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Section 1: Instructions to Tenderers 
 
The Town Council invites suitably experienced Christmas illumination specialists to submit a tender for the provision of Christmas illuminations for a three-year contract for Christmas 2026, 2027 and 2028. The Council seeks to appoint a supplier capable of supply and install of Christmas illuminations that are of the best quality, displaying flair and imagination.
 
1. Tenders must be submitted using the Tender Form provided, either in writing in a sealed marked envelope addressed to the Proper Officer (see below) or electronically via email to clerk@thrapstontowncouncil.gov.uk marked strictly private and confidential. 
 
Thrapston Town Council 
77 High Street 
Thrapston 
Northants NN14 4JJ 
 
2. The tender envelope containing the tender should have the following information clearly written on the outside of the envelope: 
 
· To The Proper Officer – Strictly Private & Confidential 
· Tender for Christmas illuminations
· Date Tender submitted 
 
3. It is your responsibility to obtain proof of receipt. 
 
4. Tenders must be received at the above location, on or before the specified time. Tenders received after this time will not be considered regardless of the reason for their being late and will be returned to the Tenderer. 
 
5. Questions regarding tendering for this contract may be directed to the Proper Officer of the Council on 01832 734673 no later than 48 hours prior to the closing date and time of the tender period which is 12 noon on Thursday 2nd April 2026. The Proper Officer will only respond in writing and will not provide any other response. 
 
6. No information concerning the tenders received will be released under any circumstances prior to the tender opening. 
 
7. The tender envelope will be opened in the Town Council Office as soon as possible after the tender closing date and time by the Proper Officer and at least one Councillor. 
 
8. Tenders will be evaluated on the basis of Price, Design and Quality. ‘Quality’ will be assessed by tenderers’ responses to a set of evaluation questions (see Section 6). The evaluation will be conducted by a Panel of Councillors and/or Council officials. 
 
9. If any addenda to the tender documents are required during the process then all reasonable efforts will be made to inform all tenderers in writing prior to the close of the tender period.  
 
10. All addenda will become part of the Contract Documents and receipt of addenda should be acknowledged by the tenderer. Failure to provide such acknowledgement will not affect the inclusion of any addenda into the terms of the Contract. 
 
11. Tenders may be withdrawn by submitting a written withdrawal request to the same address to which the tender was submitted prior to the bid closing time.  
 
12. Tenders submitted by individuals must be signed by such individuals. Tenders submitted by partnerships must be signed by at least one partner. Tenders submitted by other organisations must be signed by an authorised signing officer. 
 
13. Any items omitted or any special conditions or qualifications added to the tender may cause the tender to be rejected or may affect the evaluation of the tender. 
 
14. If, in the opinion of the Council’s evaluation panel a tender contains a minor defect or fails in some way to comply with any requirement of this tender document and can be remedied without providing an unfair advantage with respect to other tenderers, then clarification may be requested from the tenderer. Any failure of the tenderer to provide a written response that properly clarifies its tender, within the time specified for clarification, may result in rejection of the tender. 
 
15. The Council reserves the right to seek clarification from tenderers of any part of their tender either in writing (including by email), by telephone or face to face. 
 
16. Tenderers are solely responsible for their own costs in preparing their tenders. 
 
17. The Contract is for a three-year period commencing from the 1st May 2026.

18. The tender should state an inclusive annual price (excluding VAT) for the supply, installation, removal and storage of the lighting displays.  
 
PROCUREMENT TIMETABLE 
· Tender published: February 2026 
· Deadline for clarification questions: 48 hours prior to close of tender
· Tender return deadline: 12 noon on Thursday 2nd April 2026
· Evaluation period: 7th-14th April 2026 
· Appointment decision: 21st April 2026 
· Contract commencement: 1st May 2026
 
CONFIDENTIALITY
The Contractor will treat as confidential, and will not, without the written permission of the Town Council, publish, release or disclose or permit to be published, released or disclosed, either before or after the termination of this contract, any information supplied to, or obtained by the Contractor under this contract. 
 
PERFORMANCE
The performance under this Contract is to be carried out to the complete satisfaction of the Proper Officer/Facilities Manager. 



