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[bookmark: _Toc205391888][bookmark: _Toc205539801][bookmark: _Toc217304338]Definitions 
In these definitions, unless the context otherwise requires, the following expressions shall have the following meanings:
	Defined term
	Definition

	Act
	means the Procurement Act 2023

	Authority
	means The Council of the City of Gloucester 

	Council
	means the organisation The Council of the City of Gloucester stated in the title of this document.

	Contract
	means an agreement/the contract to provide the specified requirements subject to the terms and conditions of the Contract specified in this document, to be entered into by the Authority with the successful Supplier.

	Key Performance Indicators or KPIs
	means the key performance indicators (KPIs) set out in the Specification/Statement of Requirements.

	Portal
	means the Pro-Contract portal used by the Authority for the purposes of this Procurement, and which can be accessed here: Pro-Contract Tender Opportunities.

	Procurement 
	means this notifiable below-threshold procurement process. 

	Procurement Timetable
	means the timetable for this Procurement as set out in this document.

	Request for Quotation (RFQ)
	means this document, including any annexes and appendices that have been issued to Suppliers

	Requirement or Requirements 
	means the Authority’s Specification and any associated Minimum Requests and or Quality Questions.

	Service Credits
	means the service credits set out in the accompanying specification/statement of requirements – where applicable

	Service Levels
	means the service levels set out in the accompanying specification/statement of requirements – where applicable

	Supplier or Suppliers
	means a supplier or suppliers (as the case may be) participating in the Procurement. This shall include any person whom this RFQ is addressed, and any person who proposes to or does submit a Request for Quotation for this procurement.

	Tender Notice
	means the tender notice with the reference and publication date contained within the header of this document on the Central Digital Platform.




In these conditions, unless the context otherwise requires:
· Words imparting the masculine gender include the feminine gender.
· Words imparting the singular shall include the plural and vice versa.
· Words imparting persons include corporations and vice versa; and
· All References to a ‘paragraph’ ‘annex’ or ‘appendix’ are to a paragraph, appendix or annex of this document unless otherwise stated.

1. [bookmark: _Toc200379078][bookmark: _Toc200618326][bookmark: _Toc217304339][bookmark: _Toc200618322]Gloucester City Council - Background Information
Background Information about Gloucester City Council
Background information about the Council can be found within:
Strategies, Plans & Policies | Gloucester City Council
Gloucester City web address - Home | Gloucestershire County Council
Gloucester City Council – Social Value Policy - gloucester-city-council-social-value-policy-amended-january-2024.pdf
Safeguarding
The safeguarding risks to children and young people, and vulnerable adults can include the following types of harm: -
· Child Sexual Exploitation
· Domestic Abuse (including physical, financial, sexual, psychological, emotional and coercive control)
· Stalking
· Modern Slavery/Human Trafficking/Illegal Workers
· Honour Based Violence
· Forced Marriage
· Female Genital Mutilation
· Cyber bullying
· Self-neglect

