[image: Text

Description automatically generated with low confidence]

REQUEST FOR QUOTATION

INTERNAL ALTERATIONS & KITCHEN INSTALLATION AT HAZELWOOD NEIGHBOURHOOD CENTRE, GAINSBOROUGH ROAD CORBY

Version Control

	Version Ref:
	V0001
	Owner’s Name:
	Baz Kalsi


	Info Source(s):
	

	Review Process:
	Annual review to take place no later than the one (1) year anniversary of the Date Amended, below.
	Adopted On:
	Monday, 24 February 2025
	Date Amended:
	31-Jul-2025	Date Circulated:
	01-Aug-2025
	Amended By:
	Compliance Manager 	Circulated By:
	
Compliance Manager




Contents
Section 1: Introduction	3
1.	General Requirements	3
2.	Procurement Timetable	4
3.	Site Visits	5
4.	Clarification Questions	5
5.	Quotation Responses	5
6.	Evaluation of Quotations	6
Evaluation Method 3: Weighted Combination of Quality and Price	6
Section 2: Specification	8
1.	Introduction and Background	8
2.	Scope	8
3.	Data Management / UK General Data Protection Regulation (UK GDPR)	9
Appendixes and/or Annexes	10
Section 3: Supporting Information	10
Section 4: Pricing Sheet	15
1.	Pricing and Costs	15
Section 5: Freedom of Information	16
Section 6: Declaration	17
Section 7: Due diligence	17
Section 8: CONTRACT AWARD	18
Appendix 1: Conditions of Contract	18


REQUEST FOR QUOTATION

Request for Quotation | Page 33 of 33
[bookmark: _Toc114238023][bookmark: _Toc222381339]Section 1: Introduction

1. [bookmark: _Toc114238024][bookmark: _Toc222381340]General Requirements

1.1. North Northamptonshire Council (hereafter referred to as “The Council”) invites quotations for the provision of Works to Provide new Kitchen Installation and Internal Alterations to Hazelwood Neighbourhood Centre, Gainsborough Road, Corby.

1.2. The Council’s detailed requirements are defined in Section 2: The Schedule Of Works

1.3. Please take care in reading this document, in particular the Specification. In the event of any questions or queries in relation to this Request for Quotation (RFQ), please contact the Officer detailed in Table B.

1.4. The Council reserves the right to:
1.4.1. carry out due diligence checks on the awarded Potential Supplier;
1.4.2. amend the Conditions of Contract included at Appendix 1;
1.4.3. abandon the procurement process at any stage without any liability to the Council; and/or
1.4.4. require the Potential Supplier to clarify its quotation in writing and if the Potential Supplier fails to respond satisfactorily, this may result in the Potential Supplier being rejected from the process.

1.5. The Council also reserves the right, at any point and without notice, to discontinue the procurement process without awarding a contract, whether such discontinuance is related to the content of Quotation Responses or otherwise. In such circumstances, the Council will not reimburse any expenses incurred by any person in the consideration of and/or response to this document. You make all quotations, proposals and submissions relating to this RFQ entirely at your own risk. 

1.6. All documents and materials, which comprise the RFQ response, must be written in English only.

1.7. Quotations are to remain open for acceptance for a period of 90 days from the Deadline for Submission of Bids.

1.8. Potential Suppliers must be explicit and comprehensive, keeping the information provided specific to and locate within the question asked as this will be the single source of information on which responses will be scored and ranked.


1.9. Rights of the Council in Relation to the RFQ

1.9.1. The Council reserves the right to:
a. Waive or change the requirements of this RFQ at any time during the procurement process without prior (or any) notice being given by the Council;
b. Make changes to the timetable, structure or content of this RFQ or any other documents associated with this procurement process. Any such changes will be in accordance with the procurement timetable;
c. Abandon the procurement process at any stage without any liability to the Council, or to re-invite responses on the same or any alternative basis;
d. Choose not to award any contract as a result of this procurement process.

