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1 Definitions

In this Invitation To Quote, the following words and expressions shall have the following meanings:

	Words/Expressions
	Meaning

	“Bidder”
	The organisation that has been invited by Hoople Ltd to submit a Quote.

	“Clarification Period”
	The time during which clarifications associated with the Invitation to Quote (ITQ) or any support documentation may be sought in writing to the Contact Officer.

	“Commencement Date”
	The date when the Contract commences.

	“Contact Officer”


	All communication must be through the e-tendering portal – Procontract (www.supplyingthesouthwest.org.uk) 

	“Contractor”
	The Bidder appointed under this Contract

	“ITQ”
	Invitation To Quote.

	“ITQ Documents”
	All documents contained in this ITQ.

	“Pricing Schedule”
	The schedule of prices required to be completed by the Bidder as part of the ITQ.

	“Quote”
	The completed and signed Form of Quote, together with all completed schedules and information submitted by a Bidder.

	“Return Address”
	Via the opportunity listing on Procontract at www.supplyingthesouthwest.org.uk  

	“Services”
	The range of activities 

	“Specification”
	Hoople Ltd requirements in relation to the Services as detailed in this document and its appendices.

	“The Customer”
	Hoople Ltd 


2 Introduction

2.1 Brief Overview of Requirement

The Contract:
External Audit Services
Contract Period:
Two years with the option to extend for a further year
Start Date:
April 2026
Overview:
Hoople Ltd are looking to appoint a single supplier to provide a comprehensive and efficient external audit of the annual accounts to be completed annually, after year end closure of accounts. Within statutory deadlines including an audit opinion for presentation at Hoople Board and preparation of Companies’ House corporation tax return.
2.2 Instructions to Bidders
2.2.1 Participation in Invitation To Quote
You are invited to submit a quotation to deliver the services detailed in this document
2.2.2 Acknowledgement

If the Bidder does not wish to, or is unable to quote, it is requested that they destroy all versions of this document in their possession.
2.2.3 Discrepancies and Omissions concerning the Quote Documents

Should the Bidder find discrepancies in, or omissions from, the Quote Documents, they should communicate this via the Procontract e-procurement messaging system using the “Messages” tab.
2.2.4 Circular Advices, Clarification and Queries

The terms of the Quote will not be negotiated. Only queries seeking clarification of the Quote Documents will be responded to.

Any instruction or query response issued by the Customer, prior to the Quote submission date, will be issued as a Circular Advice to all Bidders via the Procontract e-tendering messaging system, the names of the questioner shall remain anonymous.
2.2.5 Organisation

An Organisation may complete the Quote as a single entity.

Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed lead supplier. Relevant information should also be provided (as indicated in the ITQ) in respect of consortium members who will play a significant role in the delivery of the requirements under any ensuing contract.
Joint venture (JV) and special purpose vehicles (SPV) may apply, in which case please respond to questions supplying as much detail as available on your proposed structure at this time.

Organisations have been asked to include a single point of contact in their organisation for their response.
2.2.6 Study of ITQ Documents

The Bidder is required to examine the ITQ Documents and to obtain all information as it may require. No claims whatsoever shall be entertained arising out of the Bidder’s failure to study the ITQ Documents.
2.2.7 Submission

Quotes must be submitted for the whole of the Services.
Quotes to provide only part of the Services will be rejected.
Costs submitted with the Quote must be best and final offers.

Please read and comply with the following points:

· It is important that you answer all the questions as fully as possible and in a well-presented and easy-to-read format unless indicated otherwise 

· Tenders are to be completed in English and in size 10 Arial font.
· Tenderers MUST use the Templates in this ITQ document for their response and must not alter or personalise the template in any way. Templates should be submitted in the same file format as they are issued (ie Do Not convert them to .pdf or other file formats).
· Do not send any general marketing material or promotional information for your organisation by way of answers to any of the questions.

· Do not insert or embed documents within this response.

· Do not attach additional documents in response except where otherwise directed.

· If you are part of a corporate group, please answer the questions specifically for your organisation (not the group).

· Failure to fully complete this Invitation To Quote and comply with the instructions may result in disqualification of the quote submission.

· The name of the Organisation submitting the quote must be clearly marked on all pages of any documentation provided if supplied as attachments.
· All questions must be answered in full.
· Responses are limited to the maximum word or page count specified in each question. Any text submitted over the stated limit will NOT be included in the evaluation
· All documents must be written in English.

· Quotes not submitted in accordance with the above requirements will be rejected.
2.2.8 Quote Errors

If the Customer discovers errors in the Quote, the Bidder may be required to justify the price/item(s) concerned. Any adjustments to the Quote made in agreement between the Customer and the Bidder shall be confirmed in writing by the Bidder before final acceptance by the Customer.
2.2.9 Variant Quotes

The Customer is seeking only one Quote submission from each Bidder. Therefore multiple different options presented as separate Quotes will result in all submissions being disqualified.