The Council has a statutory responsibility and a duty of care to initiate and/or co-operate with investigations in to safeguarding concerns, and report issues relating to safeguarding to the appropriate authorities and partner agencies.
Gloucester City Council believes that all children, young people and vulnerable adults have an equal right to protection from abuse, regardless of their age, race, religion, ability, gender, language, background or sexual identity and consider the welfare of children, young people and vulnerable adults is paramount.
Armed Forces Covenant
The council is committed to the Armed Forces Covenant and encourages its suppliers to also add their support. Information can be accessed via: 
https://www.armedforcescovenant.gov.uk/
Apprenticeships and Skills
Our apprenticeships are all about learning and developing. You’ll get everything you need to thrive and grow.
Working within the council is a varied and exciting challenge. Not to mention the invaluable experience of working to help the people of Gloucester.
We’ve many roles needing different skills: from our customer facing visitor experience team who work in the museums and Guildhall to our many functions based at Shire Hall. As an apprentice, you’ll be based in one of our dedicated departments and your role will depend on the team you join
For more information regarding our apprenticeships please visit: - Apprenticeships | Gloucester City Council
Growing the Local Economy 
The Council actively encourages tenders from small, medium enterprises (SME’s).  The Council also encourages consideration by larger companies of opportunities and social value benefits they can offer to the local community.
For more information please visit: - Funding announced to support growth and investment in Gloucester ​ | Gloucester City Council
2. [bookmark: _Toc217304340]Central Digital Platform
Suppliers that wish to participate in this Procurement are responsible for ensuring that the Central Digital Platform contains complete, accurate and up-to-date information about their organisation and any Associated Suppliers which are relevant for the purposes of this Procurement. Suppliers must notify the Authority immediately if it is unable to register on the Central Digital Platform and/or provide accurate and up-to-date information via the Central Digital Platform. 
3. [bookmark: _Toc217304341]Background Information 
Gloucester City Council (‘the Authority’) is offering an advertising space concession opportunity to the market (to primarily include roadside and roundabout advertising space). The successful supplier will manage, operate and generate revenue from the advertising space in return for a payment to the Authority. 

The Authority worked on a partnership basis with two companies to provide roadside advertising over the past decade. Whilst the signage remains in place, there exists the opportunity for the successful supplier to build on the relationships that existed previously with current advertisers and to build new relationships. 

To the Authority’s knowledge all signs have the benefit of all necessary statutory consents, although the successful supplier will need to check with the Planning service and  other relevant authorities prior to commencement, and if necessary, secure necessary consents before proceeding.

The Authority’s purpose in offering this concessions agreement is to increase the opportunities available to local businesses to promote themselves. The Authority also aims to secure a fixed annual income stream (in return for granting the concession), to support its business promotion and marketing activities and to contribute towards the maintenance of the roundabouts and verges.

The contract will be a concessions contract because the Authority will not be paying the successful supplier to provide the service. The Authority will receive a payment from any advertisement income. The Authority does not guarantee the advertisement income. 

This document together with any other associated documents provided to Suppliers in connection with this Request for Quotation contain procedural requirements on how the Procurement will be conducted, including details of the associated Procurement timetable, minimum requirements, award criteria, and how to respond to this opportunity. Suppliers are strongly encouraged to read this document before preparing their submission.

Failure to comply with or follow any procedural requirement may result in the exclusion of the Supplier from the Procurement at the Authority’s sole discretion.

Where a Below-threshold Tender Notice, has been is applicable, this will be formally advertised on the Find a Tender Service, with the following reference no. [insert reference no]

Suppliers that have received this document are those that have either responded to the Below-threshold Tender Notice or contacted directly via the e-tendering portal. Such an organisation (whether a single organisation or a consortium) is referred to in this document as a ‘Supplier’.

This is a regulated/notifiable below threshold competitive process, and Suppliers will need to satisfy all minimum requirements and ensure quality, continuity, accessibility, affordability, availability and comprehensiveness of the services.
4. [bookmark: _Toc217304342][bookmark: _Toc200618324]Deadline for Responding 

All references to dates and times within this document shall be interpreted in accordance with the United Kingdom time zones applicable at the date of the Procurement (i.e. GMT/BST).

The Council will not accept submissions received after the deadline except, at its absolute discretion, where it considers it appropriate to do so in exceptional or genuinely unforeseeable circumstances.  The Council may in its absolute discretion extend the tender deadline and at such time the Council will notify all Suppliers of the change.
Please note that Suppliers are responsible for ensuring safe receipt of their tenders. The Council will not accept responsibility or liability for or arising from late or non-receipt of a submission. Proof of transmission will not be accepted as proof of receipt.
For further detail on how to submit a tender within the e-procurement system, please see Section 8 below titled ‘Information for Suppliers’.
5. [bookmark: _Toc217304343]Procurement Timetable

The indicative procurement timetable is set out below; please note that the Authority reserves the right, in its absolute discretion, to amend the Procurement Timetable or extend any date and or time in connection with this Procurement. Any changes to the Procurement Timetable will be notified simultaneously to the Suppliers.