2. [bookmark: _Toc114238025][bookmark: _Toc222381341]Procurement Timetable

2.1. This RFQ follows a clear, structured and transparent process to ensure a fair and level playing field is maintained at all times, and that all Potential Suppliers are treated equally.

2.2. All documents, which comprise any RFQ Response, must be received by the Council no later than the Deadline for Submission of Bids, set out in Table A, below.

2.3. The RFQ process is intended to follow the timetable set out in Table A, below.

TABLE A 
	ACTIVITY
	TIME AND DATE
(as applicable)

	1. 
	Request for Quotation Documents issued
	Monday, 23 February 2026 

	2. 
	[bookmark: _Hlk63844062]Deadline for Questions from Potential Suppliers
	Wednesday, 18 March 2026

	3. 
	Deadline to Provide Answers to Questions from Potential Suppliers
	Wednesday, 25 March 2026

	4. 
	Deadline for Submission of Bids
	Friday, 3 April 2026

	5. 
	Evaluation of Bids Received*
	Monday, 6 April 2026

	6. 
	Contract Award*
	TBC

	7. 
	Pre-Contact Meeting(s)*
	TBC

	8. 
	Mobilisation and/or Transition Period*
	14 days from initial instruction

	9. 
	Contract Start*
	TBC

	10. 
	Contract End 
	TBC



2.4. The Council reserves the right to amend this timetable, and items marked with an asterisk, i.e. *, are provided for guidance only and are subject to change at short notice.

2.5. Any RFQ received after the Deadline for Submission of Bids identified in Table A, may be rejected. Therefore, it is the Potential Supplier’s responsibility to ensure that the deadline is not breached.

3. [bookmark: _Toc114238026][bookmark: _Toc222381342]Site Visits

3.1. Refer to contract preliminaries for arrangements to visit site.

4. [bookmark: _Toc114238027][bookmark: _Toc222381343]Clarification Questions

4.1. [bookmark: _Hlk68521673]Any queries about this document, the procurement process, or the proposed contract itself, should be referred via e-mail to the Officer detailed in Table B, below, no later than the Deadline for Questions from Potential Suppliers date found in Table A.
4.2. A copy of all requests for clarifications and the responses will be published to all potential suppliers, where the clarification and response are not considered confidential.
4.3. If a potential supplier wishes the Council to treat a clarification as confidential and therefore not publish the response to all, it must state this when submitting the clarification. If in the opinion of the Council, the clarification is not confidential, the Council will publish in an anonymised format. 
4.4. The deadline for receipt of clarifications relating to this procurement is set out in the procurement timetable. Clarifications sent to the Council after this deadline may not be responded to. 


TABLE B
	Name
	Paul Wilson

	Job Title
	Building Surveyor

	E-Mail address
	Paul.jeffery.wilson@northnorthants.gov.uk



5. [bookmark: _Toc114238028][bookmark: _Toc222381344]Quotation Responses

5.1. Should you wish to take part in the selection process please complete this RFQ and return via the In-Tend messaging area/e-mail to the Officer detailed in Table C, below, no later than the Deadline for Submission of Bids date in Table A.

TABLE C
	Name
	Paul Wilson

	Job Title
	Building Surveyor

	E-Mail address
	Paul.jeffery.wilson@northnorthants.gov.uk


6. [bookmark: _Toc114238029][bookmark: _Toc222381345]Evaluation of Quotations
[bookmark: _Toc69368475][bookmark: _Toc222381346]
Evaluation Method 3: Weighted Combination of Quality and Price

1.1. All responses to the Quality Questions will be assessed against the criteria set out in Table C, below.

TABLE C
	SCORE
	CRITERIA FOR AWARDING SCORE

	0
	Considered to be an UNACCEPTABLE response on the basis that:
· No response provided, or response is entirely irrelevant or incoherent.

	1
	Considered to be a VERY LIMITED response on the basis that:
· Response is vague, lacks detail, and does not address key criteria.

	2
	Considered to be a LIMITED response on the basis that:
· Response addresses some criteria but lacks clarity or depth.

	3
	Considered to be an ADEQUATE response on the basis that:
· Response meets most criteria with generally clear and relevant detail.

