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Request for QUOTE

Project:    Cambridge City Council Courier Services   

Dept/Section: Customer Support/Business Support

Project Owner: Clarissa Norman/Tony Stead

Estimated/Required Start date 01.04.26

[bookmark: _Hlk95408214]Contract Duration (including extensions) 24 months + 12 month extension – maximum duration 36 Months 

Project Number: DN807141
 



Date and time of return 12.00pm 02 March 2026 
	


















1. Introduction 

This procurement exercise is being run by Cambridge City Council for and on behalf of Cambridge City Council.  Evaluation of all submissions, all appointments of suppliers and management of any awarded contract will be by the commissioning Council.  At the appointment/contract signatures of this contract a named contract manager will be given to the supplier who will be responsible for the management of this contract through to its conclusion. 

Cambridge City Council requires qualified suppliers to provide courier services for the collection and secure delivery of council mail from the Royal Mail sorting office to designated council site/sites. 

2. Timescales

The timescales for this quote is below and a response is required by
12.00pm Monday 2 March 2026.

· Request for Quote issued – Monday 16 February 2026 
· Lines of communication open – Monday 16 February 2026 
· Lines of communication close – 26 February 2026 12.00pm 
· Deadline for return of tenders - Monday 2 March 2026 12.00pm
· Sign off on successful bidders / notification to bidders – 5.00pm Friday 13 March 2026
· Contract Commences – 1 April 2026

Cambridge City Council reserves the right to amend timescales due to unforeseen circumstances. In the event of timescales being revised all bidders will be notified in advance.

3. Questions and Answers

Bidders are able to seek clarification or explanation of the details of this RfQ and are asked to submit them via the Proactis portal. 

Responses to any questions will be given (via the portal) within 48 working hours

Questions raised and answers given may form part of the final contract. 



4. Overview of Requirements and Specification
This project will be judged on the framework price of a 40% Price and 60% Quality.  
Below is the requirement that will assist you in completing your submission for this work.  The criteria for assessing your bid will be in Section 5 Submission and Quality and Section 6 Pricing 
Requirements for the project:
Scope of Services
Service Requirements
The successful supplier will be required to:
Collect mail daily from Royal Mail Sorting Office – Clifton Road, Cambridge CB1 7QQ
Deliver securely to Mandela House, Via Downing Place, Cambridge CB2 3EL
Provide secure handling in compliance with UK GDPR 
Maintain chain of custody documentation
Ensure contingency arrangements for missed or delayed collections
Handle parcels and oversized mail as required
Frequency
Days of operation: Monday to Friday excluding public/bank holidays
Collection time window: From 8.00am when sorting office opens
Delivery deadline: 9.30am
Staff Requirements
Staff must be identity‑checked 
Staff must wear uniform/ID
Staff must be trained in data protection and secure handling
Service Levels (KPIs / SLAs)
On‑time delivery rate: 98%
On -time delivery rate 100% during elections – dates will be communicated
Incident reporting timeframe: 4 hours


Data Protection
The supplier must comply with:
Data Protection Act 2018
UK GDPR
Council information security policies
Insurance
Employers’ Liability: £1m
Public Liability: £1m
Authorisation to Collect from Royal Mail
Supplier must secure all necessary permissions for third‑party collection.
The contract duration will be 24 months, with an option to extend for an additional 12 months subject to the agreement of both parties.

Terms and Submissions – Quality Questions
Please provide an outline of how these services will be provided. Ensure you consider all the prerequisites laid out in the requirements and overview above.  

Proof of insurance and accreditations
Insurance
Employers’ Liability: £1m
Public Liability: £1m


Each contract awarded by Cambridge City Council must consider its social value to the local community.  At the end of this RfQ is a link to Match My Project (MMP) which allows organisations to pledge a level of community support, please utilise this link if you feel it would be helpful.

Please detail how you will manage the works as a whole and how you will ensure you can meet start dates and delivery times required.  Please submit this document for review and assessment.  This response will form part of the contract and should be no more than 1000 words.  

	Tender Question
	Weighting (%)

	
	

	Provide an overview of your organisation & relevant experience
	5%

	Demonstrate your operational capacity for daily Cambridge routes and your contingency to mitigate missed/delayed collections
	8%

	
	

	Explain how your organisation will ensure they will meet our weekday delivery time requirement of 9.30am 
	10%

	
	

	Describe the measures your organisation has in place to prevent unauthorised access to mail
	5%

	
	

	Describe the Chain‑of‑custody process your organisation uses and the documentation that would be available to us in the event of a claim of missing post
	8%

	Contingency for missed/delayed collections
	5%

	Describe your incident reporting process & escalation process
	5%

	Describe the escalation process for account management issues
	2%

	
	

	Describe your capability to handle parcels & oversized mail
	2%

	
	

	Describe what training staff receive on chain of custody & GDPR, how often is this training received?
	5%

	Describe what Environmentally sustainable practices your organisation undertakes.
	5%



[bookmark: _Hlk195183546]The contractor is required to submit a quote for the provision of the above service, based on a daily delivery price. 















	
All quality narrative submitted will be judged using the following criteria. 

	
Quality Scoring Scale

	10 marks
	Excellent Response.
* The response is comprehensive in all areas
* The Bidder demonstrates an excellent understanding of the requirement
* The Bidder demonstrates a very high level of skills/abilities to meet the requirement
* The response provides very high confidence that the Bidder will deliver the service as per standards listed in the service specification.

