High Peak Borough Council and Staffordshire Moorlands District Council

Supplier Evaluation Questionnaire for Tenders
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High Peak Borough Council 
Supplier Evaluation Questionnaire
	Name of Company
	


	Title of Tender
	Supply of kitchen units to individual addresses

	Reference
	CIG2011/12 102

	Lead Authority
	High Peak Community Housing

	Closing date
	6th January 2012


1. Applications are invited from suitably qualified and experienced organisations that wish to be considered for the above tender on behalf of High Peak Borough Council 
2. The contract / works will be for an initial period of 3 years with a possible extension of 2 years
3. Applicants should note that this application is solely for the provision of the details outlined in the specification.  If there is any aspect of the specification or contract conditions with which you will not comply this must be raised, in writing, with the Procurement Unit BEFORE submitting the questionnaire.  It is advisable to involve your Legal representative at this stage in the process.

4. All Questions and tenders should be answered in English.

5. The Authority will not be liable for any costs incurred by any respondent in the preparation and /or submission of their tender, nor for any costs which may arise from any subsequent meetings, presentations or demonstrations that respondents may be required to attend.  It is the responsibility of each respondent to obtain for themselves at their own expense any additional information necessary for the preparation of their tender.

6. The Councils reserve the right to consider alternative procurement options, suspend or call-off the process, terminate any proceedings and is not deemed to accept any offer submitted.

7. Any personal information you give us is held securely in accordance with the Data Protection Act 1998.  Information that was collected for one purpose may be used for other Council purposes and we may also share information where appropriate with other organisations unless there are any legal restrictions preventing this.

8. The Councils are required to comply with the Freedom of Information Act 2000 which imposes a duty to respond to a request for information and, subject to the provisions of the Act, to disclose that information.  If you consider that any of the information to be submitted in your proposal/ tender should not be disclosed because of commercial sensitivity then this should be so stated together with your reasons for considering this information sensitive.  However, this does not oblige the Councils to withhold it if it believes it has an obligation to publish it under the Act.  Queries relating to data protection or freedom of information should be made to the Freedom of Information Officer at each Council or to the Procurement Unit

9. Written technical references and financial credit rating may be requested for those shortlisted.

10. All tenders should be returned following the procedures outlined below.

11.  Late submissions will NOT be accepted.

12. Suppliers confirm they agree to the Council’s terms and conditions.
	Returns Procedure

	All information should be concise as possible and should be submitted in:

· One ring binder clearly indexed

· Back up CD in “read only” mode

· It is recommended that you check the website before returning the tender if case there have been any changes

· All parts of the questionnaire must be answered.

· Tender and supporting documents MUST be returned in a sealed envelope.

· Tenders MUST be returned using the label at the end of this document.

· Late submissions will NOT be accepted.


Introduction and Background

High Peak Borough Council 

The High Peak is situated within the Peak District at the north-western tip of Derbyshire and the East Midlands Region. Two-thirds of the Borough lies in the Peak District National Park and is an area of outstanding natural beauty. 93% of its population lives outside the Park, with the major population centres being around Glossop to the north and Buxton to the south.  

The borough has a population of around 90,600 and covers 54,000 hectares. The Council was recognised as ‘Excellent’ in the 2007 Comprehensive Assessment Review and has held Beacon status in EMAS and Sustainable Energy.  In 2007 the council won the Local Government Chronicle’s principal award, ‘Council of the Year’.  

A map of the borough can be found in the “high peak profile” document available at 

www.highpeak.gov.uk/aboutus.
Interested parties are advised to visit the area to ascertain all relevant conditions and circumstances that may affect the provision of services/equipment to the Council and will be deemed to have done so before submission of the Tender.

Evaluation

Initial evaluation will be undertaken on price and added value sections. 