2.2.10 Procurement timetable / notification

The Customer intends to select one successful Bidder as per the timetable below and reserves the right to select the successful Bidder on this date, at a later date, or not at all.
The Customer proposes the following timetable for the award of the Contract:
	Activity
	Date
	Time / Notes

	ITQ issued
	28th October
	Via Procontract –www.supplyingthesouthwest.org.uk

	Deadline for receipt of clarification questions 
	17th November 
	To be submitted no later than 12:00 noon.
All Clarifications must be sent via Procontract “Messages”  

	Closing Date for Quotes
	24th November
	To be submitted no later than 12:00 noon. Any Quotes arriving after this time will NOT be considered.

All Quotes must be sent via the Pro contract e tender system via www.supplyingtheouthwest.org.uk

	Evaluation process
	December / January for formal approval by Board (26th Jan)
	During this period the Customer will conduct an assessment of the Bidders’ responses to determine whether they comply with the Customer’s requirements for this Service as set out in the Specification below.

	Contract Award
	W/c 26th January
	Proposed date - Supplier Notified

	Contract Commencement Date
	1st April 2026
	The date the new Contract will start.


The Customer reserves the right to change this timetable and all Bidders will be notified accordingly.
2.2.11
Documentation Provided

1. This ITQ pack including pricing schedule and Specification
2. Terms and Conditions
2.2.12
Quote Submission Checklist

Please ensure that the following sections within this quote document are completed and returned with your Quote submission via the E-Tendering Portal, ProContract at www.supplyingthesouthwest.org.uk. DO NOT EMAIL YOUR QUOTE RESPONSE AS THIS WILL RESULT IN DISQUALIFICATION.
	Part
	Required

	4
	Your Response and any attachments

	5
	Declaration.

Please sign this as directed.  

	6
	Form of Tender.

Please sign this as directed.  

	7
	Freedom of Information Declaration

If appropriate please sign this as directed.  


2.3 Performance bonds and guarantees 

The Customer does not require a parent company guarantee and/or a performance bond for this contract. The Customer reserves the right to alter this requirement.
2.4 Freedom of Information Act (2000), Environmental Information Regulations (2004) and Confidentiality 
The Customer works in strict accordance with all legislation that requires information held by the Customer to be released to the public. As such, the Customer will only keep information that is properly confidential in its nature and then only for a reasonable amount of time.
Bidders are required to complete the declaration acknowledging the Customer’s responsibilities under Freedom of Information Legislation (‘FOIL’) and to agree to assist and co-operate with the Customer to enable to compliance with the Customer’s obligations to disclose information under FOIL. Guidance and the Declaration can be found within 7 Freedom of Information Legislation and Confidentiality Declaration.
Bidders shall treat all information supplied by the Customer in connection with this ITQ as confidential, except that which may be disclosed for the purpose of obtaining sureties, guarantees and quotations as required for the preparation and submission of the Quote.

The documents which constitute the Quote shall remain the property of the Customer and, save for the purposes of the Quote, must not be copied or reproduced in whole or in part and must be returned to the Customer upon demand.
2.5 Quote Evaluation & Contract Award

Following receipt of Quote responses, an Evaluation Panel consisting of the Customer Officers, and any other external consultants as deemed necessary, will be constituted.
Copies of the Bidders responses will be distributed to panel members, on the condition that they remain confidential.

The Customer will evaluate the Quotes against the criteria listed below to establish a ranking of Quotes, in terms of the most economically advantageous quote. 
The Customer reserves the right to request clarification (in terms of additional information which will supplement or clarify) of any aspect of a Tender. In particular, it is the intention of the Customer to clarify any aspects of Tenders that are (or appear to be) contradictory such as if the pricing is contradicted by the stated approach in the approach to pricing or in answers to questions within the response. 

The Customer reserves the right to issue additional questions (by way of clarification) to all tenderers, the answers received to such questions may be allocated marking credit (in accordance with the published marking guidance) on the basis that ALL tenderers have fairly; transparently and equally been given the opportunity to respond. However responses received to clarification questions issued to individual candidates would not normally be allocated any marking credit if this would have the effect of allowing candidates to introduce new information after the deadline for submission.  

The Customer may invite any tenderer(s) still under consideration to attend a meeting to clarify the information which has been supplied in the tender if this is required. Following the meeting the Customer will then review and, where necessary, amend the scores.
The Quote evaluation will allow The Customer to primarily select the Quote that represent best value for money.
The Customer shall not be bound to accept the lowest priced Quote.

Quotes submitted without all the information required for the evaluation criteria will be considered incomplete and may therefore be rejected.
2.5.1 Evaluation Methodology 
The following evaluation scheme will be adopted:

Responses will be evaluated in line with the following scoring systems. The scores generated for each question will be combined to provide an overall score which will determine which organisations will be shortlisted. 