	4
	Considered to be a GOOD response on the basis that:
· Response fully addresses all criteria with clear, relevant, and structured detail.

	5
	Considered to be an EXCELLENT response on the basis that:
· Response is comprehensive, insightful, innovative and sets a benchmark with outstanding clarity and depth, which exceeds expectations.




TABLE D
	
	SECTION HEADINGS
	WEIGHTING
WITHIN TOTAL

	QUALITY QUESTIONS (40%)

	Provision of the Requirement (40%)

	1. 
	RIDDOR Occurrences
	10%

	2. 
	Project Delivery, timeline 
	10%

	3. 
	References or evidence of similar recent projects of similar type & scale.
	10%

	4. 
	Product Warranties & Guarantees 
	10%

	PRICING (60%)

	A. 
	Total Cost
	60%

	
	Grand Total
	100%



1.2. The Quality Question score as detailed in Table C, will be divided by 5 and multiplied by the question weighting (within Total) (%), set out in Table D, to provide a final Quality score (%) for each question, in accordance with the following example:
1.2.1. If the question weighting (within Total) is 20% and the Potential Supplier’s response is scored ‘2’, their final score (%) will be:
a. 2 / 5 x 20 = 8% for that question.
1.2.2. The Potential Supplier’s response to each question will be evaluated and scored a maximum of 5 marks as per Table C.

1.3. Example scores to the answers to your Quality Questions, provided by Potential Suppliers, are included in Table E, below, which will be used in the remainder of this example.

TABLE E
	POTENTIAL SUPPLIER NO.
	POTENTIAL SUPPLIER QUALITY SCORE
	MAXIMUM QUALITY SCORE AVAILABLE
	RANK

	Potential Supplier 1
	20
	40
	3

	Potential Supplier 2
	30
	40
	2

	Potential Supplier 3
	40
	40
	1



1.4. The Potential Supplier with the lowest overall compliant price will be awarded the full Price score, as set out in Table D. All other RfQ Responses will be scored in accordance with the following calculation:



1.4.1. An example is provided in Table F, below. This example is based on a 60% price weighting, as previously identified in Table D, where the lowest compliant price is £100,000.








TABLE F
	POTENTIAL SUPPLIER NO.
	POTENTIAL SUPPLIER PRICE OFFER
	PRICE CALCULATION
	PRICE SCORE
	RANK

	Potential Supplier 1
	£100,000.00
	=60%
(lowest compliant price)
	60
	1

	Potential Supplier 2
	£125,000.00
	=60-((125,000-100,000)/125,000)*100
	40
	2

	Potential Supplier 3
	£150,000.00
	=60-((150,000-100,000)/150,000)*100
	26.67
	3



1.5. Potential Suppliers who receive a minus score will be allocated a score of 0% for the Pricing element.

1.6. Based on the points awarded for Quality in Table E and Price in Table F, the final scores are as set out in Table G, below, which are calculated in accordance with the following methodology:
1.6.1. Quality Score + Price Score = Total Score

TABLE G
	POTENTIAL SUPPLIER NO.
	QUALITY SCORE
Out of 40
	PRICE SCORE
Out of 60
	TOTAL SCORE
Out of 100
	RANK

	Potential Supplier 1
	20
	60
	80
	1

	Potential Supplier 2
	30
	40
	70
	2

	Potential Supplier 3
	40
	26.67
	66.67
	3




[bookmark: _Toc114238030]
[bookmark: _Toc222381347]Section 2: Specification

Refer to the Schedule of Works.

1. [bookmark: _Toc114238031][bookmark: _Toc222381348]Introduction and Background

Refer to Pre construction Phase Information (PCI)

2. [bookmark: _Toc114238032][bookmark: _Toc222381349]Scope

Refer to Section 1 - The Contract Preliminaries, and Section 2 – Schedule of Works.