The answers to each relevant question will be scored – the rationale applied to the process will be based on the most economically advantageous tender based on the following score:

Exceeds specification/ value for money

5

Some added value



4

Meets specification



3

Misses some areas of specification 

2

Fails key areas of specification


1

Fails totally




F

The objective of the selection process is to assess the responses to the specification along with the pre-qualification questionnaire data in order to determine the appropriate service provider. Following initial evaluation the remaining sections, along with request for written technical references and financial credit rating will only be undertaken for those shortlisted. 
Bids will be assessed to ascertain whether they pass the relevant thresholds as follows:

Section 4

litigation

pass/fail

Question 5.2

contract termination
pass/fail

Section 6

quality


pass/fail

Section 7

environment

pass/fail

Section 8

sub contractors

pass/fail

Section 10

health & safety 

pass/fail  
 

Section 11 

equalities 
 
pass/fail 

Section 12

insurance

pass/fail

The following questions will then be scored and weighted:

Section 3

financial information

10%

Section 5

organisation references   
5%  
Section 9

business capability

10%
Section 13

added value/experience
25% 

Section 14 

price



60% 
If any of the items in the specification cannot be satisfactorily demonstrated this will result in your bid being rejected.

In the event that none of the offers are deemed satisfactory, the Council reserves the right to consider alternative procurement options, suspend or call-off the process, terminate any proceedings and is not deemed to accept any offer submitted.

Interested parties are advised to visit the area to ascertain all relevant conditions and circumstances that may affect the provision of services/equipment to the Council and will be deemed to have done so before submission of the Tender.

	Schedule of Events

	The proposed schedule is for guidance only and dates should be regarded as indicative at this stage.

	Tender advertised
	Supply of kitchen units to individual addresses

	Closing date
	6th January 2012

	Evaluation Assessment
	9th January 2012

	Tender awarded
	16th January 2012

	Commencement
	23rd January 2012


	1. Organisation Identity

	Name of Company
	

	Address


	

	Primary contact name
	

	Telephone
	

	Email
	

	Website address
	

	Company Registration Number
	

	Date of Registration
	

	Registered address (if different from above)


	

	VAT registration number
	


	2. Organisation Information

	2.1
What type of Organisation are you?
	i)
Public Limited Company
(
ii)
Limited Company
(
iii)
Sole Trader
(
iv)
Partnership
(
v)          Other                                        ( 

	Please detail Executive Directors / Partners:
	

	Name:
	Responsibility:

	Name:
	Responsibility:

	Name:
	Responsibility:

	2.2
Confirm organisational chart enclosed
	YES / NO

	2.3
Have any director/proprietors ever been bankrupt or involved in a business that has gone into liquidation or receivership? If yes, provide details
	YES / NO

	2.4
Has any director/proprietor or key member of staff previously, or currently, been employed by the Council or is related to any council employee or elected member? If yes, provide details
	YES / NO

	2.5
Is the company part of a group of companies? If yes, please provide details of the group structure and when the company became part of the group. If the ultimate parent company is based/registered outside the UK please supply details.
	YES / NO

	2.6
How long has the business been in existence?

	

	2.7
Do you comply with the Data Protection Act 1998? (www.ico.gov.uk)
	YES / NO

	2.8
Is your company affiliated or associated with any other company that is capable of tendering for this contract? If yes, provide details
	YES / NO


	3. Financial Information

	3.1
Please confirm a copy of the last two years audited accounts is attached.  If you are a new business and have no accounts please attach your Business Plan
	YES / NO     

	3.2
If part of a group please supply two years audited accounts of the ultimate holding company (if applicable)
	YES / NO

	3.3
What is the company turnover?
	£


	4. Litigation

	4.1
Do any of the circumstances as set out in The Public  Contracts Regulations 2006 (SI 2006 No: 5) Part 4, Regulation 23 apply to your company? 

Details available from www.opsi.gov.uk


The Authority may seek evidence at a later date, in confirmation of your answer.