There will be different marks awarded to different categories of questions. The table below shows the marks allocation.
Questions ‘For Information Only’
The information provided by organisations in response to these questions is information necessary to support a Bidder’s application. Your responses in Section 4.2 will be evaluated on a satisfactory or not satisfactory basis. If any of your responses in this section are deemed not satisfactory your quote will be rejected.
 Mandatory Questions (Pass/Fail)
This section is mandatory for completion. All questions will be evaluated on a Pass or Fail basis. If you do not confirm compliance with all of the questions within this section, your bid will be deemed as non-compliant and not evaluated further.

All tenders which pass the ‘Mandatory Pass/Fail’ quality section will be given a score for Quality & Price.

Questions That Are ‘Scored’
‘Scored’ criteria require an assessment to be made concerning how well an organisation meets a particular requirement.  There are several such criteria, contained within the following sections (shown here with the overall percentage weighting that will be applied).
	Scored Criteria & Questions
	Weighting (%)

	Mandatory Questions
	Pass/Fail

	Cost Element 
	70%

	Quality Element 

See below the sub-weightings to this element
	30%

	Q1 – Operating within regulatory requirements
	10%

	Q2 – Delivering the service within specified timeframe
	5%

	Q3 – Undertaking ad-hoc assurance work
	5%

	Q4 – Appropriately trained and qualified workforce
	10%


Scoring
The following example illustrates how Cost and Quality elements in the “Scored Criteria” table will be scored.
Pass/Fail Questions

This section is mandatory for completion. All questions will be evaluated on a Pass or Fail basis. If you do not confirm compliance with all of the questions within this section, your bid will be deemed as non-compliant and not evaluated further.

All tenders which pass the ‘Mandatory Pass/Fail’ quality section will be given a score for Price and Quality.
Cost Element – The Cost element is 70% of the total score available. 
The lowest price received will be awarded the maximum weighted score of 70%.
All other offers will be scored a comparative mark, by calculating the percentage difference between them and the lowest offer received.  
 (lowest bid / your bid) x 70% = Weighted % scored 
Your bid will be calculated as stated in the pricing schedule.
Quality Element – The Quality element is worth 30% of the total score available.

The score will be calculated to reflect the percentage weighting applied to that question (as shown below) and will contribute to the overall Quality Weighting:

your score / maximum score available x question weighting = % score for each question
The Cost score and the Quality score will be added together to provide a Total score. The highest scoring tender will be recommended for acceptance.
Qualitative Questions (Quality Element)
Questions within this section request that you set out your plans for Service provision.
Each question has a maximum number of sides (and font type & size) stipulated within the question: any text in excess of this will not be evaluated. The length of the text will be measured from the start of the space (immediately below the text which reads "Please detail your answer here"), to the last word/diagram of your text response (remember the space will expand to accommodate your answer).  Bidders are permitted to insert diagrams, tables or pictures but not embed documents. Any such diagrams, tables or pictures will be included in the side count.

In order to submit a compliant tender you must score a minimum of 2 marks (partial) on each individual question. If this score is not achieved your tender will be deemed as Non-Compliant and will not be considered further.
Quality Questions consist of key points which will each be marked on the scale of 0 – 10 (a mark of 0 being unsatisfactory and 10 being excellent.) using the Marking System as shown in Table 1: Requirements Evaluation Criteria below.
Evaluators will allocate scores based on the following model:-

Table 1: Requirements Evaluation Criteria

	SCORE
	CATEGORY
	CONTRACT OBJECTIVES / REQUIREMENTS

	0
	UN-SATISFACTORY
	Not addressed.

	1
	POOR
	Major deficiencies and only minimally addresses requirement.

	2
	PARTIAL
	Partial satisfaction of some aspects / deficiencies apparent.  

Insufficient linkage requirements.

	4
	SATISFACTORY
	Objectives / Requirements are addressed and whilst fully linked to the requirements only basic detail provided.

	7
	GOOD
	Response fully addresses and is linked with a good level of clarity to the requirement. Response adds value.

	10
	EXCELLENT
	Response fully addresses and is linked with outstanding clarity to the requirement. Response enhances / adds substantial value / may contain innovation.


2.6 Quote Conditions

2.6.1 Acceptance of Quote
The Quote shall constitute an irrevocable offer to perform the Services. The successful Bidder shall conclude a formal Contract with the Customer, which shall embody the Bidder’s offer.

The ITQ and the submission of the Quote shall not in any way bind the Customer to enter  into a contract with the Bidder or involve the Customer in any financial commitment whatsoever in this respect. The Customer does not bind themselves to accept the lowest, or any, Quote, but at the Customer’s sole discretion, may accept the whole or part of any Quote.

Any acceptance of a Quote by the Customer shall be in writing. Upon such acceptance the Contract shall become binding on both parties. The Quote shall remain open for acceptance for a period of 6 months from the closing date for receipt of Quotes.

Any acceptance of a Quote is on the understanding that this does not bind the Customer to a single supplier or exclusive contract for the Services supplied.

