboration with, the Lead Authority. The Lead Authority 
	further reserves the right to publish the Framework Agreement once awarded 
	and/or disclose information in connection with the Appointed Provider(s)’ 
	performance under the Framework Agreement in accordance with any public 
	sector transparency policies (as referred to below). By participating in this 
	Procurement Process, you agree to such disclosure and/or publication by the 
	Lead Authority in accordance with such rights reserved by it under this 
	paragraph.  

11.5   	The Freedom of Information Act 2000 (“FOIA”), the Environmental Information 
	Regulations 2004 (“EIR”), and public sector transparency policies, including the 
	placing of contract award notices on the Contracts Finder database, apply to all
	Contracting Authorities (together the “Disclosure Obligations”).  

11.6  	You should be aware of the Contracting Authorities’ obligations and 
	responsibilities under the Disclosure Obligations to disclose information held 
by the Contracting Authorities. Information provided by you in connection with this Procurement Process, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by the Contracting Authorities under the Disclosure Obligations, unless the Authorities decide that one of the statutory exemptions under the FOIA or the EIR applies. 

11.7    If you wish to designate information supplied as part of your Tender or otherwise 
	in connection with this procurement exercise as confidential you must provide 
	clear and specific detail as to:

· the precise elements which are considered confidential and/or commercially sensitive;

· why you consider an exemption under the FOIA or EIR would apply; and 

· the estimated length of time during which the exemption will apply.  

11.8   The use of blanket protective markings of whole documents such as “commercial in confidence” will not be sufficient. By participating in this Procurement Process you agree that the Lead Authority should not and will not be bound by any such markings.

11.9    In addition, marking any material as “confidential” or “commercially sensitive” or 
equivalent should not be taken to mean that the Lead Authority accepts any duty 
of confidentiality by virtue of such marking. You accept that the decision as to
which information will be disclosed is reserved to the Lead Authority, 
notwithstanding any consultation with you or any designation of information as 
confidential or commercially sensitive or equivalent you may have made. You 
agree, by participating further in this Procurement Process and/or submitting your 
Tender, that all information is provided to the Contracting Authorities on the basis 
that it may be disclosed under the Disclosure Obligations if the Lead Authority 
considers that it is required to do so and/or may be used by the Lead Authority in 
accordance with the provisions provision of this ITT.

11.10  Tenders are also submitted on the condition that the Appointed Provider(s) will 
only process personal data (as may be defined under any relevant data
protection laws) that it gains access to in performance of this Contract in 
accordance with the Contracting Authorities’ instructions and will not use such 
personal data for any other purpose. The Appointed Provider(s) will undertake to 
process any personal data on the Contracting Authorities’ behalf in accordance 
with the relevant provisions of any relevant data protection laws and to ensure all 
consents required under such laws are obtained.  
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