3. [bookmark: _Toc114238038][bookmark: _Toc222381350]Data Management / UK General Data Protection Regulation (UK GDPR)

As a data controller, we are committed to upholding the principles of UK GDPR and the Data Protection Act 2018 (UK Data Protection Legislation) to ensure:
 
· that any processing is lawful, fair, transparent and necessary for a specific purpose;
· that data is kept accurate, up to date and removed when no longer necessary; 
· that data is kept securely and safely; and
· transparency regarding use of personal (including special category) data.
The data controller has overall control of the personal data that it holds. The data controller is responsible for ensuring that its data processors are competent to process personal data in line with UK GDPR requirements. Under Article 28(1) data controllers are only permitted to use data processors that can provide “sufficient guarantees” to implement appropriate technical and organisational measures, to ensure the processing complies with the UK GDPR and protects the rights of individuals.
There have been no data protection implications identified for the initial provision of this service.
If, at any stage following the commencement of services the supplier requires access to personal data held by the data controller; the data controller will ensure that the appropriate provisions are put in place and documented, to allow the processing to be undertaken in accordance with UK Data Protection Legislation.
In this event, in accordance with Article 28 UK GDPR, the supplier as a ‘data processor’ must adhere to the following provisions:
· 28 (3)(a) only process personal data in line with the data controller’s documented instructions (including when making an international transfer of personal data), unless it is required to do otherwise by UK law.
· 28(3)(b) the data processor and its personnel must obtain a commitment of confidentiality from anyone it allows to process the personal data, unless that person is already under such a duty by statute.
· 28(3)(c) the data processor is obligated to take all security measures necessary to meet the requirements of Article 32 on the security of processing.
· 28(3)(d) the data processor should not engage another processor (a sub-processor) without the controller’s prior specific or general written authorisation. Where authorisation is received, the sub-processor must offer an equivalent level of protection for the personal data.
· 28(3)(e) the data processor must take “appropriate technical and organisational measures” to help the data controller respond to requests from individuals to exercise their data rights.
· 28(3)(f) considering the nature of the processing and the information available, the data processor must assist the data controller in meeting its obligations to investigate and report data breaches to the ICO and data subjects, where applicable.
· 28(3)(g) upon termination of services, the data processor must delete existing copies of the personal data and confirm in writing to the data controller that it has done so, unless UK law requires it to be stored. Deletion of personal data should be done in a secure manner, in accordance with the security requirements of Article 32.
· 28(3)(h) the data processor must provide the data controller with all the information that is needed to show that the obligations of Article 28 have been met; and allow for, and contribute to, audits and inspections carried out by the data controller, or by an auditor appointed by the data controller.

· [bookmark: _Hlk92804423]The Potential Supplier shall comply with any further written instructions with respect to processing by the Council.

[bookmark: _Toc114238143][bookmark: _Toc222381351]Appendixes and/or Annexes

	No.
	Document Name
	Document Location

	1. 
	
	

	1. 
	
	


[bookmark: _Toc114238144]
[bookmark: _Toc222381352]Section 3: Supporting Information

1. Please complete Section 3 below.

	General Information

	Question 1:
	Scoring Methodology Pass/Fail:
	Question Answered? Yes/No

	1.1. (a)
	Full name of the Potential Supplier completing Information
	Click to enter text.

	1.1. (b) (i)
	Registered office address
	Click to enter text.

	1.1 (b) (ii)
	Registered website address
	Click to enter text.

	1.1. (c) (i)
	Trading Status
	Choose an item.

	1.1. (c) (ii)
	*If you selected ‘OTHER*’, please specify
	Click to enter text.

	1.1 (d)
	Date of registration in country of origin
	Click to enter date.

	1.1. (e)
	Company registration number
	Click to enter text.

	1.1. (f)
	Charity registration number
	Click to enter text.

	1.1 (g)
	Head Officer DUNS number
	Click to enter text.

	1.1 (h)
	Registered VAT number
	Click to enter text.

	1.1 (i)
	Trading name(s) that will be used if successful in this procurement.
	Click to enter text.

	1.1. (j)
	Are you a Small, Medium or Micro Enterprise (SME)?
	Choose an item.