2.6.2 Rejection of Quote
The Customer may reject any Quote and proposed solution that is:

· Incomplete
· Cannot adequately quantify the whole life costs

· Introduces additional risk

· Submitted later than the prescribed date and time

· Not in accordance with the ITQ and all other provisions of the Quote Documents

· In breach of any condition contained in the ITQ 

· Deemed to not have passed the audited accounts financial assessment
The Customer may also reject any Quote in respect of which the Bidder
· Has directly or indirectly canvassed any official of the Customer or obtained information from any other person who has been contracted to supply goods or provide services or works to the Customer concerning the award of the Contract or who has directly or indirectly obtained or attempted to obtain information from any such member or official concerning any other Bidder.
· Fixes or adjusts the prices shown in the Pricing Schedule by or in accordance with any agreement or arrangement with any other person.
· Communicates to any person other than the Customer, the amount or approximate amount of the prices shown in the Pricing Schedule, except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the Quote or for the purposes of insurance or financing.
· Enters into an agreement with any other person, that such other person shall refrain from submitting a Form of Quote or shall limit or restrict the prices to be shown or referred to.
· Offers to pay or give any sum of money, inducement or valuable consideration to any person having direct connection with the ITQ process, directly or indirectly, for doing or causing to be done, in relation to any other Bidder or any other person’s proposed Quote, any act or omission.
· In connection with the award of the Contract commits an offence under the Prevention of Corruption Acts 1889 to 1916 or gives any fee or reward the receipt of which is an offence under Section 117(2) of the Local Government Act 1972,

Such non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Customer or any criminal liability such conduct by a Bidder may attract.

2.6.3 Amendment to ITQ Documents

Should any additions or deletions to the ITQ Documents be considered necessary, prior to the date for submission of Quotes, these will be issued by the Customer and deemed to form part of the ITQ Documents. The Customer reserves the right to extend the Quote submission date accordingly.

2.6.4 Bidder’s Responsibilities

A Bidder shall be deemed to have satisfied itself as to the accuracy and sufficiency of the Information submitted as part of the Quote. A Bidder shall also be deemed to have obtained for itself all necessary information as to risks, contingencies and any other circumstances which might influence or affect its Quote.
The Bidder is responsible for all costs, expenses and liabilities incurred in connection with the preparation and submission of a Quote.

2.6.5 Hoople Representatives

No other person, except as so authorised by the Contract Officer, has any authority to make any representation or explanation to Bidders as to the meaning of the Contract or any other ITQ Document. Neither has any other person except as so authorised by the Contract Officer, any authority to provide instruction as to anything to be done or not to be done by Bidders in relation to this quote.

2.6.6 Bidders Warranties

By submitting a Quote, the Bidder is confirming compliance with all of the requirements as detailed in this ITQ. In particular that:

· All information, representations and other matters of fact communicated (whether in writing or otherwise) to the Customer by the Bidder or its employees, officers, agents or advisers in connection with, or arising out of, the Quote are true, complete and accurate in all respects

· The Bidder has full power and authority to enter into the Contract and provide the Services, and will, if requested, produce evidence of such to the Customer
· The Bidder is of sound financial standing and the Bidder, its partners, directors, officers and employees are not aware of any circumstances (other than any disclosed in the audited accounts or other financial statements submitted to the Customer) which may adversely affect the financial standing in the future;

2.6.7 Hoople’s warranties and disclaimers

Whilst the information in this ITQ has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified. With the exception of statements made fraudulently, the Customer does not accept any liability or responsibility for the adequacy, accuracy or completeness of such information. The Customer does not make any representation or warranty (express or implied) with respect to the information contained in the ITQ or to any written or oral information made available to any Bidder or its professional advisors.

Each Bidder to whom the ITQ is sent must take professional advice and undertake whatever investigation as it deems necessary, in order to make its own independent assessment of the proposed terms to determine its interest in the Contract.

This ITQ is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded a Bidder to submit a Quote or enter into any other contractual agreement. Under no circumstances shall the Customer be liable to a Bidder in respect of any costs incurred by a Bidder (whether directly or otherwise) in relation to the preparation or submission of a Quote.

The fact that a Bidder has been invited to submit a Quote does not necessarily mean that the Bidder has completely satisfied all of the Customer’s criteria. The Customer reserves the right to request further information as appropriate and to assess this as part of the Quote evaluation process. The Bidder shall have no claim whatsoever against the Customer in respect of such matters.

The Customer shall not make any payments to the successful Bidder except as expressly provided for in the Contract.