WARRANTY BY CONTRACTOR
The Contractor warrants that they are competent to perform the work required under this contract, in that the necessary qualifications are held including the knowledge, skills and ability to perform the work. 
 
CONTRACT LAW
This Contract will be deemed to have been made in and will be interpreted and enforced in accordance with the laws in force in England. 
 
LAWS, PERMITS and BY-LAWS
The Contractor will comply with all laws and regulations applicable to the place of work and employment of labour. 
 
BUSINESS LICENCE
The Contractor may be required to provide proof that it has an appropriate business licence for the work under the Contract. 
 
INTERPRETATION
Should any dispute arise concerning the meaning or intent of the Contract, the Proper Officer will make a decision, which will be final unless the Contractor disputes such a decision by a written notice within 10 calendar days of it. 
 
DISPUTES
If such a dispute cannot be resolved immediately by negotiation between the parties then the dispute may be referred to arbitration before an arbitrator appointed by mutual agreement.  
 
EXECUTION OF THE WORK
The Contractor will, for the stated contract price, provide all necessary labour, materials (except where specified as Contract extras), transport and fuel, machines, tools and equipment and disposal of all waste material. The Contractor will carry out the work set out in the work specifications in a careful and professional manner and to the satisfaction of the Proper Officer/Facilities Manager. All materials used in execution of the Contract must be good quality and installed or applied in accordance with manufacturers specifications. 
 
NO ASSIGNMENT
Without the prior written permission of the Proper Officer, the Contractor will not assign or sublet this Contract or any of the Contractor’s rights, benefits or monies, and any purported assignment without such consent will be void. 
 
CHANGES
Changes to the Contract will only be made by written instructions from the Proper Officer, who will agree any resulting adjustment to the Contract price with the Contractor in recognition of the reasonable and proper costs or savings incurred. 
 
TERMINATION
The Proper Officer may at any time, upon seven calendar days notice in writing to the Contractor suspend or terminate the Contract for reasonable cause. The Council’s obligation to make payment to the Contractor will cease when payment for work satisfactorily performed has been made. 

CO-OPERATION AND MAKING GOOD
The Contractor will perform work under the Contract with minimum disturbance to the public and ensure that the Health & Safety of all persons are protected at all times. 
 
The Contractor will obtain the approval of the Proper Officer for the hours during which work will be performed and will provide a work schedule for approval upon request. 
 
PROPERTY OF THE COUNCIL
The Contractor will be liable to the Town Council for any loss or damage to any Council property arising out of the performance of the Contract, unless such loss or damage is caused or contributed to by the Council. 
 
PAYMENT
The Contractor will submit an invoice on completion of the work. Subject to verification by the Proper Officer, payment of the Contractor’s invoice for work satisfactorily completed will be made not later than 30 days from receipt. 
 
INDEMNIFICATION
The Contractor will indemnify the Town Council from and against any claims, demands, losses, damages, costs, expenses that may arise directly, or indirectly, from its performance of the Contract or by reason of any matter or thing done, permitted or omitted to be done by the Contractor or employees with respect to the Contract. 
 
INSURANCE
The Contractor, during the period of time the Contract is in force, will maintain the following insurance with minimum policy limits: 
 
· Comprehensive Public Liability Insurance with a minimum limit of £5,000,000 per occurrence, covering bodily injuries and property damage. 
 
· Vehicle Insurance covering all vehicles used in the performance of the Contract. 
 
· Employer’s Liability Insurance with a minimum limit of £5,000,000 per occurrence. 
 
WAIVER



The failure by the Town Council to exercise or enforce any of the terms or conditions of this Contract will not constitute or be deemed a waiver of the Council’s rights to enforce each and every term of this Contract
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Section 2 Context

Thrapston is a small market town (population circa 7000) in East Northamptonshire located on the banks of the River Nene.

Christmas illuminations are installed down the High Street only, with a decorated 20’ Christmas tree outside the library. The illuminations are generally a mixture of string lights and motifs, erected on the buildings on each side of the High Street.