	1.1 (k)
	If applicable, details of immediate parent company
	Click to enter text.

	1.1 (l)
	If applicable, details of ultimate parent company
	Click to enter text.



PLEASE NOTE: To avoid any unnecessary duplication for the Potential Supplier, by signing the Declaration at Question 2, you are also signing to confirm the following, as included in this RFQ Response, and all associated subsections therein contained:
i. Section 5: Freedom of Information; and
ii. Section 6: Declaration.

	Contact Details and Declaration

	Question 2:
	
	

	Potential Supplier contact details for enquiries about this RFQ Response

	2.1. (a)
	Contact name
	Click to enter text.

	2.1. (b)
	Name of organisation
	Click to enter text.

	2.1. (c)
	Role in organisation
	Click to enter text.

	2.1. (d)
	Phone number
	Click to enter text.

	2.1. (e)
	E-mail address
	Click to enter text.

	2.1. (f)
	Postal address
including postcode
	Click to enter text.

	2.1. (g)
	Signature
electronic is acceptable
	Click to enter text.

	2.1. (h)
	Date
	Click to enter date.




	Insurance

	Question 3:
	Scoring Methodology:
	Pass/Fail

Potential Suppliers who answer ‘No’ to any of the levels below will be eliminated from this procurement process.
	
	

	Please confirm that your organisation already has or is prepared to obtain the level of insurance cover prior to award of the contract? The levels of insurance cover are indicated below.

	3.1.
	Employer’s (Compulsory) Liability Insurance at no less than £10million
It is a legal requirement that all Potential Suppliers hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.
	Choose an item.

	3.2.
	Public Liability Insurance at no less than £10million
	Choose an item.

	3.3.
	Professional Indemnity Insurance at no less than £10million
	Choose an item.













	Requirements under Modern Slavery Act 2015

	Question 4:
	Scoring Methodology:
	Pass/Fail

Potential Suppliers who answer ‘No’ will be eliminated from this procurement process.
	
	

	4.1. (a)
	The Council wants to ensure that within your business and its supply chain, there is no servitude or forced labour, slavery human trafficking, arranging or facilitating the travel of another person with a view that a person is being exploited or conducting any activities that contain violation of human rights.
Please confirm that your supply chain with regards to this quotation response complies with the Modern Slavery Act 2015?
	Choose an item.



	Quality Question

	Question 5:
	Scoring Methodology:
	Weighted Scoring
	Word Limit:
	N/A

	Please list and describe any RIDDOR Occurrences within the last 3 years

	Answer:

	Click to enter text.

	Word Count:
	Enter no.












	Quality Question

	Question 6:
	Scoring Methodology:
	Weighted Scoring
	Word Limit:
	N/A

	Timeline of project, please indicate proposed timeline of delivery of the project.

	Answer:

	Click to enter text.

	Word Count:
	Enter no.




	Quality Question

	Question 7:
	Scoring Methodology:
	Weighted Scoring
	Word Limit:
	N/A

	Please provide references and (or) evidence of recently completed projects of similar type and scale.

	Answer:

	Click to enter text.

	Word Count:
	Enter no.



	Quality Question

	Question 8:
	Scoring Methodology:
	Weighted Scoring
	Word Limit:
	N/A

	Please provide details of product & workmanship warranties and guarantees.

	Answer:

	Click to enter text.

	Word Count:
	Enter no.









[bookmark: _Toc114238145][bookmark: _Toc222381353]Section 4: Pricing Sheet

1. [bookmark: _Toc114238146][bookmark: _Toc222381354]Pricing and Costs

1.1. Please fully price the Schedule of Works attached.
[bookmark: _Hlk67661118]
1.2. All prices quoted must exclude VAT.

1.3. Should you be successful, your fixed cost for the contract must be included in your RFQ Response and any costs which are not included will not be met by the Council either before or during the contract.

1.4. Where the Council considers a price to be abnormally low, it may seek clarification and/or an explanation from the Potential Supplier, and the Council may reject any RFQ Response, at its absolute discretion, if it appears to be unreliable.

