
INVITATION TO QUOTE

INSERT CONTRACT TITLE HERE
Insert Quotation Reference
You are invited to submit a quotation for Insert brief description here.

It is essential to comply with the following instructions in the preparation and submission of your quotation. The Council reserves the right to reject a quotation that does not fully comply with these instructions.
Your quotation must be completed in English and must be submitted no later than 12:00 Midday Insert closing date here. All completed quotations must either be uploaded onto the Supplier and Contract Management System (scms.alito.co.uk) or if you are unable to return the document electronically, a hard copy can be delivered to the following address Insert address for return of quotations.
If for any reason you are unable to submit a quotation you should notify the Council of your decision by updating the Council’s Supplier and Contract Management System (insert reference number) by using the ‘Decline’ function.
Your quotation must be completed in full and where necessary signed and dated. Failure to return a completed quotation will invalidate your submission.

Any quotation submitted will be deemed to remain open for acceptance or non-acceptance for not less than 90 days from the closing date stipulated above. The Council may accept the quotation at any time within this prescribed period. The Council shall, however, not be bound to accept the lowest or any quotation.
The standard terms and conditions of Wakefield Council together with Special Conditions (if any) will apply to all orders placed as a consequence of this process. To view the standard terms and conditions go to; 
http://www.wakefield.gov.uk/NR/rdonlyres/B5DABA3E-3150-48C7-9121-8288918C0508/0/StandardTermsAndConditions_GoodAndServices_PurchaseOrdersAndQuotations.pdf
Any Special Conditions will be set out in the Specification.
If you need any clarification regarding this process or any of the information contained in this document, please use the ‘clarification’ function available on SCMS or contact the officer named below;
Name:
Insert name of contact officer here
Email:
Insert email
1. COMPANY INFORMATION

	1.1
	Trading Name & Address
	

	
	
	

	
	
	

	
	
	

	
	
	

	1.2
	Address for Correspondence Relating to this Application:

(If different to 1.1)
	

	
	
	

	
	
	

	
	
	

	
	
	

	1.3
	Contact Name:
	

	
	Position in Company:
	

	
	Telephone Number:
	

	
	Fax Number:
	

	
	Email Address:
	

	
	Mobile Phone Number:
	

	
	
	

	1.4
	Company Website:
	

	
	
	

	1.5
	Company Status:
	Please Indicate

	
	        Sole Trader
	Yes / No

	
	        Partnership
	Yes / No

	
	        Limited Company
	Yes / No

	
	        Public Limited Company
	Yes / No

	
	        Charity
	Yes / No

	
	        Other (please specify)
	

	
	
	

	1.6
	Date of Formation or Registration:
	

	
	
	

	1.7
	Registration Number:
	

	
	Registered Address:
	

	
	
	

	
	
	

	
	
	

	
	
	

	1.8
	VAT Number:
	


2. SPECIFICATION

Insert your specification here
· Please ensure you do not put a disproportionate amount of information into the specification. 

· The quotation process is for straightforward requirements and a maximum of a couple of sides of A4 is desirable.

· If your specification is overly complex or lengthy, you need to consider whether undertaking a full tender process would be more appropriate.

· Include any Special Conditions of Contract under a separate heading within the specification 

Guidance on specification writing can be found here:

http://webintranet2/NR/rdonlyres/DD63DD84-D191-42E1-BDDE-9DE2591D44E7/0/GuideToSpecificationWriting.pdf
3. QUOTATION REQUIREMENTS
You are required to provide a method statement detailing your proposals for delivering the specification detailed above.  Please ensure the following key areas are included in your statement:

· Insert here key points from your specification and request examples to evidence required experience
Eg:

· Proposed timescales for completion of the project

· Experience of working with similar size organisation
· Experience of delivering a flexible/responsive service 

· etc

The above information will be assessed as part of your quotation therefore failing to provide a method statement as requested above will affect the evaluation of your quotation.

4. EVALUATION METHODOLOGY
The Council will award this quotation to the company which proposes the most economically advantageous bid.  This will be identified using the methodology below:

All responses to the specification will be scored by a panel using a weighted scoring system based on a 40:60 split between Price and Quality criteria respectively.

Price: Whole life costing (40%)

Quality: The following criteria will be assessed to determine the quality score (60%)
	Criteria
	Marks Available

	Repeat the key elements/sections to be assessed i.e. your bullet points listed in the ‘Quotation Requirements’ section above
	Insert the marks available for this element / section

	Example criteria
	Example marks

	
	

	
	Total
	60


Each criteria has a maximum number of marks available.  All responses will be assessed based on the following scoring methodology:

	0

Inadequate
	Significant indications that company / proposal lacks certain requirements in this area to achieve the required standard of service delivery / information totally inadequate

	1

Concerns
	Some concerns that company / proposal may lack certain requirements in this area to achieve the required standard of service delivery

	2

Potential
	Information indicating potential to deliver outcomes

	3

Capable
	Comprehensive and strong information indicating company / proposal capable of delivering outcomes to required standard


If a score of 0 is applied, the quote will be eliminated.
If a score of 1 is applied, 1/3 available marks for that question will be awarded.