No compensation or remuneration shall otherwise be payable, by the Customer to the Bidder, in respect of the Services, by reason of the Specification being different to that envisaged by the Bidder or otherwise.
3 Specification
3.1 Background  

Hoople Ltd (The Hoople Ltd) is a wholly owned joint venture company between Herefordshire Council, Wye Valley NHS Trust and Lincolnshire County Council. It provides a wide range of services including financial, payroll, recruitment agency, training, ICT, HR, building operations and care services, to its partners and a range of other public body and private sector companies.
Services are provided from five locations around Hereford with many employees working remotely. The majority of employees and Hoople’s finance department are based at Hoople office at Auxilium House, Legion Way in Hereford. Our current year forecast turnover is circa £27m, and cumulative outturn for the last four years has been £75m. Each year we deliver a modest profit that was originally used to build a reserve base for future growth strategies.

Most of our income is provided by our partners. Hoople are constrained by the Teckal ruling that limits commercial business to a maximum of 20% of turnover. Hoople Ltd is a company influenced by Herefordshire Council, Wye Valley NHS Trust and Lincolnshire County Council.

Over 70% of our main expenditure relates to employees.

We employ over 620 employees in full and part time roles. Employees have the opportunity to be a member of a pension scheme. Hoople have a number in operation, with TUPEd staff accessing both the NHS scheme and Worcestershire County Council LGPS Pension Fund, both of which are defined benefit schemes. Newer employees access a defined contribution scheme run by Aviva. 

We use a council owned ERP system, Unit 4 Business World, that provides an end to end system for finance, payroll and HR services. We have in-house finance staff that complete HMRC returns including payroll and VAT. Our main financial transactions are generated through the payroll ledger relating to the monthly payment of employees, building related costs and expenditure relating to service delivery.
We complete most of our business on behalf of our partners, for which we comply with their policies and procedures, using their ICT systems and internal control processes. Herefordshire Council have internal auditors, SWAP, who are likely to undertake assurance work on the financial systems to confirm we deliver the services complying as necessary.

Herefordshire Council complete Group Accounts, Wye Valley Trust and Lincolnshire County Council provide background about Hoople Ltd's relationship, value and interest by way of a note.

The Hoople Ltd Board of Directors will be kept informed of the tender process. Our partners and Board will approve the final selection, before submission is made to the Secretary of State for his endorsement, in accordance with Article 4-10 of the local authorities (companies) order 1995 section.

3.2 Services
Hoople are looking to appoint a single supplier to provide audit services for a period of two years with the option to extend for a further year from the date of award. The Hoople Ltd requires three groups of services:

·  Fixed Annual Audit Service – this is what the tender quote will cover.
· A comprehensive and efficient external audit of the annual accounts that have been prepared by the Hoople finance team, the audit to be completed annually, after our year end closure of accounts.  It should include an audit opinion for approval at Board and preparation of companies house annual corporation tax return. 
· The annual accounts are currently undertaken using IFRS. 
· Assurance Advice Service

Ad hoc assurance work, to give an independent and objective opinion about the effectiveness of our internal controls and systems.  Any additional assurance work will be commissioned separate to the external audit contract but it is the intention of the Hoople Ltd to use the external auditor where possible.  A clear specification for additional work will be provided as needed.

· Technical expertise

Hoople Ltd currently operates its affairs by use of Mutual Trading Status for corporation tax and a cost sharing exemption for business with health customers.  It is likely that we will need technical expertise over the course of the contract and advice on how best to deliver the business in the future.

3.3 Annual Timetable
The Hoople Ltd’s year end is 31st March and the audit should be completed promptly after submission of a draft set of accounts and supporting documentation. The audit completion date is 19th June.

Regular updates with the Chief Executive Officer and finance staff will take place throughout the review to discuss identified issues and further audit and information requirements. Access to ICT and annual systems will be allowed subject to the appropriate security requirements.

The Hoople Ltd Board of Directors will receive and approve the Annual Accounts in July before submission to Companies House.

3.4 Standards

The Contractor should also ensure that all staff conduct their work with reasonable skill and care and that they have special regard to any guidelines issued by the Auditing Practices Board of the CCAB.

The Contractor shall ensure that junior audit staff are adequately supervised and provided with suitable training and development opportunities before they engage in assignments on site.
Details will be provided of all staff working on this contract before any work is carried out
The Contractor shall work within relevant Code of Ethics at all times.

The provider shall provide auditor managers who have detailed understanding of group accounting requirements.

It is expected that the provider will operate to the highest organisational standards with regards to their staff and management processes
3.5 Audit Report
Once the audit is complete, an electronic, typewritten report in PDF format is to be sent via email to the Chief Executive Officer within 14 days of the audit being complete.

A meeting will be held prior to the year in audit to agree an audit programme, timescales and discuss any matters relevant to the audit.

The successful party will also be required to attend a meeting with Hoople’s board of directors in July to present their findings and take any questions for response.
3.6 Customer Service and Working hours
All work when carrying out the audits are to be conducted during standard working hours between 09:00 – 17:000 Monday to Friday.