[bookmark: _Hlk67661149]TABLE F
	PRICING SCHEDULE

	
	A fully priced and completed copy of the Schedule of Works MUST be included with your RFQ Response.






[bookmark: _Toc114238147][bookmark: _Toc222381355]Section 5: Freedom of Information

1. Information in relation to this RFQ may be made available on demand in accordance with the requirements of the Freedom of Information Act 2000 (“The Act”) and your organisation details will be disclosed and/or published where the expenditure is over £500, as per the Government Transparency agenda.

2. Potential Suppliers must state if any of the information supplied by them is confidential and commercially sensitive or should not be disclosed in response for the Information under The Act. Potential Suppliers must state why they consider the information to be confidential or commercially sensitive.

3. Note that inclusion below will not guarantee that the information will not be disclosed but will be examined in the light of the exemptions provided in The Act. Note that the Declaration for this Section has been completed and signed at Section 3, Question 2.1 (g) of this document.



[bookmark: Declaration][bookmark: _Toc114238148][bookmark: _Toc222381356]Section 6: Declaration

1. By signing Section 3, Question 2.1. (g) I hereby declare that:
1.1. I am signing on behalf of the Company named at Section 3, Question 1.1 (a) and am duly authorised to do so;
1.2. to the best of my knowledge, the information provided is complete and accurate;
1.3. the price in Section 4 is our best offer;
1.4. no collusion with other organisations has taken place in order to fix the price;
1.5. that there is no conflict of interest in relation to the Council’s requirement;
1.6. the requirement be subjected to the terms and conditions set out in Conditions of Contract identified at Appendix 1;
1.7. that no goods, supplies, services and/or works will be delivered or undertaken until both parties have executed the formal contract documentation as identified at Appendix 1 and an instruction to proceed has been given by the Council in writing; and
1.8. I understand that the Council may reject my submission if there is a failure to answer all relevant questions fully or if I provide false and/or misleading information.


[bookmark: _Toc70522426][bookmark: _Toc114238149][bookmark: _Toc222381357]Section 7: Due diligence

1. The Council will undertake its due diligence in advance of any contract award.

2. The preferred Potential Supplier(s) will not be awarded the Contract until the Council is satisfied with any further checks and due diligence it has carried out and these will need to be acceptable to the Council before a contract can be awarded. The Council reserves the right to disqualify any Quotation Response which is incomplete.

3. Due diligence may include credit checks in relation to the preferred Potential Supplier(s) (including each member of any consortium and of any key sub-contractor). This is important to the Council to ensure that any organisation who wishes to enter into a contract with the Council will be in a position to provide the goods, services and/or works on an ongoing basis as agreed within any contract. The Council works with external credit agencies to provide these financial checks.

4. The Council reserves the right to reject a Potential Supplier from the procurement process, where any findings from the Council’s due diligence reveal a serious concern or risk for the Council that cannot be remedied in a reasonable amount of time before award. Potential Suppliers are strongly encouraged to check and manage their financial score within the industry.


5. [bookmark: _Toc70522427][bookmark: _Toc114238150]The Council reserves the right to revisit any selection criteria questions at any time before award stage, where the Council believes there is a risk that selection responses might have changed. The Council reserves the right to disqualify any Potential Supplier who no longer meets the selection criteria if it originally led to them continuing in the procurement process.

[bookmark: _Toc222381358]Section 8: CONTRACT AWARD

1. The Council will notify all Potential Suppliers of its intention to award a contract.
2. This will include details of the:

2.1.1. Award criteria scores;
2.1.2. Name of the successful provider(s). 

3. The following documents shall form part of the contract between the Council and the successful provider(s):

3.1.1. Section 1 - The Contract Preliminaries
3.1.2. Section 2 - The Schedule of Works
3.1.3. Pre-construction phase Information 
3.1.4. Contract Drawings



[bookmark: _Toc114238151][bookmark: _Toc222381359]Appendix 1: Conditions of Contract


	JCT MW 2025 - Refer to The Contract Preliminaries
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