	8 marks
	Good Response.
* The response covers all areas
* The Bidder demonstrates high level of understanding of the requirement
* The Bidder demonstrates high level of skills/abilities to meet the requirement
*The response provides high confidence that the Bidder will be able to deliver the service as per standards listed in the service specification

	6 marks
	Satisfactory Response.
* The response covers most areas
* The Bidder demonstrates an acceptable level of understanding of the requirement
* The Bidder demonstrates an acceptable level of skills/abilities to meet the requirement
* The response provides acceptable confidence that the Bidder will be able to deliver the service as per standards listed in the service specification.

	4 marks
	Partially satisfactory response
* The response is missing some areas
* The Bidder demonstrates poor understanding of the requirement
* The Bidder demonstrates poor level of skills/abilities to meet the requirement
* The response provides some confidence that the Bidder will be able to deliver the service as per standards listed in the service specification

	2 marks
	Poor Response
* The response is missing most areas
* The Bidder demonstrates no understanding of the requirement
* The Bidder has provided no evidence of skills/abilities to meet the requirement
* The response provides no confidence that the Bidder will be able to deliver the service as per standards listed in the service specification.

	0 marks
	No response
no response at all or insufficient information provided in the response such that the response is totally un- assessable and/or incomprehensible















Pricing 40%  
The contractor is required to submit a quote for the provision of the above service, based on a daily delivery price. 

Please complete the table below and submit your pricing with your proposal.  This should show the total cost (excluding VAT) and will represent the maximum payments that will be made during the contract term.

	Requirement 
	Daily rate exc. VAT

	Weekday daily delivery rate (excluding public and bank holidays) for collecting Cambridge City Council mail from the Royal Mail Sorting Office in Cambridge and delivering it to Mandela House

		




Scores will be assigned as laid out below, Tender Price by measuring each price against the lowest compliant price submitted in line with the criteria laid out in the pricing.  The lowest priced offer will achieve the maximum score and any prices above the lowest will be allocated a score based on the following formula:  
	Price Score =
	Lowest tender price
	x
	[40]

	
	Your tender price
	
	



For example, based on a notional figure of £1,500 for the lowest tender price, scores would be awarded as follows:

	Supplier
	Tender Price
	Price Score awarded (40%)

	A
	£1500
	40.00

	B
	£1750
	34.28

	C
	£2000
	30.00

	D
	£1550
	38.71

	E
	£1850
	32.43











As part of your submission please complete the following form and upload with your submission documents.


5. Information Specific to this Opportunity
To:  Cambridge City Council 
Reference – RfQ for Cambridge City Council Courier Services   

	
	Question 
	Response 

	1
	Name, position and address of principal contact to where any future   correspondence is to be sent in connection with this matter 
	

	2
	Contact telephone and e-mail
	

	3
	Full name of organisation in whose name the tender would be submitted
	

	4
	Address 

	

	5
	Proof of insurances for 

Public Liability £1m

 
	



	[bookmark: _Hlk58934786]Role 
	

	Name
	

	Signature
	

	Date
	




6. General Information 
Cambridge City Council is not bound to accept any of the proposals submitted.  If there are concerns over any aspects of a bidder’s proposal, the Council reserves the right to choose the next best placed supplier.  Any concerns will be notified to the bidder in advance of any decision, to allow the opportunity for further clarification. 
Bidders shall accept and acknowledge that, by issuing this RfQ, the Council shall not be bound to accept any offer or bid and reserves the right not to conclude a Contract for any or all of the requirements as stated in the RfQ documents for which priced submissions are being invited.
The Council reserves the right to amend, add to or withdraw all or any part of this RfQ at any time during the procurement exercise.
This a simple single stage process. You may only make a single submission.  Your submission will be reviewed by one or more officers of the Council who will make a decision on the appointment.  This decision is final.   
The timetable above gives expected/indicative timeline for the appointment.  The Council has every intention of staying within these time scales however, it does reserve the right to vary any part of the schedule should there be a requirement to do so.  Should this happen you will be kept fully informed. 
The Council may undertake independent financial checks to ensure the suitability of the bidder.   
7. Check List for uploading 

1. Document detail how you will deliver the requirements (see section 5)
2. Pricing for the work including if there will be any annual RPI increase (see section 6)
3. Information sheet signed (see section 7)
4. Please provide 2 references from current contracts where you are delivering a comparable service	

Please ensure that all these documents are uploaded by the closing date and time.

8. [bookmark: _Hlk196483015]Social Value

The Council is committed to ensuring that all procurements consider the economic, social and environmental well-being of the City and surrounding area. As such, we require all Bidders to incorporate our commitment (which can be reviewed at the hyper-link below), in their submissions, through avenues such as (but not limited to):
Social Value Framework - Cambridge City Council
Match My Project
Match My Project is an online platform which Cambridge City Council is using as a key delivery mechanism for social value, where businesses can find and support Cambridge based community projects. 
Community organisations post projects/resources or requests that they need support with on the platform. Businesses can filter these and request to match with those that they would like to help support. The link above provides more information about the platform and how to access it, but if you would like to discuss it in more detail, please contact grants@cambridge.gov.uk
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