The successful provider must be contactable via telephone or email during these standard working hours 
4 Bidder’s Response Section

4.1 Instructions

In order to demonstrate how the Bidder will provide the Service that fully meets the requirements as detailed in the Specification, the Applicant requires the Bidder to provide a response to the quality and price questions within this section
The Bidder must assume that assessors will have no prior knowledge of the organisation and must provide all information they wish to be considered as part of the quote evaluation. This may include quantitative evidence to support responses to the questions asked.
4.2 Questions for information purposes only: please ensure you complete each question
	
	DETAILS OF YOUR ORGANISATION

	1
	Name of the organisation in whose name the Quote would be submitted:
	

	2
	Contact name for enquiries about this submission:


	(Mr, Mrs, Miss, Ms)


	3
	Contact position (Job Title)
	

	4
	Address:

Post Code:
	

	5
	Tel number:
	

	6
	Fax number:
	

	7
	E-mail address:
	

	8
	Company Registration number (if this applies)
	

	9
	Charities or Housing Association or other Registration number (if this applies). Please specify registering body:
	

	10
	Date of Registration:
	

	11
	VAT registration number:
	

	12
	Is your company:

(Please tick one)
	i)  a public limited company  
	

	
	
	ii) a limited company
	

	
	
	iii) a partnership
	

	
	
	iv) a sole trade
	

	
	
	v) LLP Limited Liability Partnership
	

	
	
	(vi) Other (Please specify)

	13
	Name of (ultimate) parent company (if this applies)
	

	14
	Companies House Registration number,  Charity Commission Number or Mutual Society Number: (if these apply)
	

	15
	What is the name and branch of your bankers (who could provide a reference)?
	


	
	INSURANCE

	
	Please provide details of your current insurance cover. We reserve the right to seek evidence or ask that sufficient levels of insurance be in place before award of contract. All price quotations should be based on full insurance levels being in place.
	Insurance Cover Value

	16
	Employer’s Liability: (£5m)
	£

	17
	Public Liability: (£5m)
	£

	18
	Professional Indemnity: (£1m)
	£

	

	
	EQUAL OPPORTUNITIES

	19
	Does your company have a written Equal Opportunities policy, to avoid discrimination?


	Yes /No


	
	PROFESSIONAL AND BUSINESS STANDING INFORMATION

	
	Does any of the following apply to your organisation, or to (any of) the director(s) / partners / proprietor (s)?



	20

	Is in a state of bankruptcy, insolvency, compulsory winding up, receivership or subject to relevant proceedings:


	Yes / No

	21
	Has been convicted of a criminal offence related to business or professional conduct.


	Yes / No

	22
	Has committed an act of gross misconduct in the course of business


	Yes / No

	23
	Has not fulfilled obligations related to payment of social security contributions
	Yes / No

	24

	Has not fulfilled obligations related to payment of taxes


	Yes  / No

	25
	Is guilty of serious misrepresentation in supplying information


	Yes / No

	26
	Is not in possession of relevant licences or membership of an appropriate body where required by law


	Yes / No

	
	If the answer to any of these is “Yes” please give brief details below, including what has been done to put things right. (500 words)




	Qualitative Element: Mandatory Questions (Pass/Fail)

	In the table below please confirm your compliance by marking ‘X’ against all of the requirements. If you do not comply or mark an ‘X’ to all points then your bid will be disqualified from the tender process and not evaluated further due to the proposal not meeting the mandatory requirements of the specification.

Mandatory Requirements

Supplier

(Mark ‘X’ in the rows that apply)

Appropriately trained staff will be used in the delivery of this contract
Details of personnel involved with the audit will be provided to Hoople before any work is conducted.

All reports will be type written and sent to Hoople within 14 days of completion of the audit

The report fulfils and provides all information as stated in the specification




4.3 
Pricing
Please submit your fee to deliver the service per the specification and pricing schedule below.
· No claim from the bidder will be entertained by the Customer for any mistakes in the information given. 
· The bidder shall price all items. No other costs will be accepted other than those in the pricing schedule. 
· Please Note: your total price for delivering the service should include all costs, fees, expenses and profits to deliver the service in its entirety no additional claims for funding will be entertained by the Customer. 
· The prices and/or rates stated in this Price Schedule constitute the only reimbursement and profit to the company for providing the services. 
· Our Payment terms are thirty days from receipt of invoice. Invoices will be paid monthly in arrears. 
· All sums payable by or to the Customer or the bidder are exclusive of Value Added Tax (“VAT”). Where VAT is chargeable on such sums, the payer shall pay, upon production of a valid VAT invoice by the payee, such VAT in addition to such sums.
· The invoice shall be forwarded via email to: AccountsPayable@hoopleltd.co.uk Undisputed payments that are due and payable will be sent to the provider’s address as shown on the front sheet to this contract unless otherwise notified in writing by the provider. 
· Unless detailed to the contrary in this contract, payment of an undisputed invoice that is due and payable under the terms of the contract will be made within thirty (30) days from the date of contractually permitted delivery or date that the invoice is received within the contractually permitted period, whichever is the later.
Pricing Schedule

Questions within this section request that you set out your approach to pricing.  