If a score of 2 is applied, 2/3 available marks for that question will be awarded.

If a score of 3 is applied, all available marks for that question will be awarded.

Example: 

Where there are 6 marks available for a question and a score of 2 is applied to a bidders response, the bidder will be awarded 4 marks for that response.
Overall points will then be established using the following calculations:

Price
(lowest bid price / individual bid price) x 40
Quality (individual bid total quality marks / highest bids quality marks) x 60
The table below provides an example of this calculation:

	
	Price
	Quality
	Total Points

	
	Bid Price
	Points Allocated
	Quality Score

(Total Marks)
	Points Allocated
	

	Bidder A
	£18,000
	26
	53
	58
	26+58 = 84

	Bidder B
	£11,500
	40
	45
	49
	40+49 = 89

	Bidder C
	£14,000
	33
	55
	60
	33+60 = 93


In the example above, Bidder C would be the winning bidder. 
5. SCHEDULE OF PRICES

I/We the undersigned hereby offer to provide the goods and/or services described or referred to in the invitation to quote documentation for the following costs, exclusive of value added tax:

(all costs to be quoted in pounds sterling and exclusive of V.A.T.)

	
	COMPLETE AS APPROPRIATE E.G. Description of Goods / Service
	UNIT COST (excl V.A.T) 

£ : p

	1.
	
	£

	2.
	
	£

	    TOTAL COST OF Complete as appropriate e.g. Goods / Service
	£               :


The above costs must include all travelling/subsistence expenses applicable to this contract.

i)
Settlement Terms
_________________________________________
ii)
Delivery period from receipt of order
_______________ days 

iii)
V.A.T.
_________________ % 

I/We hereby offer to supply goods and/or services as specified in the Price Schedule in accordance with the Council’s Conditions of Contract and/or Special Conditions contained in this enquiry.  All costs associated with the delivery of this contract are detailed above and will remain fixed for the contract duration / be subject to increase only in accordance with ?.
Please refer to the attached Service Specification/Project Brief for further details of the services required under this contract.

	Signed 
	

	Name (Block Capitals) 
	

	Designation 
	

	For and on behalf of 
	

	Date
	


6. QUOTATION MONITORING SHEET

Wakefield Council monitors how its procurement activity affects social (including equality), environmental and economic issues in its district.  Any organisation tendering or quoting for a contract with the Council is asked to complete this questionnaire.

Please be brief, but as practical or imaginative as you wish.  A nil or negative response is acceptable, and will not affect your bid or quote in any way. This questionnaire is not part of any assessment or evaluation.  The response will only be recorded, without identifying you, if your bid or quote is accepted.

	1
	If you are awarded a contract, will the contract or your company provide:

	1a
	Any social (including equality) benefits for the Wakefield district?
	Yes
	No

	
	
	
	

	
	If yes, what?



	1b
	Any environmental benefits for the Wakefield district?
	Yes
	No

	
	
	
	

	
	If yes, what?



	1c
	Any economic benefits for the Wakefield district?
 
	Yes
	No

	
	
	
	

	
	If yes, what?



	1d
	Anything that will help prevent or reduce crime and disorder, or fear of crime and disorder?

(Under section 17 of the Crime and Disorder Act 1998 the Council has a responsibility to ensure that both it and its suppliers do all that they reasonably can to prevent crime and disorder in the area.)
	Yes
	No

	
	
	
	

	
	If yes, what?



	2
	What amount will your company spend per year within the Wakefield district (for example, on wages, supplies, etc.).  A rough estimate is all that is required.
	£

	3
	What proportion (%) is the figure in (2) above of your company’s total annual expenditure?


	

%

	4
	If you were awarded a contract with the Council, would you consent to being used in a case study to illustrate how you are able to affect social (including equality), environmental and/or economic issues in its district?
	YES
	NO

	
	
	
	


	FOR COUNCIL USE ONLY

	If contract awarded, complete the information below and send, along with the monitoring sheet, to:

Strategic Procurement, Upper Building, Newton Bar, Leeds Road, Wakefield, WF1 1XS


	Name of Company:  



	Address of Company:  



	Contract is for (type of supply, service, etc)  



	Annual estimated value:  



	Contract start:  


	Contract end:  

	Contact Officer:  




 
	Ext:  
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