	YES / NO     

	4.2
Are there any court judgements against your company? If yes, please detail?
	YES / NO    

	4.3
Is there any litigation pending including industrial tribunals? If yes, please advise nature of litigation tribunal
	YES / NO    

	4.4
Have there been any court actions involving the organisation in the last three years? If so please provide details
	YES / NO    

	4.5
In previous work with the Council have there been any legal proceedings or dispute over work.  If YES please provide details of dates, parties involved, nature of work, court preferences, and stage dispute has reached.  This question applies to the involvement of holding or parent companies, related companies, companies with common directors or companies connected in some way.  If yes, state how you have resolved the issues
	YES / NO    If yes, provide details

	4.6
Has anyone involved with carrying out the work in this contract been convicted of crimes referred to in Article 45(1) EC Directive 2004/18/EC relating to bribery and fraud? More information can be found at www.ogc.gsi.gov.uk
	YES / NO    If yes, provide details


	5. Organisational performance references

	5.1
How long have you been providing the goods/services for which you are tendering? 
	

	5.2
In the last 3 years, has the organisation failed to complete  any contract on time, had damages deducted or recovered, contract terminated (inc by mutual consent) or not renewed due to poor performance?  
	YES / NO    If yes, provide details

	5.3 Please supply details of three major recent public or private sector organisations where you have supplied similar services to those required in this quotation opportunity.

	Customer name, address & tel. no.
	Contact name and email address
	Brief description of service provided
	Approximate value

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


	6. Quality assurance

	6.1
Please provide details of your measures for ensuring quality, details of your quality attestation registrations (if any) for example under ISO9001 or service specific equivalent 
	

	6.2
If you do not hold accreditation are you in the process of applying?
	YES / NO
Expected approval date:

	6.3
If accredited please confirm a copy of your QA is attached
	YES / NO


	7. Environmental 

	7.1
What environmental management systems 
do you have in place eg ISO14001 or EMAS or BS 8555
	YES / NO  If yes please provide registration detail

	7.2 
If the answer to 7.1 is no are you working towards developing an environmental management system
	YES / NO  If yes please provide details

	7.3
Have you been prosecuted by the Environment Agency  for breach of any environmental legislation in the past 3 years?  Your response will be verified by the Council
	YES / NO  If yes please provide details


	8. Prime and Sub-Contractors

	8.1 Is your organisation expecting to use third parties to provide some services?
	YES / NO

	If YES, please provide details of intended sub-contractors/partners below (if currently known)

	Company name & Address
	Contact name & tel. no.
	Service provision responsibility

	
	
	

	
	
	

	
	
	

	8.2 Local Contractors and Suppliers. We are keen, wherever possible, to include local contractors/suppliers in the supply chain.  What is your policy towards using such contractors/suppliers in the fulfilment of a contract and can you demonstrate where the use of local contractors/suppliers has been applied (provide statement)

 


	9. Business capability

	9.1
How many staff do you employ?
	

	9.2
Please give details of staff turnover as a percentage of your workforce for the last  three years.
	

	9.3
Please state the number of staff involved directly in the provision of the service / works / goods being tendered for.
	Management

Professional

Technical

Sales

Admin/clerical

Supervisors

Operatives

	9.4 
State the name, educational, professional and technical qualifications and experience of the managerial, supervisory and operational staff who would be responsible for this contract and providing the service
	Please detail

	9.5
Do you have the investors in people award?
	YES / NO          Certificate no.               

	9.6
Do you have a training programme?
	YES / NO

	
Does training include:
	

	

Health and Safety
	YES / NO

	

Environment
	YES / NO

	

An induction programme
	YES / NO

	

Equalities
	YES / NO

	9.7
Please detail any professional or trade associations to which your organisation belongs

	Name of professional or trade association
	Registration or certificate number
	Date joined

	
	
	

	
	
	

	9.8
The councils believe it is preferable to deal with companies that are aware of the risks  they face as these are generally less susceptible to service disruption.  Do you routinely identify the main risks to your business and take steps to minimise these risks. What are the major risks you face within your business?
	YES / NO  If yes, provide details


