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PART A.  Guidance & Instructions to tenderers 

The information in this document will be used by consultants to inform their tender for this project.  


1. Timetable for Mini Competition Process

	Activity
	Date(s)*

	Mini Competition Sent Out
	10/07/2025

	Last day for tender queries 	
	22/07/2025

	Mini Competition Return Date
	30/07/2025

	Evaluation of Tenders
	06/08/2025

	Notification of selected supplier
	13/08/2025

	Appointment of supplier
	20/08/2025

	Commencement of Contract
	27/08/2025

	Completion of Contract
	03/11/2025

	Potential extension to contract if required 
	Further scope could be up to time period



*The Contracting Authority does not bind itself to the above dates but will use its best endeavours to achieve the dates set out wherever possible. Interviews and/or presentations may be used as part of the appointment process.

[bookmark: _Toc489609268]2.  Mini Competition Submission Checklist

Below are the documents that need to be returned to the contracting authority by the consultant as part of the tender.
· Quality Question Submissions: use the submission pages of this document
· Curriculum Vitae for key personnel proposed
· Proposed organogram for project commission
· Pricing Submission – use Excel template provided
[bookmark: _Hlk202877041]3.  Tender Submission Requirements

The mini-competition should only be returned to the contracting authority in the manner selected below
CORRECT METHOD DETERMINED BY TENDERING AUTHORITY
· Electronic Procurement Portal – electronic portal as per published tender
· By formal correspondence
· By e-mail 


Completion and Return of Tender

Please note:

1.	Price, Quality and Social Value submissions must be responded to as instructed and returned.  
The Contracting Authority reserves the right to disqualify a tender if any of these are not submitted.  

[bookmark: _Hlk202969269]2.	Tender submissions must be received by the nominated method by no later than :-

11.00 AM on 30th July 2025

PLEASE NOTE:

THE ELECTRONIC SYSTEM USED FOR THE RETURN OF TENDERS HAS AN AUTOMATIC CUT OFF TIME OF 11.00AM HOURS

IT IS IMPORTANT YOU ALLOW ENOUGH TIME FOR YOUR PUBLISHED TENDER TO BE RECEIVED IN THE CHEST BEFORE THE CLOSING DATE AND TIME AS THE CHEST MAY REGISTER IT AS A LATE TENDER IF UPLOADED TOO CLOSE TO THE DEADLINE TIME.  

Tenders which have commenced being uploaded before the closing time but have not finished being uploaded by the closing time will be registered by the system as a late tender.  

YOU ARE ADVISED TO UPLOAD YOUR DOCUMENTS AT LEAST THREE HOURS OR LONGER BEFORE THE CLOSING TIME.  

IF YOUR TENDER IS RECEIVED LATE IT MAY NOT BE ACCEPTED.

3.Tenders submitted by post, fax or other electronic means will not be accepted.  

4.  Selection Procedure 

Tender Submissions will be assessing on both the Quality & Price Submission.
The specific Quality & Price submission for this Mini Competition will be as follows:

	Quality to price ratio

	Criteria

	
	Weighting for this Mini Competition

	Quality

	
	70%* (split 40% quality, 20% Social Value, 10% Carbon)

	Price

	
	30%*

	TOTAL
	
	100%




Price Score

[bookmark: _Ref486589011]The lowest price score will calculated as follows:
The lowest Bid price will score 100 marks.  The other offers will then receive scores expressed as an inverse proportion of the lowest price. All results will be rounded to two decimal places. The formula used will be:

· (Lowest Bid Price/Bidder’s price) x 100 = Bidder’s price score

· Example: Lowest Bid price = £1000. Bidder 1’s Bid price = £1300. Bidder 1’s price would attract a score of 76.92 calculated as follows:
· 1000/1300 = 0.7692 x 100 = 76.92

[bookmark: _Ref486589014]Price scores will then be multiplied by the price weighting to give a final price score.

· Example: In this example the price score of 76.92 is then multiplied by the overall price weighting of 30%, to give a final price score for evaluation purposes of 23.08 calculated as follows: 76.92 x 0.30 = 23.08 

[bookmark: _Ref456350384]If a Bidder submits a free of charge bid, for evaluation purposes, that offer will be allocated a price of 1p.  The Bid with a price of 1p will attract 100% of the marks available for the price score and the other offers will then receive scores expressed as an inverse proportion of the 1p bid.



Quality Score

Tenders will be asked to submit responses to a range of mini competition quality questions and each of these will have a specific question weighting.


	Quality Scores

	Ref
	Question Title
	Question Weighing %

	1
	Relevant  corporate experience
	20%

	2
	Proposed delivery methodology
	20%

	3
	Low Carbon
	10%

	4
	Social Value
	20%

	
	
	70%



Fee Submission via a Mini Competition

The consultants submitting Fees via this mini competition, acknowledge that:
· The requirements as set out in the mini competition as set out by the Contracting Authority;
· The Contracting Authority is not obliged to accept the lowest or any tender;
· The proposed fees for the various stages of the project are exclusive of VAT but inclusive of all costs relating to travel, subsistence and all other disbursements as set out below….
· All travel expenses and subsistence.
· The provision of technical staff and staff engaged in secretarial, accountancy, administrative or other supporting duties including basic salary and any additional payments or benefits and social costs such as insurances or pension payments.
· Overheads and profit (general overheads and profit, offices expenses (including rental and heating), non-recoverable staff time and administrative staff who are not chargeable).
· Postage, delivery of documents, telephone calls and similar incidental expenses.
· All necessary disbursements, including reasonable number of paper copies of all reports and drawings for statutory approvals, tender purposes, contract documentation, contract requirements, the Authority’s records and circulation to other disciplines within the consultants’ team.
· The Contracting Authority will pay all Statutory Fees in respect of applications under Planning, Building Regulations and other Statutory requirement
The fees submitted by the consultant appointed by the Contracting Authority will be reviewed by the framework management team to provide assurance that the fees are in line with the framework rates.  Framework consultants are reminded of the requirement not to exceed their framework rates and that doing so will be regarded as a breach of the framework rules.  

 Mini Competition Feedback to Tenderers
The Contracting Authority will be required to provide feedback to the unsuccessful candidates. The Contracting Authority will write to all the unsuccessful consultants with feedback on their submission and advise them they have not been successful on this occasion and who has been appointed.
Evaluation criteria for the quality questions are detailed below.  Each question must have an individual score:

	Score
	Criteria

	5
	Excellent - The response provides a high degree of confidence

	4
	Good - The response provides a good degree of confidence

	3
	Satisfactory - The response provides an acceptable degree of confidence

	2
	Unsatisfactory -The response provides some confidence but not to an acceptable degree

	1
	Poor - The response provides very little confidence

	0 
	Very poor or no response - The response provides no confidence







PART B.  The Commission

[bookmark: _Hlk201221909]Background
Describe project and need here 
Is there any phasing?
Are there any conditions of grant / funding to be reflected?  

Scope 

Technical scope

Design disciplines required to be included for

This commission requires the following technical skills to produce outputs required


Proposed Outputs 

· Output 1

· Output 2 

· Output 3

Skills

As a part of the mini-competition return for this commission the service provider is expected to clearly demonstrate that both as a company and the representatives proposed they carry sufficient experience and skills to satisfactorily carry out this commission. Whilst this commission is for a CONSULTANT TYPE, we would specifically like to ensure the consultant has the expertise, knowledge and access to evidence related to the particular type of projects listed above. 


Appended documents

The following documents are included within the tender to provide an understanding of commission. 

Bidding document
Appendix 1 – Pricing schedule
(Excel  pricing matrix to be completed and returned as part of bid process)

Information scoping documents
Appendix 2 – Project scoping document 

Contract terms and conditions
Appendix 3 – Proposed Form of Contract


PART C – Pricing Submission

Bidders to provide a series a commercial bid to carry out the required work as follows:-

IF APPROPRIATE INSERT IMAGE OF EXCEL PRICING SCHEDULE HERE

Appended to this bid is a blank excel file which the bidding consultant is expected to populate the yellow shaded cells.  Excel sheet titled “EXCEL SHEET NAME” appended to this ITT as Appendix 1. This sheet should be completed and submitted as part of the bid process.



PART D 
Quality Return sheets

	Mandatory PASS / FAIL -  Relevant Corporate Qualifications

This is a 2 part mandatory PASS / FAIL question

Part A
Please confirm that your company operates on a regular basis offering professional advice within the required fields of work

Part B
Please confirm that your company carries the necessary professional indemnity insurance policies to be able to offer these professional services as required both the relevant professional bodies and the terms and conditions appended to this ITT.

Confirm by means of deletion of the yes / no answers below.


	PART A

The biding company confirms it operates on a regular basis offering professional advice within the required  fields of work

YES / NO * delete as appropriate

Part B
The biding company confirms it carries the necessary professional indemnity insurance policies to be able to offer professional services as required both the relevant professional bodies and the terms and conditions appended to this ITT.

YES / NO * delete as appropriate




	Question 1 – Relevant Corporate Experience

Please provide a statement demonstrating your corporate experience and capability to execute this commission, in particular referring to relevant experience of projects of the particular nature listed in the workstreams listed within the scoping documents for this project and the ability to successfully meet the delivery criteria.

500 words maximum. Word count includes illustration, captions, title lines and tabulated content.


	





















	Question 2 – Relevant experience of key personnel  

This commission is for the procurement of CONSULTANT TYPE to carry out consultancy services for this project from RIBA Stage X to Y. 

Provide a statement demonstrating the relevant professional experience of the proposed key personnel in order to demonstrate their ability to successfully complete this commission.

500 words maximum. Word count includes illustration, captions, title lines and tabulated content.
In addition to the 500 word count for this question key personnel CV’s and/or an organogam may be attached to this answer.


	




























Alternative quality questions that may be used / added / substituted:-
· Considering the specialist nature of the worksteams within this commission please set out  how and when your company has worked in this specific technical field and how this experience will positively influence outcomes on this project.
· From your work on similar projects to this one please demonstrate lessons learned that can be used to the benefit of the Contracting Authority.
· Based upon the initial outline designs proposed please put forward your initial ideas on how the design may be optimised without compromising overall project requirements. 
· This project has a finite and very short programme can you demonstrate how on similar projects you have worked to deliver to specific and short timelines similar to this one. 
· The project this commission relates to has very specific grant funding conditions attached can you please demonstrate how you have previously helped a client to achieve successful completion of similarly constrained projects.


	Question 3: Low Carbon

Service provider to provide information with regards their corporate plans to reduce its environmental impact?

500 words maximum. Word count includes illustration, captions, title lines and tabulated content.

	



Alternative  carbon questions that may be used / added / substituted:-
· Considering the specialist nature of this project please detail how your work on the proposed commission can reduce the carbon in use and/or embodied carbon within the final project.
· Based upon previous experience of similar projects please detail how you would lead on ensuring this project meets or exceeds the low carbon requirements.

	
Question 4 – Social Value

	
We are committed to XX% Social Value for each commission and we confirm this




Terms & Conditions of Tender 

1.0 Conditions of Invitation (Qualification)

1.1   The Mini Competition, together with any other information to be provided within the procurement process, has been and will be provided in the interests of assisting Tenderers to develop their proposals. It is intended only as an explanation of the Contracting Authority’s requirements and is not a representation to induce any Tenderer to enter into any form of contract with a Contracting Authority. 

1.2   Accordingly, the information provided does not purport to be all-inclusive or to contain all of the information that the prospective Contracting Authority may require. Tenderers, and their advisers, must take their own steps to verify information and must make an independent assessment of the opportunity described in this mini competition, taking such professional advice as they deem necessary.

1.3   Tenderers remain responsible for all costs and expenses incurred by them, or by any third party acting under instructions from them, in connection with their Tender Responses - whether incurred directly by them, or by their advisors or subcontractors, and regardless of whether such costs arise as a consequence directly or indirectly of any amendments made to this Mini Competition, and/or other documents issued by the Contracting Authority, at any time.  For the avoidance of doubt, the Contracting Authority shall have no liability whatsoever to Tenderers for the costs of any discussions or communications.

1.4   The information in this Mini Competition and any associated documents are made available on condition that they are treated as confidential by the Tenderers and are not disclosed, copied, reproduced, distributed or passed to any other person at any time, except for the purpose of enabling a submission to be made. 

1.5   Tenderers shall be responsible for the confidentiality of their own information.

1.6   In the event of any inconsistency, this document and any associated documents will take precedence over any documents previously issued by the Contracting Authority in relation to this Project.

1.7   The Contracting Authority reserves the right to disregard Tender Responses it considers as non-compliant, unless exceptional extenuating circumstances prevail, of which the Contracting Authority will be the final arbiter. The Contracting Authority will reject any Tender Response that is not in accordance with the Conditions of the Framework Agreement or instructions issued by the Contracting Authority during the procurement process. 

1.8   The Contracting Authority reserves the right to:

1.8.1   cancel the procurement process at any stage; and 

1.8.2   require a Tenderer to clarify its submission in writing and/or provide additional          information. Failure to respond adequately may result in the Tenderer being disqualified.

2.0 Intention to Bid (or otherwise)

2.1 Opting In and Out - please note you may be required to state your intention to bid or otherwise by the Contracting Authority

3.0 Pre and Post Tender Clarification

3.1   If clarification is required on any issues within this Mini Competition, all questions must be submitted in accordance with the instructions of the Contracting Authority. 

3.2   In compliance with European guidelines on equal and fair treatment of tenderers, any information that the Contracting Authority dispenses in response to requests for clarification will be distributed to all of the participating organisations, as opposed to solely the organisation that requested the information. The only circumstance in which this procedure may be waived, is if a tenderer considers their enquiry to be innovative to their offer, in which case this should be clearly communicated within the correspondence.  The Contracting Authority will decide whether the request for information is deemed “innovative” to the applicant’s offer, and if not considered to fall within that category, the applicant will be informed so they may make a decision whether to continue the line of enquiry.

3.3   Relevant questions, together with the answers, will be provided by the Contracting Authority to Tenderers, in line with the Contracting Authority’s procurement procedures.

3.4   Upon receipt of tenders the Contracting Authority may wish to pose post-tender clarification questions to Tenderers. This will be done via the method prescribed by the Contracting Authority.

4.0 Evaluation of Offers to Supply

4.1   All offers will be treated equally and assessed with transparency throughout the evaluation process.  A series of evaluation questions are contained within this mini competition document, which, together with the applicant’s proposal, and any subsequent post-tender clarifications and/or presentations, will provide the process by which the Contracting Authority will evaluate and select the successful bidder.

4.2   All information conveyed within a Tenderer’s offer to supply will be relied upon as being true and accurate and will form part of the contract. If any of the information given within a tenderer’s offer is subsequently identified as being inaccurate, this may exclude that organisation from further consideration, prior to contract award. If significant inaccuracies are identified post contract award the authority also reserves the right to terminate the contract.

5.0 Return of Tender documentation

5.1 All responses must be submitted in line with instructions from the Contracting Authority
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