Power is supplied from 5 dedicated lampposts (with timers) although there are also some power points (with timers) on business and residential buildings. It is preferred that the lampposts only be used with the exception of the power supply for the Christmas tree lights.

The majority of the buildings in the High Street are historic with the High Street itself being a conservation area. Consequently installation must be sympathetic to the buildings with a minimum of impact on their fabric. It would be preferred that existing brackets for motifs be used where possible.

A large Christmas festival is held, in the High Street, on the last Saturday in November and all illuminations must be installed and tested before that date. Timers are activated in the morning though the Christmas tree itself is switched on in a separate ceremony.

Section 3 Scope of Supply

Guidance is given on the scope of supply in the document Christmas lights example as erected Dec 2025.xls. This is for guidance only and it is recommended that potential suppliers visit the site and evaluate what could be supplied.

Where motifs etc are mounted to brackets, suppliers must pull test the brackets.

Expected Outcome

The Council would like illuminations that create a “wow” factor in the High Street perhaps incorporating animated displays and interesting lighting. The focal point of the Christmas festival lights switch on is the Christmas tree. The decoration and lighting on this must create awe and wonder when switched on.

Supporting documents

1. Christmas lights example as erected Dec 2025.xls (As in previous years – for guidance only.)
2. High Street Christmas Lights Locations version 3 2026.pdf (As in previous years – for guidance only.)
3. Lampposts and power supplies.pdf (Please note, live lampposts are no. 5 Auburn Fox, no. 2 Pharmacy, no. 12 Simpsons, no 8. Coral, no. 7 Davis Opticians.)
4. Examples of motif brackets on buildings Thrapston High Street.pdf

Section 3a Optional Extra
In addition to the main contract covering the High Street illuminations and the Christmas tree, the Council requests tenders for an Optional Extra: the supply, installation, removal, and storage of Christmas lights in the trees within the Peace Park. Tenderers should provide a separate price for this Optional Extra, allowing the Council to decide whether to proceed.

Electrical power is available within the Peace Park, and tenderers are encouraged to propose imaginative, creative, and sympathetic designs that create a warm white festive atmosphere while respecting the park environment.

Locations for potential installation include:
· The row of approximately 11 trees along the Market Road side of the Peace Park.
· Trees along both sides of the park.
· Trees along the foot of the Peace Park adjacent to Huntingdon Road.

Tenderers should ensure all installations are safe, secure, and compliant with relevant regulations, and submit images, sketches, or visual concepts to illustrate proposed designs.

Note: The Optional Extra will be considered separately from the main High Street and Christmas tree contract and will not affect the scoring of the main contract.

Section 4 Evaluation Criteria

Tenders will be evaluated on the basis of the Most Economically Advantageous Tender (MEAT), taking into account both price and quality. The Council will assess submissions against the criteria and weightings set out below to identify the tender that offers the best overall value for money, whilst meeting the required standards of service delivery, workforce competence, health and safety, and environmental responsibility. 

Tenderers are requested to submit a separate proposal for the Optional Extra of Christmas lights in the Peace Park trees. This Optional Extra will be considered separately from the main High Street and Christmas tree contract and will not affect the scoring or ranking of the main contract. However, the Council may review the design, creativity, and price of the Optional Extra to inform any potential award for this additional work, subject to budget.

The evaluation process will be fair, transparent, and proportionate, and all tenders will be assessed consistently in accordance with the methodology described in this section. 








Section 5 Evaluation of Tenders 

The overall score will be calculated out of 100%, based on the following criteria and weightings: 

1. Price – 40% 
a. Tenderers shall submit pricing using the Tender Form provided at Section 8. Prices should include all costs associated with delivering the services in accordance with the Specification and should be exclusive of VAT.
b. Price scores will be calculated using the following formula: 
i. (Lowest Tender Price ÷ Tenderer’s Price) × 40. 
c. The lowest priced compliant tender will receive the maximum score of 40%. 

2. Design & Creativity inc. “Wow” factor – 20%
a. Submissions should include a visual concept / mock up or description of the design theme, lighting effects, or innovative features.

b. Experience and Track Record – 10% 
c. Tenderers will be assessed on their relevant experience in supply and install of commercial Christmas illuminations
d. Client references – please provide at least two references of similar works undertaken within the last 3 years.