Instructions on filling out the Pricing Schedule

Within columns B, C & D enter the Year 1, Year 2 and Year 3 costs. The costs given will need be added together to provide a whole life cost of the service. 
All costs and fees submitted should include all costs and disbursements associated with the project requirement. Fees and costs should be submitted in whole pounds sterling (£) and should exclude VAT. 

This pricing schedule must not be altered and must be completed in its entirety. Any additional prices given outside of this pricing schedule will be disregarded. 

Failure to comply with these instructions could lead to the bid being disregarded and not evaluated further.

 Pricing Schedule:

	Column A
	Column B
	Column C
	Column D

	Items and Support Breakdown 
	Year 1 Cost
	Year 2 Cost

	Year 3 Cost
*(Not Guaranteed)

	Full cost of Audit

(These costs are to include all associated costs in performing the audit and producing the audit report)
	£
	£
	£

	Corporation Tax calculation
	£
	£
	£

	TOTAL Contract Value
	£


Any quotation submitted must be bona fide and without canvassing or soliciting any member or employee of Herefordshire Council or fixing the rates with another supplier. By submitting a quotation, you are agreeing this is a bona fide quotation. You should also declare if anyone in your company has a family or close friend who works for Hoople, Herefordshire Council or is a member of the Council supplying their name(s).

4.4
Non Cost Element 
	Scored Questions- 

Please note any word count/page limits.

Do not attach documents unless specifically informed you may. Please use standard formats easily available: Microsoft Office, PDF etc.
You must type your answer in the table below.

The answer boxes expand if required. The current size of the answer box does not reflect the size of the answer.
All questions will be marked in accordance with the methodology described.



	1. Operating within regulatory requirements – Weighting 10%
Hoople Ltd require that the Candidate operates with the following regulatory frameworks:
· Statutory audit of company accounts as per Companies Act 2006 plus relevant IFRS, Charities SORP, etc.

· Corporate taxation, VAT and HMRC expertise

· NHS, Local Government sector awareness

Please outline your process showing how you can work to these and other standards set out in the specification
Max 1 side of A4 (font Arial 10)


	Please detail your answer here:


	2. Delivering the service within the specified timeframe – Weighting 5%
The Hoople Ltd requires a comprehensive and efficient external audit of the annual accounts to be completed annually after our year end closure of accounts, including an audit opinion for presentation to our Board of Directors. The Hoople Ltd’s year end is 31st March and audit should be completed promptly after submission of a draft set of accounts and supporting documentation. The audit completion date is 16th June
Max 1 side of A4 (font Arial 10)

	Please detail your answer here:



	3. Undertaking ad-hoc assurance work  - Weighting 5%
There may be a requirement to undertake ad hoc assurance work, to give an independent and objective opinion about the effectiveness of our internal controls and systems. Clear specification for ad hoc work will be provided as needed.
Please provide a statement which outlines how you would deliver an effective service and demonstrate how this will add value to the audit.
Max 1 side of A4 (font Arial 10

	Please detail your answer here:



	4. Appropriately trained anfd qualified workforce – Weighting 10%
The Contractor should ensure that all staff conducts their work with reasonable skill and care and that they have special regard to any guidelines issued by the Auditing Practices Board of the CCAB.
Outline your process for attracting, developing and retaining staff which results in an appropriately trained and motivated workforce with a genuine commitment to providing high standards of customer service. Support this with profiles of staff members who will be engaged to manage and fulfil the contract.
Max 1 side of A4 (font Arial 10)

	Please detail your answer here:




5 Declaration

(To be signed and returned with the Quote submission).

I / We accept the terms and conditions as contained in the Customer’s Contract in respect of the Services and am / are duly authorised to sign Quotes and give such certificates for and on behalf of:
	Name of Organisation
	

	Telephone No.
	

	Postal Address
	

	Name
	

	Role within the Organisation
	

	Signature
	

	Date
	

	
	

	
	

	Name
	

	Role within the Organisation
	

	Signature
	

	Date
	

	
	


6. Form of Tender
(Incorporating Collusive Tendering Certificate)

To: Hoople Ltd, Auxilium House, Legion Way, Hereford, HR1 1LN.

 In this certificate, the word "person" includes any persons and any body or association, corporate or unincorporated; and "any agreement or arrangement" includes any such transaction, formal or informal, and whether legally binding or not.

We agree to conform to the Instructions for Submitting a Quote as outlined in the Invitation to Quote documentation. Having examined the Quote Documents for the performance of the above service, we offer to carry out the said Service in conformity therewith for the fees and/or sums as detailed in the Pricing Schedule document.
Unless and until a formal agreement is prepared and executed, the Quote together with your written acceptance thereof, shall constitute a binding Contract between us.

We understand you are not bound to accept the lowest Quote or any Quote you may receive and you will not pay any expenses incurred by us in connection with the preparation and submission of this Quote.

