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	Local Government Association (LGA) / Associated Companies (‘the Purchaser’)
Request for Quotation (RFQ) £10,000 to £30,000 (including VAT)

	Procurement Title
	Branded Merchandise for LGA Graduate Programmes

	Purchasers Name:
Job Title:
Address:

Email address: 

	Ellise Huntley-Bennett
Advisor
Local Government Association18 Smith Square, London, SW1P 3HZ
ellise.huntley-bennett@local.gov.uk

	Quotation Return Date & Time
	Thursday 19th February 2026

	Period of Contract:
	12 months with an option for a further extension of 12 months subject to the LGA’s discretion and continued funding from MHCLG

	Documents to be provided:
	1) Your Quotation and any relevant documentation. Price should be exclusive of VAT. 
2) References
3) Confirmation if you will be operating through your own limited company, sometimes referred to as a 'personal service company'. 
4) Any other relevant information specifically requested.
5) Appendix 2: Signed Contractual Undertakings
6) Appendix 3: EDI Questionnaire
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1. [bookmark: _Toc171592393][bookmark: _Toc221030781]Introduction

1.1 The Purchaser is issuing this Request for Formal Quotations (‘RFQ’) in connection with the Purchase of Goods/Services for the Branded Merchandise for LGA Graduate Programmes as set out in detail in the Specification (‘the Procurement’).

1.2 All organisations and individuals interested in quoting for this Procurement opportunity (‘Bidders’) can submit a response to this RFQ (‘Quotation’) via our e-Procurement Service Portal Panacea. There is a helpful guide on how to use the e-sourcing procurement service portal.

2. [bookmark: _Toc171592394][bookmark: _Toc221030782]Confidentiality

2.1 The Procurement Process may involve the Purchaser providing information marked as confidential (‘Confidential Information’) to the Bidders. The Bidders shall at all times:

2.1.1 treat all Confidential Information as confidential
2.1.2 not disclose, copy, reproduce, distribute or pass the Confidential Information to any other person at any time;
2.1.3 not use the Confidential Information for any purpose other than for the purposes of responding to the Procurement with a Quotation

3. [bookmark: _Toc171592395][bookmark: _Toc221030783]Conflicts

[bookmark: _Ref479255904]3.1	The Purchaser requires all actual or potential conflicts of interest to be declared and resolved to the Purchaser’s satisfaction prior to the delivery of a Quotation. Failure to declare such conflicts (including new conflicts which may arise during the Procurement Process) and/or failure to address such conflicts to the reasonable satisfaction of the Purchaser could result in a Bidder being disqualified at the sole discretion of the Purchaser.

4. [bookmark: _Toc171592396][bookmark: _Toc221030784]Freedom of Information Act 2000 Environmental Information Regulations 2004 and Data protection Act 2018

4.1 [bookmark: _Ref479325598]The Purchaser is subject to the requirements of the Freedom of Information Act 2000 (the ‘Act’) and the Environmental Information Regulations 2004 (‘EIR’).  Accordingly, all information submitted to it may need to be disclosed by the Purchaser in response to a request under either the Act or the EIR (a ‘Request’).

4.2 In making any submission during this Procurement Process, each Bidder acknowledges and accepts that information contained therein may be disclosed by the Purchaser under the Act or EIR without consulting the Bidder, although the Purchaser will endeavour to consult with the Bidder and consider its views before doing so.  

4.3 Bidders must comply with the provisions of the Data Protection Act 2018 and the UK General Data Protection Regulations (DPA 2018 and UK GDPR) when processing any personal data provided by the Purchaser in relation to this Procurement.

5. [bookmark: _Toc171592397][bookmark: _Toc221030785]Intellectual Property

5.1 All documentation supplied by the Purchaser in relation to this RFQ (including all Procurement Documents) is and shall remain the property of the Purchaser and must be returned on demand, without any copies being retained.  Bidders are not authorised to copy, reproduce, or distribute the information in the Procurement Documents at any time except as is necessary to produce a Quotation.

6. [bookmark: _Toc106018441][bookmark: _Toc106018608][bookmark: _Toc171592398][bookmark: _Toc221030786]Equality and Diversity

6.1 The Purchaser values differences and aims to create an environment where everyone feels they belong. The Purchaser is committed to being inclusive and reflecting the diverse needs of our members which the Purchaser believes is critical to the Purchaser’s success. Respecting diversity goes beyond statements and plans, the Purchaser’s aim is that it runs through everything the Purchaser does; giving equal access to opportunities, without discriminating against anyone because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, any other aspect of their circumstances, background or heritage. 

[bookmark: _Toc171592399]The Purchaser expects its suppliers and others who deliver services on its behalf to share this vision and these values. Bidders should set out in their bid actions they are taking or will undertake to improve EDI and the positive impact/outcomes they hope to achieve or how the contract might enable them to do more of this in an area which they already display maturity. In addition, Bidders should also complete Appendix 3: Equality and Diversity Monitoring Questionnaire which will be used for our monitoring purposes only.

Specification

6.2 The Goods and Services are described in the Specification in Appendix 1 to this RFQ. 

6.3 Bidders should set out clearly how they meet the requirements of the specification.

6.4 The Purchaser requires a fully costed and transparent price exclusive of VAT.

7. Project Budget

7.1 The maximum budget for this work is £30,000 inclusive of VAT.

8. [bookmark: _Toc221030787]Contract Terms and Conditions

8.1 The agreement between the Purchaser and the successful Bidder for this work will be subject to the Purchaser's Standard Purchase Order Terms and Conditions 
8.2 Contract terms will not be subject to negotiation.
[bookmark: _Toc456001255][bookmark: _Toc456164711][bookmark: _Ref456177676][bookmark: _Toc456178021][bookmark: _Ref468444465][bookmark: _Toc474145038][bookmark: _Ref480286081][bookmark: _Ref480286170][bookmark: _Toc490475476]
9. [bookmark: _Toc171592401][bookmark: _Toc221030788]Procurement Timetable and Process

9.1 This procurement process is intended to follow the timeline below. Please note the Purchaser reserves the right to amend this timetable and the dates are indicative.

	Date
	Stage

	Wednesday 4th February 2026
	Procurement opportunity and documents published online

	Tuesday 17th February 2026
	Deadline for clarifications

	Thursday 19th February 2026
	Deadline for Quotations responses

	w/c Monday 23rd February 2026
	Evaluation of Quotations 

	w/c Monday 2nd March 2026
	Notification of successful Bidder and successful Bidder’s award decision 

	w/c Monday 2nd March 2026
	Appointment of the successful Bidder (by issuing of the award letter and terms and conditions of the contract for signature and deadline for return to the Purchaser for completion). 

	w/c Monday 2nd March 2026
	Commencement of contract.



10. [bookmark: _Toc171592402][bookmark: _Toc221030789]Pre-Quotation Clarifications

10.1 Any queries about this document, the procurement process, or the specification should be submitted via the e-sourcing procurement service portal’s messaging facility. Clarifications issued in response to questions received from Bidders will be circulated to all Bidders via the e-sourcing procurement service portal. 

10.2 We will endeavour to provide responses to clarifications in an expeditious manner, but any delay in such response shall not cause an obligation on our part to extend the deadline date unless we deem that such an extension is justified and necessary.

11. [bookmark: _Toc171592403][bookmark: _Toc221030790]Submissions Instructions

11.1 [bookmark: _Hlk101802612]Quotations must be submitted via the e-sourcing procurement service portal Panacea. 

11.2 It is your responsibility to ensure that your Quotation is submitted within the specified date and time prior via the e-sourcing procurement service portal. The Purchaser will reject Quotations submitted after the date and time specified. 

11.3 Quotations should be final and complete in meeting the Purchaser's requirements and should contain information to evidence and demonstrate what and how the Bidder intends to deliver the specification requirements 

12. [bookmark: _Toc171592404][bookmark: _Toc221030791]Evaluation Process
  
11 
12 
12.1 Following the submission of Quotations, the Purchaser expects to undertake an evaluation process to identify the Bidder to be put forward for consideration to be awarded the Contract. 

12.2 The Purchaser reserves the right to vary the timetable and procedure as described in any of the documents issued by the Purchaser as part of the Procurement Process ("the Procurement Documents") including this RFQ. Reasons for this may include but are not limited to, supporting continued competition, avoiding unnecessary bidding costs and adhering to subsequent technical or legal guidance.

12.3 The Quotations will be evaluated by a panel of officers from the Leadership & Localism Team on the following Cost and Quality criteria:

[bookmark: _Toc171592405][bookmark: _Toc221030792]Price Evaluation

12.4 The Purchaser seeks a fully costed and transparent Contract Price from Bidders. 

12.5 Cost (40% of the overall score). Your proposed cost will be scored as follows:

12.1.1 The lowest submitted cost, save for abnormally low bids, will be scored the full marks available
12.1.2 All other bidders’ submitted costs will be scored based on their deviation from the lowest submitted cost.

12.6 [bookmark: _Hlk101796779]The price element of the Quotation will be scored and will contribute to the overall score for the Quotation. The price referred to in the Contract as payable by the Purchaser, together with any additions or deductions, agreed in writing under the Contract is the Contract Price.  
  	 
[bookmark: _Toc171592406][bookmark: _Toc221030793] Quality Evaluation

12.7 Quality of Quotation (60% of overall score)

The following areas will be used to assess the quality of your Quotation (with the specific % of the overall marks attributed to each area):

	Quality of service provision outlined
	Quality of service provision outlined
	50%

	Quality of references
	Quality of references
	10%






12.8 [bookmark: _Ref190166916]Each area in relation to the quality of the Quotation will be scored as follows:

	Score
	Description

	4
	Excellent

The Bidder provides a high level of confidence that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach; and
· the Bidder exceeds the Purchaser’s expectations in delivery of the required outputs.

	3
	Good

The Bidder provides a high level of confidence that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach.

	2
	Satisfactory

The Bidder provides an adequate level of confidence (with only minor reservations) that:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and
· the Bidder has proposed a robust approach.

	1
	Poor

The Bidder has not responded to the question in full; and/or
the response gives rise to some major reservations in respect of whether:
· the Bidder’s approach/solution will comply with the Purchaser’s requirements which are relevant to the question and any objective(s) stated within the question; and/or
· the Bidder has proposed a robust approach.

	0
	Unacceptable

The Bidder’s response does not answer the question and/or is irrelevant and/or is otherwise unacceptable.




12.9 In applying the scoring scale, each Quotation will be evaluated according to its quality and deliverability. The term ‘quality’ in this context refers to performance and fitness for purpose of the Quotation and therefore covers any aspect of a submission that affects the performance of the contract. ‘Deliverability’ refers to the likelihood that all aspects of a particular submission could in fact be delivered by the Bidder concerned.

[bookmark: _Toc171592407][bookmark: _Toc221030794]Evaluation Panel

12.10 Each member of the evaluation panel will assess each Quotation separately.  

12.11 The evaluation panel members will, on an individual basis for each Bidder’s response to a question, decide which commentary most accurately describes the response. The evaluation panel members will record the corresponding score and the strengths and weaknesses of the response.

12.12 Each question will be awarded a consensus score in accordance with the scoring scale at paragraph ‎12.8 (i.e. 0-4). This consensus score will be divided by the highest score available for that question (i.e. 4) to give a percentage score. 
  
[bookmark: _Toc171592408][bookmark: _Toc221030795]Evaluation Methodology
[bookmark: _Ref474417488]
12.13 The evaluators will allocate scores in accordance with the scoring scale in paragraph ‎12.8 and the award criteria published in this document. Once the quality and price scores have been allocated, the resulting quality and price scores will be combined according to their % level for each Bidder to produce a final overall score for that Bidder. The successful Bidder will be the one that submits the highest scoring overall Quotation.

[bookmark: _Toc171592409][bookmark: _Toc221030796] Due Diligence

12.14 Prior to reaching a contract award decision, the Purchaser may undertake due diligence on the highest scoring Bidder. The Purchaser's contract award decision will be subject to the satisfactory completion of this due diligence.

[bookmark: _Toc171592410][bookmark: _Toc221030797] Contract Award

12.15 Contract award is subject to the formal approval process of the Purchaser.  Until all necessary approvals are obtained, contract(s) will not be entered into with the successful Bidder. 
[bookmark: _Toc456178047][bookmark: _Toc456280291][bookmark: _Ref483382918][bookmark: _Ref456341382][bookmark: _Toc490475480]

[bookmark: _APPENDIX_1_SPECIFICATION][bookmark: _Toc171592411][bookmark: _Toc221030798]APPENDIX 1: SPECIFICATION

Background

The Local Government Association is interested in appointing one or more suppliers to provide branded goods for one or more of its graduate training programmes: Pathways to Planning and Impact (including the Impact finance stream). 

Pathways to Planning  
 
Pathways to Planning is a graduate scheme which launched in September 2023. It currently runs two recruitment campaigns per year. The campaigns are aimed at graduates who may not have considered a career in planning or surveying, but who can demonstrate a commitment to change in local communities. The scheme has recruited over 200 people since its inception. All graduates on the scheme work at local councils or public sector bodies, and study an appropriate accredited qualification alongside their work. 
 
Impact: The Local Government Graduate Programme
 
Impact (Generalist) is our longest running graduate programme, having successfully recruited future leaders into councils across England and Wales for over 20 years. Graduates rotate several placements across a variety of teams gaining a breadth of experience, all while completing a leadership and management qualification. Impact (Finance) is the other stream of the Impact programme, designed to fast-track graduates’ careers in public finance. The programme is geared towards developing graduates with a passion for finance and communities, helping them gain practical work experience while studying for the CIPFA Level 7 Apprenticeship. 

Both graduate schemes have different branding and therefore need different branded merchandise. Previous branded items we have procured include but are not limited to: notebooks, drinking bottles, charging banks, coffee cups, pens, and pencils.

We are looking to purchase branded goods for each scheme to promote themselves to audiences such as, but not exclusive to, current university students and recent graduates.

Branded goods will be needed on an ad hoc basis at the LGA’s request over the next 12 months. The maximum value of this piece of work could be spread amongst several different bidders.

In your bid please outline:
· What branded goods you can supply which would be relevant to our target audience, and the range of products available
· Please highlight any products that are environmentally friendly and explain how/why they meet this criterion
· Please provide examples of explain how different goods would be branded and where the logo/branding/colours would appear
· Please outline the typical timescales for delivering products from the time they are ordered
· Please outline the cost of each item you put forward, along with the minimum number that can be ordered. Please outline if there are any price variations depending on the quantity ordered and for variations within the order (i.e. two types of branding, or two different colours). 
· Please outline standard shipping fees and any other costs aside from the cost per item.
· Please supply at least two quotes from a previous client in the last five years.



[bookmark: _Toc456178049][bookmark: _Toc456280293][bookmark: _APPENDIX_2:_CONTRACTUAL][bookmark: _Ref483383310][bookmark: _Toc490475483][bookmark: _Toc106202336][bookmark: _Toc171592412][bookmark: _Toc221030799]APPENDIX 2: CONTRACTUAL UNDERTAKING


QUOTATION FOR BRANDED MERCHANDISE FOR LGA GRADUATE PROGRAMMES


[bookmark: _Hlk105604741]CONTRACTUAL UNDERTAKING


To the Improvement and Development Agency for Local Government (‘the Purchaser’)

I / We the undersigned DO HEREBY UNDERTAKE on the acceptance by the Purchaser of my / our Quotation either in whole or in part, to supply (or perform the services), on such terms and conditions and in accordance with such Specifications (if any), as are contained or incorporated in the Purchaser's RFQ.  I / We agree and declare that the acceptance of this Quotation by letter on behalf of the Purchaser, whether for the whole or part of the items included therein, will constitute a contract for the supply of such items, and I/We, if requested by the Purchaser, will enter into a further agreement for the due performance of the contract.


*Signed:


Date:

Name: (in block capitals): 

In the capacity of:
(State official position, i.e. Director, Manager, Secretary etc.).
on behalf of:


Company name and postal address:


Telephone no:

E-mail:

*Company Registration Number:

[bookmark: _Toc456178051][bookmark: _Toc456280295]*(It must be clearly shown whether the Bidder is a limited company, statutory corporation, partnership or single individual, trading under his own or another name, and also if the signatory is not the actual Bidder, the capacity in which he/she signs or is employed).

[bookmark: _Appendix_3_Equality][bookmark: _Toc171592413][bookmark: _Toc221030800]APPENDIX 3: 
[bookmark: _Hlk106702128][bookmark: _Toc107581879][bookmark: _Toc221030801] EQUALITY AND DIVERSITY AND INCLUSION MONITORING QUESTIONNAIRE 



Purpose

The Purchaser values differences and aims to create an environment where everyone feels they belong. The Purchaser is committed to being inclusive and reflecting the diverse needs of our members which the Purchaser believes is critical to the Purchaser’s success. Respecting diversity goes beyond statements and plans, the Purchaser’s aim is that it runs through everything the Purchaser does; giving equal access to opportunities, without discriminating against anyone because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, or any other aspect of their circumstances, background or heritage. 

The Purchaser expects its suppliers and others who deliver services on its behalf to share this vision and these values. 

To measure our relevant performance, we collect supplier and potential suppliers’ diversity data. For this reason, we would like you to answer the following questions set out below. Any information provided will be used for monitoring purposes only and will not be taken into account when evaluating bids.



Is your business any of the following? 

A disability-owned enterprise		☐
An ethnic minority-owned enterprise	☐
A non-binary owned enterprise		☐
A women-owned enterprise             	☐
None of the above				☐
Prefer not to say				☐
 	If you prefer to use your own gender identity, please add.



Please put the relevant percentage next to the option that reflects your organisational profile. 


1. What is the % breakdown of your board members and employees under the following categories? 

	Category
	Percentage

	Disabled
	

	Ethnic minorities
	

	Non-Binary
	

	[+Other gender identity]
	

	Women
	

	Prefer not to say
	

	Not known
	




2. What is the % age breakdown of your company? 

	Age range
	Percentage

	Up to 30
	

	31 – 45
	

	46 – 64
	

	65+
	





Bidders should provide a copy of their equality diversity and inclusion policy with their bid.              


PLEASE RETURN YOUR COMPLETED MONITORING QUESTIONNAIRE SHOULD BE EMAILED TO EDIProcurement@local.gov.uk
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