	10. Health and Safety

	10.1
Do you have a Business Continuity Plan
	YES / NO   please enclose brief details

	10.2 
Have you had any convictions/enforcement notices in the last five years for failing to comply with the Health and Safety legislation. If yes please give details and state what action you have taken to address any inadequacies.
	YES / NO  if yes please detail

	10.3
Do you have a Health and Safety policy? 
If yes, please attach a copy 
	YES / NO    please enclose

	10.4
If your Company employs 5 or more people please provide statistics for RIDDOR reportable accidents for the last 3 years
	

	10.5
Please confirm that you have completed and attach the pre-contract health and safety vetting pro-forma
	N/A – (supply only)


	11. Equalities 

	11.1 
Do you have a written equalities diversity  policy:
	YES/NO  Please enclose on CD

	11.2
Do you state in recruitment adverts that you are an equal opportunities employer. 
	YES / NO

	11.3
Is it your policy and practice  to comply with your statutory obligations as an employer in respect of current equalities, employment and human rights legislation covering disability, gender, race, sexual orientation, religion and belief, age and gender recognition or such legislation as amends or repeals this legislation (or equivalent European law) and continues to place requirements upon you as an employer
	YES / NO 

	11.4
In the last three years, have any findings of unlawful discrimination ie age, disability, gender reassignment, race, religion or belief, sex or sexual orientation  been made against your organisation by any court or employment tribunal?
	YES / NO

	11.5
In the last three years, has your organisation been the subject of formal investigation by the Commission for Racial Equality , Disability Rights Commission, and/or Equal Opportunities Commission on grounds of  alleged unlawful 
discrimination?  (if after 1 October 2007 -  the Equality and Human Rights Commission)
	YES / NO

	11.6 
In the last three years, has your organisation made any Out of Court Settlements?
	YES / NO    If yes please detail

	11.7
If the answer to 11.5, 11.6,  is YES what steps did you take as a consequence of 
these findings?
	Please detail


	12. Insurance

	12.1 
Do you hold Employers Liability Insurance?
	YES / NO

	
If yes, please detail extent of cover
	£

	12.2 
Do you hold Public Liability (Third Party) Insurance?
	YES / NO

	
If yes, please detail extent of cover
	£

	12.3 
Do you hold Professional Indemnity Insurance?
	YES / NO

	
If yes, please detail extent of cover
	£


	13. Added Value Section

	13.1
The supplier must be able to deliver individual kitchens to properties throughout the borough of the High Peak 
	Yes/No

	13.2
The supplier must hold stock levels to adhere to being able to supply spares within 3 hours during the contract and within 24 hours for any future maintenance.
	Yes/ No

	13.3
The supplier must be able to meet the demands of the contractor, which may vary  from being able to deliver between 1-20 kitchens per week. 
	Yes/ No

	13.4
Is delivery included in the price.
	Yes/No

	13.5
Controls for performance monitoring of this contract and to ensure the contract can be fulfilled against the agreed spec? Can the supplier demonstrate how they can engage in this process
	

	13.6
The supplier must be able to survey and produce CAD drawings for the design to the client/contractor and tenant.

Is this included within the price?


	Yes/ No

Yes/ No

	13.7
 The supplier must be able to provide a running spares pack during the contract


	Yes/No

	13.8
 Do you have a local supply chain and employ local labour?


	Yes/No

	13.9
 Are there any specific H&S or environmental issues that are key to this quote for work


	


	14. Price (excluding VAT)

	Please provide total price based on information outlined in the specification
	£ 


	15. Declaration of Interests

	Are you aware of any Councillors, or Officers of the Council who have a known interest, direct or indirect, in their Company, Parent Group or other associated Company. 
	YES / NO
If yes, provide details


	16.
Questionnaire completed as a true record & terms and conditions

	Please confirm that you have read and agree to the Council’s contract terms and conditions
	YES / NO

	Please confirm you have attached  the  Certificate of Non Canvassing and Non Collusion  (below)
	YES / NO

	Signature
	

	Name (in capitals)
	

	Position in Company
	

	Date
	


	Returns Procedure

	All information should be concise as possible and should be submitted in:

· One ring binder clearly indexed

· Back up CD in “read only” mode

· It is recommended that you check the website before returning the tender if case there have been any changes

· All parts of the questionnaire must be answered.