We certify that this is a bona fide Quote, and that we have not fixed or adjusted the amount of the Quote by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not done and undertake that we will not do, at any time before the hour and date specified for the return of this Quote, any of the following acts:

· Communicate to a person other than the Contact Officer, the amount or approximate amount of the proposed Quote, except where disclosure in confidence, is necessary, to obtain insurance premium quotations for the preparation of the Quote.

· Enter into any agreement or arrangement with any other persons that they shall refrain from Quoting.
· Offer or agree to pay or give any sum of money or valuable consideration, directly or indirectly, to any person for doing or causing any act or thing of the sort described above, in relation to any other Quote or proposed Quote for the Service.
I / We agree with the above and am / are duly authorised to sign quotes and give certificates for and on behalf of:
	Name of Organisation
	

	Telephone No.
	

	Postal Address
	

	Name
	

	Role within the Organisation
	

	Signature
	

	Date
	


7. Freedom of Information Legislation and Confidentiality Declaration

1.1 The Customer is subject to the Freedom of Information Act 2000 (‘FOIA’)
 and the Environmental Information Regulations 2004 (‘EIR’)
 and all subordinate legislation under this legalisation. (When appropriate, the FOIA and the EIR will be collectively referred to as Freedom of Information Legislation (‘FOIL’)). The FOIA applies to information requests for non-environmental information, whereas the EIR applies to information requests for environmental information only. 
1.2 FOIL gives a right of access by any person (including companies) to information held by the Customer including information relating to or submitted as part of the Process and information contained in the Contract. However, certain information may be exempt on grounds of confidentiality or commercial sensitivity. Further information can be found on the Information Commissioner’s (‘ICO’) website at https://ico.org.uk , in particular within the ICO’s ‘Guidance to the Public Contract Regulations’.
1.3 Different rules apply to the disclosure of information (and exemptions from this) under the FOIA and the EIR. Further specific guidance on the application of the exemptions from disclosure can be found in further ICO guides: in respect of the FOIA in the ‘Awareness Guidance Document No. 2 (Confidential Information)’ and ‘Awareness Guidance Document No. 5 (Commercial Interests)’ and in relation to the EIR, in the  guidance on ‘Confidentiality of commercial or industrial information (regulation 12(5)(e)’.
1.4 (Subject to the requirements of FOIL), the content of Process Documents; any subsequent Responses and the Contract shall remain confidential and restricted only to those with a legitimate professional requirement to access this information. Responses submitted will be treated as confidential by the Customer and any consultants acting on their behalf.

1.5 However, Bidders should acknowledge that the information they provide during the Process and information contained within the Contract could be disclosed in response to a request under FOIL. The Customer will proceed on the basis of disclosure unless an appropriate exemption applies: information may still be disclosed, despite the availability of some exemptions, if the public interest in its disclosure outweighs the public interest in maintaining the exemption.
1.6 Bidders are required to complete the declaration (contained within this document) acknowledging the Customer’s responsibilities under FOIL and to agree to assist and co-operate with the Customer to enable the Customer to comply with its obligations to disclose information under FOIL. 
1.7 The Customer will use all reasonable endeavours to consult with Bidders over the release of information which is highlighted by a Candidate as commercially sensitive or confidential. Bidders should therefore complete the Schedule of Information (supplied at each stage in the Process) in respect of information considered to be Commercially Sensitive / Confidential as below:

· highlighting information in their Responses which they consider to be commercially sensitive or confidential in nature; 

· providing an estimate of the period of time during which the Candidate believes that such information will remain commercially sensitive / confidential;

· stating the precise reasons why they consider the information to be commercially sensitive / confidential, including the potential implications of disclosure.  
No Response should be covered by a general statement regarding its overall confidentiality.
1.8 The Customer is required to form an independent judgement as to whether the information is exempt from disclosure; accordingly, the Customer cannot guarantee that any information identified as confidential or commercially sensitive will not be disclosed and therefore the Customer cannot accept any liability for loss as a result of any information disclosed in response to a request under FOIL.
	FREEDOM OF INFORMATION TABLE – RESERVED INFORMATION

	Information Class/Type


	Grounds for Exemption
	Date can be made available

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Name of Organisation
	

	Telephone No.
	

	Postal Address
	

	Name
	

	Role within the Organisation
	

	Signature
	

	Date
	


Invitation to Quote for the provision of External Audit Services





Deadline for return of responses:





24th November 2025


12:00 (noon)











For Evaluation Purposes the figure provided in the table below labelled “TOTAL Contract Value” will be used for the evaluation of the price element of this tender.








� � HYPERLINK "http://www.ico.org.uk/for_organisations/freedom_of_information" �http://www.ico.org.uk/for_organisations/freedom_of_information�


� � HYPERLINK "http://www.ico.org.uk/for_organisations/environmental_information" �http://www.ico.org.uk/for_organisations/environmental_information�







