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Request for Quotation (RFQ)

INVITATION TO QUOTE FOR  MACROBUTTON  AboutObjectiveOfficeIntegration "(Insert name of service/goods)" 
QUOTE Ref: 2/6/
You are invited by Clackmannanshire Council to quote for the provision of  MACROBUTTON  AcceptAllChangesInDoc goods/services detailed in the attached brief documentation.  Your quotation must be received by Date @12:00 Noon It is the responsibility of all suppliers to ensure that their quotation response is received no later than the appointed time. Clackmannanshire Council may undertake not to consider quotations received after that time.

Clackmannanshire Council are not bound to accept the lowest priced or any quote and shall not be bound to accept the supplier as sole supplier.  Prices quoted shall remain firm for the duration of the contract. Value Added Tax (VAT) should be shown separately and the VAT registration number given.

By providing us with a quotation you agree to be bound by Clackmannanshire Council Terms and Conditions that are attached to the Public Contracts Scotland Notice which will apply to any contract awarded to you after you have provided us with our quotation.  
	Acceptance of the terms and Conditions 
	Delete as appropriate

	Do You accept the terms and Conditions of Supply as noted above?

Please note that selecting NO as a response may result in your offer not being considered.
	Yes / No


No variation, replacement, alternative or substitute terms and conditions shall apply to the contract unless such terms are subscribed by the Clackmannanshire Council Procurement Manager.

This will be in accordance with section 3 of the Requirements of Writing (Scotland) Act 1995 and any attempt by the supplier to impose any alternative conditions (including the imposition of any clause superseding or constituting an entire agreement clause) shall be null and void and shall not be binding on the Council.

A copy of the terms and conditions applicable to this quotation are also attached to the electronic notice.

If you have any queries relating to the documentation, or would like to request further information, please contact the person named below. though the Public Contracts Scotland Advertising Portal http://www.publiccontractsscotland.gov.uk/
The Online Questions & Answers facility allows suppliers to submit queries online and purchasers can then manage and respond to clarifications online and circulate questions and answers to all suppliers on the interest list.
The Council use this function to handle questions and clarifications during this procedure. Rather than handling queries via email or telephone, all questions can be submitted and responded to online and stored along with other notice details for easy reference.

Suppliers are required to use the online Q&A facility rather than submitting the query by email. No questions submitted by email will be responded to until after the process has been completed 

When you record an interest in a specific notice, you will be able to ask a question electronically and receive an automatic response when the query is answered.
The intended timetable for this procurement is:

	Timetable
	

	Date of issue of Quick Quote
	

	Date for return of Quick Quote Documents 
	[return Date] @12:00 Noon

	Expected evaluation of Quick Quote 
	Week Commencing [x]

	Expected award decision
	[Date]

	Contract commencement 
	[Commencement Date]

	Contract extension (if applicable)
	[Extension Period] 

	Contract end (including any extensions)
	[End date]


Contract Responsible Officer
 MACROBUTTON  AcceptAllChangesInDoc "add buyer contact details here" 
Yours faithfully
Add your name here

Job Title
Brief Document
Note: This document should be tailored to your requirements. The level of detail within the brief should adequately reflect the nature of your requirements and some of the information may not be necessary and can be omitted.

Introduction

The main aim and purpose of work should be indicated here. Include instructions for return of quotations; detail how the suppliers should structure their responses. 

Your invitation needs to include both the Selection Criteria and Award Criteria (see below); however, the Selection Criteria requires to be assessed before Award Criteria.  

Background

The information provided here should be of sufficient length and detail to ensure the supplier has an understanding of why this work is being commissioned.

Objectives 

a. Scope of Services

Briefly detail your project expectations and an outline method that could be adopted to achieve project outcome, this should be drafted in a manner that will encourage the supplier to incorporate their methodology to achieve the final deliverable.

b. Outputs and Milestones

Provide an outline project plan detailing timescale for the project including (where applicable):

· Scheduled meetings, include venue for meetings.

· What presentations and reports are required. 

· Detail the format of draft and final reports expected stating the number of reports 

· Outline final deliverables expected by your organisation within this project.

You may wish to specify anticipated outcomes of what you expect to be able to do because of this contract.

Additional information

Relevant additional information, as applicable to your project, may include, but is not restricted to;

· Details of funding or grants that apply to the project.
· Your organisation’s key contact details.
· Intellectual property rights which you wish to be retained by your organisation.
· Any sustainability issues that could impact on the contract i.e. recycled paper for reports. 

· Any health & safety issues that may impact on the contract.

The Provider shall (and shall ensure that any of its Employees involved in the provision of the

Services) comply with any requirements under the Data Protection Act 1998 (the “DPA”) and the
Environmental Information (Scotland) Regulations 2004 (the “EISR”).
SCHEDULE (DATA PROTECTION)

Data Processing provision as required by Article 28(3) GDPR.

The following table provides certain details of the Processing of Personal Data that will be undertaken in connection with the supply of Goods or Services under the Contract as required in terms of Article 28(3) of the UK General Data Protection Regulation.: Please also refer to the terms and conditions attached to this contract. 
	Subject matter and duration of the Processing of Personal Data

	insert description here


	The nature and purpose of the Processing of Personal Data

	Include description here


	The type of Personal Data to be Processed

	Include list of data types here


	The categories of Data Subject to whom Personal Data relates

	Include categories of data subjects here


	The obligations and rights of the Purchaser

	The obligations and rights of the Purchaser as the Data Controller are set out in Condition 28 of the terms and conditions attached to the notice.



Fair Working Practice

	The Public Sector in Scotland is committed to the delivery of high-quality public services and recognises that this is critically dependent on a workforce that is well-rewarded, well-motivated, well-led, has access to appropriate opportunities for training and skills development, are diverse and is engaged in decision making.

These factors are also important for workforce recruitment and retention, and thus continuity of service. Public Bodies in Scotland are adopting fair work practices, which include: 

Payment of at least the real Living Wage to all staff aged 16 and over (including apprentices) who are directly employed by tenderer.  Furthermore, the Tenderer shall ensure that any UK-based workers aged 16 and over (including apprentices) who are directly engaged in delivering this contract are also paid at least the real Living Wage, including, where applicable, sub-contractors and agency staff.

The tenderer shall demonstrate that all workers employed within their organisation have access to effective workers’ voice channel(s), including agency workers. 

The tenderer shall provide any and all information reasonably required by Clackmannanshire Council to satisfy themselves that the Fair Work First obligations herein, namely, to pay at least the real Living Wage and providing access to effective workers’ voice channels, are being complied with. 

Guidance is available to support your submission in meeting and evidencing these conditions.

https://www.gov.scot/publications/fair-work-first-guidance-2/)  for workers (including any agency or sub-contractor workers) engaged in the delivery of this requirement

(Maximum 300 words) Please insert website link to this information if available
Please confirm that you can comply:
	   No   Yes  


	Insurance - Professional Risk Indemnity
£
The Bidder confirms they already have or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated in terms of Professional Risk Indemnity Insurance.

	   No   Yes  

	Insurance - Employers (Compulsory) Liability £5,000,000

The Bidder confirms they already have or can commit to obtain, prior to the commencement of the contract, the levels of Employers (Compulsory) Liability Insurance cover indicated.

	   No   Yes  

	Insurance - All other types listed
The Bidder confirms they already have or can commit to obtain, prior to the commencement of the contract, the levels of all other types of insurance cover indicated.

Type

£
	   No   Yes  


Award Criteria

You may wish to include some of the following areas.  Again, you should include any weightings you will be using within the Brief.
Please ensure that this is in the form of a question and not just a list. The bidder will make a response to the criteria that you have set out, so they require an understanding of your requirements 
· Understanding of this specific project requirements

· Methodology and approach proposed 

· Specific expertise proposed for the service

· Delivery / Timescales proposed

· Price

	Criteria
	Weighting %
	Response

	
	%
	

	
	%
	

	
	%
	

	
	%
	

	
	%
	

	Total
	100%


	


All criteria must be relevant to the goods or services being provided.  

Detail what Key Performance Indicators will be applied to the contract and ensure they realistically reflect what the final outputs and milestones, examples are:

· Time targets



· Productivity indicators


· Quality of service


· Demand



· Availability

PRICING SCHEDULE (COMERCIAL) 
1.1. Tenderers are requested to submit a Total Price for the work required in terms of the Specification. The Total Price in the table below should be your total price, inclusive of all fees, expenses travel and subsistence. All prices must be quoted in Pounds Sterling (£) and should be exclusive of any VAT which may be chargeable. Costs which appear elsewhere in the Invitation to Tender but which are not summarised here will presume to have been waived. The Total Price quoted below will be held for the duration of the Contract. 

1.2. Tenders should be fully priced to include compliance with all applicable laws including without limitation all necessary actions or procedures relating to Health and Safety, as required by the Health and Safety at Work Act 1974 and associated legislation, for employee costs associated with TUPE and for any performance bond where applicable.  

1.3. The Price will be the whole life cost including the initial purchase price, operating costs, consumables, disposal costs and will include any contract extensions.

1.4. [The Total Price will be used for evaluation purposes only and does not represent the overall contract value which will be regulated by your submission] OR [The Total Price is the overall Contract Value and which will also be evaluated].
1.5. Detete this when completing the document – A bill of quantities must have estimated quantities or an accurate amount of what you are after  
1.6. Example pricing schedule you can add a spreadseet as an attachment to the contract notice 
	Acquisition/Initial Capital Expenditure
	Unit of measure
	Quantities
	Unit of measure x Quantity

Total Value £

	PRICE OF GOODS / PROVISION OF SERVICE                                                                    
	
	
	£

	Material
	
	
	£

	Labour/Hourly Rate
	
	
	£

	Overheads
	
	
	£

	Packaging
	
	
	£

	Profit
	
	
	£

	COMMISSIONING COSTS                                                                                
	
	
	£

	Delivery
	
	
	£

	Installation
	
	
	£

	Training
	
	
	£

	Travel
	
	
	£

	Section Total
	
	
	£

	Owning/Operating/Recurrent Costs
	
	
	£

	Maintenance
	
	
	£

	Spares
	
	
	£

	Energy/Fuel Consumption
	
	
	£

	Upgrade Costs
	
	
	£

	Consumables
	
	
	£

	Section Total
	Annual Cost x No of years
	
	£

	End of Life/Disposal/Exit
	
	
	£

	Disposal/Exit Costs
	
	
	£

	Less Residual Value
	
	
	£

	Section Total
	
	
	£

	Total Price over the lifetime of the contract TO BE COMPLETED BY ALL TENDERERS (This Price will be evaluated)
	
	
	£


1.7. The Council in its absolute discretion may reject a tender if the Total Price is the overall Contract Value and the Total Price submitted is more than the budget the Council has available for the procurement. 

1.8. It is the Tenderer’s responsibility to ensure the Pricing Schedule is completed correctly and is arithmetically correct. The Council may but shall not be bound to correct arithmetical errors. If a Tenderer does not accept the correction of errors, its tender will be rejected. The Council will reject a Tender if the Contract value is above GPA procurement thresholds, and the tender is found to be abnormally low (and in other cases the Council may reject the tender) and shall be entitled to require the Tenderer to produce detailed price analyses for any or all items priced or bill of quantities to determine if the Tender is abnormally low.  

The quotation will be evaluated using the following criteria and weightings:

	Evaluation Criteria
	Weighting

	Selection Criteria
	Pass or fail

	Award Criteria
	   %

	Award Price
	   %


	Scoring Methodology for Quality Criteria

	No. of Points
	Definition*

	0
	Response does not meet requirements and/or is unacceptable


	1- 2
	Response partially meets requirements but contains material weaknesses, issues or omissions, is poorly articulated and/or is inconsistent.


	3-4
	Response meets requirements to a minimum acceptable standard, however, contains some weaknesses, issues or omissions.  Lacking detail and/or clarity.


	5-6
	Fit for purpose. Good in many respects. No significant weaknesses, issues or omissions.


	7-8
	Response meets requirements to a high standard. Robust, detailed, well articulated in all material respects. Minimal weaknesses, issues or omissions.


	9-10
	Response meets requirements to an exceptional standard. Robust, detailed, well articulated in all material respects. Minimal weaknesses, issues or omissions. Evidence of real insight, creativity and flair.



COMMERCIALLY CONFIDENTIAL INFORMATION SCHEDULE

1.9. The contents of this Invitation to Tender, and that of any other documentation sent or information supplied to you in respect of this tender process are provided on the basis that they remain the property of the Council and must be treated as confidential (however may be disclosed for the purpose of obtaining sureties, guarantees and quotations required for the preparation of the tender and for insurance purposes).

1.10. If you are unable or unwilling to comply with this requirement you are required to destroy this Invitation to Tender and all associated documents immediately and not to retain any electronic or paper copies.

1.11. The information provided by Tenderers in their submissions will be treated as confidential by the Council (for exceptions to this rule please refer to the Freedom of Information (Scotland) Act 2002). 

1.12. The Council is obliged to publish the contract value and name of the winning Tenderer and may publish on its website the names and contact details of those who have been issued with a tender.

1.13. The Council will work with the police, the Scottish Crime & Drug Enforcement Agency and any other body deemed appropriate in order to verify and validate the information provided.

Freedom of Information Act 

1.14. The Freedom of Information (Scotland) Act 2002 (the “FOISA”) designates the Council as a Scottish public authority and therefore subject to the provisions and obligations in FOISA. This means that any person who makes a valid request for recorded information held by the Council will be entitled to receive it and the information made public, unless the Council considers that all or part of that information can be withheld as a result of the exemptions in FOISA.

1.15. You may consider that some information you supply to us should not be disclosed to other people or organisations under FOISA. If you do, you must tell us. The Council will take your representations into account in its decision whether or not to release the information requested, but the public interest may require that this information is released despite such representations. 

Data Protection Act & Environmental Information Regulations

Certain information may also require to be disclosed by the Council under the Data Protection Act 1998 (the “DPA”) and the Environmental Information (Scotland) Regulations 2004 (the “EISR”).
Certificate of Acceptance

[Title]

2/6/

The essence of selective Tendering is that the client shall receive bona fide competitive Tenders from all those Tendering. In recognition of this principle, we certify that this is a bona fide tender, intended to be competitive, and that we have not fixed or adjusted the amount of the tender by or under or 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

A. 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, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender.
B. Enter into any agreement or arrangement with any other person that he shall refrain from Tendering or as to the amount of any Tender to be submitted.
C. 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 caused 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 unincorporated; and “any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

Signed 

........................................................ Date .......................................

On behalf of
........................................................

TENDER

I/We, the undersigned, hereby offer to supply to Clackmannanshire Council in accordance with the foregoing Conditions of Contract, the Service specified in the foregoing Schedule at the prices stated by me/us therein, commencing 
N.B. The Schedules actually used for the quotation of prices must be signed by offerers on every page.

Signed 
...................................................................Date ...............................…..

Name and Address of Firm ...............................................................................................…..

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

ACCEPTANCE

CLACKMANNANSHIRE COUNCIL ........................................................... 202
On behalf of Clackmannanshire Council, I hereby accept the above offer to supply the Service specified therein at the terms stated therein, commencing 
Clackmannanshire Council

Kilncraigs
Alloa

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


Declaration Certificate

[Title]

Reference 2/6/
Please Read and Sign the Section Below.

I/We certify that the information supplied is accurate to the best of my/our knowledge and that I/we accept the conditions and undertakings requested in the application.  

I/We have inserted information in relation to the company named in this undertaking which is the company making the submission and not in relation to any Holding or Parent Company, Group or Subsidiary to which I/We belong.

I/We understand that false information could result in my/our exclusion from this, or any future tendering process and, exclusion from any other list of companies to be invited to tender by the Authority.

I/We also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as to inducement or reward to any servant of a public body and that any such action will empower the Authority to cancel any contract currently in force and may result in my/our exclusion from any future tendering process.

	Signed
	

	Name
	

	Date
	

	On Behalf of
	

	Position
	


A Director or other Senior Representative must verify this questionnaire.

Please note that the term “company” refers to: sole proprietor, partnership, incorporated company, co-operative as appropriate.

BEFORE RETURNING THIS QUESTIONNAIRE, PLEASE ENSURE THAT YOU HAVE: -

-
Answered all questions appropriate to your application.
-
Attached relevant documents ensuring that all attachments are clearly marked with the name of your 
company and the 

number of the question to which they refer.
-
Completed the undertaking above:
-
Submitted any additional information requested.

IF YOUR QUOTE IS SUCCESSFUL, YOUR RESPONSE TO THIS QUESTIONNAIRE WILL BE INCORPORATED INTO THE CONTRACT AWARDED TO YOU. 

Route 1 Quick Quote March 2025