3. Quality Assurance – 10%
a. The successful contractor must demonstrate evidence of: 
i. Material Selection: Use of commercial-grade LED lights 
ii. Installation Standards: Secure fixing methods to prevent damage to building surfaces, ensuring a secure attachment that resists the elements
iii. Safety & Compliance: Ensure all installations meet proper circuit management to avoid overloading and PAT tested as appropriate
iv. Maintenance & Service: Trouble shooting / repair call outs within 24 hours
v. Staffing & Credibility: Company staff and sub-contractor staff insured and licensed, (see Insurance)
vi. Post-Season Service: Prompt removal and storage of equipment, conducting repairs on lighting, and checking for damage before the next season.

4. Health & Safety – 10% 
a. Tenderers will be evaluated on their approach to health and safety, including: 
i. Health & Safety policy and procedures 
ii. Risk assessments and safe methods of working
iii. Accident reporting and monitoring 
iv. Compliance with relevant legislation

5. Environmental Management – 10% 
a. Assessment will consider: 
i. Environmental management policies 
ii. Sustainable working practices 
iii. Waste management and recycling 
iv. Use of environmentally responsible products, materials, and equipment  

Submissions for the Optional Extra will not affect the scoring of the main contract. The Council may separately review the design, creativity, and pricing of the Optional Extra to inform any potential award for this additional work. Tenderers are encouraged to submit supporting documentation, sketches, or visual concepts to illustrate their proposals.

Quality Scoring 
 
Quality responses will be scored using the scoring matrix (see Section 6). Each criterion will be scored on a scale of 0–5, and scores will be weighted in accordance with the percentages above to produce an overall final score. 


	Section 6 Scoring Matrix

Summary of Evaluation Criteria and Weightings 
	Evaluation Criterion 
	Weighting (%) 
	Scoring Method 

	Price 
	40% 
	Lowest price scoring formula 

	Design & Creativity
	20%
	Quality score (0–5) × weighting 

	Experience & Track Record 
	10% 
	Quality score (0–5) × weighting 

	Quality Assurance 
	10% 
	Quality score (0–5) × weighting 

	Health & Safety 
	10% 
	Quality score (0–5) × weighting 

	Environmental Management 
	10% 
	Quality score (0–5) × weighting 

	Total 
	100% 
	 








Quality Scoring Scale 
	Score 
	Description 

	0 
	No response or response fails to meet the Council’s requirements 

	1 
	Very poor response with significant weaknesses and/or omissions 

	2 
	Fair response; partially meets requirements with limited evidence 

	3 
	Good response; meets requirements with adequate evidence 

	4 
	Very good response; exceeds requirements in some areas 

	5 
	Excellent response; fully meets and significantly exceeds requirements 



Quality Evaluation Matrix (Officer Use) 
	Criterion 
	Weighting (%) 
	Score (0–5) 
	Weighted Score 

	Design & Creativity
	20
	
	

	Experience & Track Record 
	10
	
	

	Quality Assurance 
	10 
	
	

	Health & Safety 
	10 
	
	

	Environmental Management 
	10 
	
	

	Total Quality Score 
	60 
	
	


Calculation method: Weighted Score = (Score ÷ 5) × Criterion Weighting 



Price Evaluation Matrix 
	Tenderer 
	Total Tender Price (£) 
	Price Score Calculation 
	Price Score (out of 40) 

	Tenderer A 
	 
	(Lowest Compliant ÷ Tenderer Price) × 40 
	 

	Tenderer B 
	 
	(Lowest Compliant ÷ Tenderer Price) × 40
	 

	Tenderer C 
	 
	(Lowest Compliant ÷ Tenderer Price) × 40
	 


Calculation method: The lowest compliant tender receives the full 40 marks

Overall Evaluation Summary 
	Tenderer 
	Quality Score (out of 60) 
	Price Score (out of 40) 
	Total Score (out of 100) 

	Tenderer A 
	 
	 
	 

	Tenderer B 
	 
	 
	 

	Tenderer C 
	 
	 
	 


 


Section 7 Grounds For Exclusion 

In respect of the organisation that has submitted this tender or any other person who has powers of representation, decision or control in the organisation, compliant with the Public Contract Regulations 2015 you must declare any mandatory or discretionary grounds for exclusion from this procurement as follows. 
 