· Tender and supporting documents MUST be returned in a sealed envelope.

· Tenders MUST be returned using the label at the end of this document.

· Late submissions will NOT be accepted.


Mandatory Attachment Checklist:




Check (()

1. Section 3 – 2 years audited accounts



(
2. Section 12 – Insurance Certificate



(
3. Completed Certificate of Non Canvassing & Non Collusion
(
4. Information provided in CD format



(
5. Returned using label at end of document


(
	Contact Details

	Technical enquiries
	Emma Copsey
Tel: 0845 129 8075
Email: 
emma.copsey@hpch.co.uk


This document is available in alternative format on request

	Certificate of Non Canvassing and Non Collusion

	Non Canvassing

We hereby certify that we have not canvassed nor solicited any Member, Officer, Employee, Servant or Agent of the council in connection with the award of this Contract for the services and that no person employed by us or acting on our behalf has done any such act.

We further undertake that we will not hereafter canvass or solicit any Member, Officer or Employee of the Council in connection with the award of this Contract for the Services and that no person employed by us or acting on our behalf will do any such act.

Non Collusion

In recognition of the principle that the Council shall receive bona fide competitive offers from all those companies submitting tenders

We Certify That

(1) this is a bona fide offer, intended to be competitive

(2)  we have not fixed or adjusted the amount of the offer or the rates and prices quoted in it by or under or in accordance with any agreement or arrangement with any other person

We also Certify that

We have not done and undertake not to do at any time any of the following acts:

(a) communicate to a person other than the Council the amount or approximate amount of the proposed offer or any information which would allow the amount or approximate amount to be calculated (other than disclosure, in confidence, which was or is essential to obtain insurance premium quotations required for the preparation of the offer)

(b) enter into any agreement or arrangement with any other person as to the amount of any Tender to be submitted

(c) pay or give or offer or agree to pay or give any sum of money inducement 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 offer for the services any act or omission

In this Certificate:

(1) ‘person’ includes any person and any body or service provider corporate or incorporate

(2) ‘any agreement or arrangement’ includes any transaction formal or informal and whether legally binding or not.



	(1) Signature
	

	Name (in capitals)
	

	Position in Company
	

	Date
	

	(2) Signature
	

	Name (in capitals)
	

	Position in Company
	

	Date
	


RETURNS LABEL


TENDER RETURN FOR: Kitchen Supply to properties throughout the Borough
Reference: CIG2011/12-102

Procurement Unit

High Peak Borough Council

Town Hall

Buxton

Derbyshire

SK17 6EL

Kitchen specification.

All units to be supplied fully assembled to each individual address in line with a programme of works. Kitchen delivery rate may vary from 1 to 20 per week. The approximate number per annum will be 75 kitchens.

	Small kitchen
	To supply 4 base units and 2 wall units and 38mm work top and jointing strips. To include one base unit that is a draw pack.



	Medium Kitchen
	To supply 6 base units and 4 wall units and 38mm work top and jointing strips. To include one base unit that is a draw pack.



	Large kitchen
	To supply 8 base units and 6 wall units and 38mm work top and jointing strips. To include one base unit that is a draw pack.



	Sink/taps
	Sink to be inset stainless type single bowl, twin hole, left or right handed as required. Taps to be lever pillar type or Lever mixer type 



	Colours/ unit type
	Units to be High line type offering a colour choice of:  Beech, Oak, Maple, Walnut, Cream and White.

Work tops to be 38mm with 5 colours made available 
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