Grounds for Mandatory exclusion 
Any of the following within the past five years in respect of convictions anywhere in the world:  
 
· Participation in a criminal organisation, corruption, fraud, terrorist offences or offences linked to terrorism, money laundering or terrorist financing, child labour or other forms of trafficking in human beings;  
 
If you any of the above apply to the organisation you must provide evidence of the measures taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion. 
 
· Breach of obligations related to the payment of tax or social security contributions in respect of any part of the United Kingdom or the county in which the organisation is established 
 
If the above applies to your organisation you must provide further details.  You must also confirm whether you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.  
 
Grounds for discretionary exclusion 
Any of the following within the past three years in respect of the following anywhere in the world
· Breach of environmental obligations, social obligations, labour law obligations, including non payment of taxes or social security; 
· Bankruptcy or insolvency or winding up proceedings, where an organisation’s assets are being administered by a liquidator or court, or in an arrangement with creditors or where business activities are suspended; 
· Guilty of grave professional misconduct; 
· Entered into agreements with other economic operators aimed at distorting competition;  
· Aware of any conflict of interest due to participation in the preparation of the procurement procedure;  
· Been involved in the preparation of the procurement procedure; 
· Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions; 
· Guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria – or has withheld such information; 
· Is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015 (e.g., accounts, certificates or other evidence of suitability); 
· Has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award. 
 
If any of the above apply you must explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion. 
Grounds for Exclusion – declaration 
 
· I/we hereby declare that to the best of my knowledge that  
 
· none of the grounds for exclusion listed apply / there are grounds for exclusion (as detailed below and/or in the accompanying evidence).* 
 
· I declare that, upon request and without delay I will provide certificates or documentary evidence as required in support of this tender. 
 
· I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided.  
 
· I am aware of the consequences of serious misrepresentation. 
 
 
Signature: 
 
Name: 
 
Role in the organisation: 
 
Organisation: 
 
Date: 
 
 
 
*Grounds for exclusion – as applicable 
 
You must provide details of the ground for exclusion and also any evidence of measures taken to demonstrate the reliability of the organisation (‘self cleansing’) despite the existence of a relevant ground for exclusion 
 
 
Grounds for Mandatory exclusion: 
 
 
 
 
 
 
 
Grounds for Discretionary exclusion:  
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Section 8 Tender Form
Please complete tender form as shown. This is to ensure a fair comparison between suppliers.

	Supply & Install
Removal & Store
	Description and quantity
	Year 1
	Year 2
	Year 3
	Total

	String lights


	
	
	
	
	

	Motifs inc fixtures


	
	
	
	
	

	Tree decoration


	
	
	
	
	

	Star topper


	
	
	
	
	

	Fitting of ‘Thrapston wishes you a merry Christmas’ motif

	
	
	
	
	

	Pull testing of fixtures


	
	
	
	
	

	Storage (inc. delivery and collection)

	
	
	
	
	

	Call out charge to address issues arising, not related to install
	
	
	
	
	

	Testing and switch on at Christmas festival



	
	
	
	
	

	OPTIONAL EXTRA

	Peace Park Tree Lights


	
	
	
	
	



This Optional Extra should be priced separately from the main High Street and Christmas tree contract. Tenderers should include any supporting documentation, sketches, or design concepts to illustrate their proposal.



Section 9 Check List

	Item
	Yes
	No

	Tender form completed
	
	

	References - please provide at least two references of similar works undertaken within the last 3 years.
	
	

	Visual concept / mock ups or description of design theme etc.
	
	

	Quality assurance documentation
	
	

	Health & Safety policies and documentation of safe working practices etc.
	
	

	Environmental management policy and practices
	
	

	Grounds for exclusion document signed
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