Deadlines for the submission of responses to the Authority are shown in bold. Please note that failure to meet these deadlines may result in a Supplier’s submission not being considered unless there are exceptional mitigating circumstances such as a technical failure in connection with the e-tendering portal.

	Date(s) and time(s)
	Procurement activity

	[bookmark: _Hlk188025901]22-12-2025
	Below Threshold Tender Notice 

	07-01-2026
	Tender Clarification Questions Commence 

	21-01-2026
	Deadline for Supplier’s Clarification Questions

	28-01-2026
	Deadline for Response to clarification questions 

	03-02-2026
	Deadline for return of Tender 

	10-02-2026
	Review and Assessment of Submissions using the published criteria below

	24-02-2026
	Successful and Unsuccessful letters issued to suppliers

	10-03-2026
	Sign contract 

	01-04-2026
	Service Onboarding/Go Live Date




6. [bookmark: _Toc200379077][bookmark: _Toc200618325][bookmark: _Toc217304344]Use of Contract by Third Parties 
Gloucester City Council are undertaking this procurement on behalf of itself as the lead commissioner. Accordingly, any resultant contract is for the use of Gloucester City Council only 

7. [bookmark: _Toc200379079][bookmark: _Toc200618327][bookmark: _Toc217304345]Contract and Form of Tender
The draft Contract that the Council will use for contracting can be found at Annex I. 

By submitting a response, Suppliers are agreeing to be bound by the terms of this RFQ and the Contract without further negotiation or amendment.  Responses must be submitted for this requirement based upon the terms and conditions of this RFQ and upon the terms of the Contract. 

Suppliers must fully understand the content of the draft Contract to ensure they are familiar with their obligations should they be awarded a Contract.

Refusal to accept the terms of the draft Contract will cause a Supplier’s response to be rejected.

Suppliers awarded a Contract will be required to complete and authorise the Contract in its entirety in a timely manner, and prior to contract commencement.

The Contract will be for an initial term of 7 years. 

The Contract is scheduled to commence from 1 January 2026. Suppliers are required to read and ensure their compliance with the terms and conditions contained in, Annex I.

In addition, ALL Suppliers are required to complete and return the Form of Tender in Annex II Certificate of non-collusion and non-canvassing in Annex III and 
Commercially Sensitive Information in Annex IV below.

RFQ - Prices

Prices must be quoted in pounds sterling. The Council will not accept any reliance on a variable exchange rate for pricing.

All pricing within a submission shall be firm for the period of the Contract and will not be subject to any variation (except where stated/provided for in accordance with the Contract). 

Where applicable, prices submitted are required to be inclusive of any application of the Transfer of Undertakings (Protection of Employment) Regulations in relation to or arising out of the award of the Contract. 

Suppliers must include all costs and expenses within their RFQ pricing as any shortfall in funding will be at the Suppliers’ own risk.

Prices submitted must not be caveated or qualified and the Council reserves the right to reject responses which seek to do so.

Responses must be submitted inclusive of Value Added Tax (VAT) at the UK’s designated percentage.

In addition, ALL Suppliers are required to complete and return the Form of Tender in Annex I below.

8. [bookmark: _Toc202173021][bookmark: _Toc217304346]Information for Suppliers
Procurement Lead
The procurement lead for this programme is:
John Bessant
Senior procurement Manager

Contract Manager
David Evans, 
City Growth & Delivery Manager
Gloucester City Council
This procurement is being conducted as a ‘Regulated/Notifiable’, Below-threshold, Open – Request for Quotation, in accordance with the Procurement Act 2025, using a single stage procedure without a restriction on who can submit tenders. This document describes how the Procurement will be conducted, including details of the associated Procurement timetable, minimum requirements and award criteria and how to respond to this opportunity. Suppliers are strongly encouraged to read this document before preparing their submission. 

This document has been prepared to assist Suppliers in deciding whether to submit a response for this Procurement. 

· Please read this document carefully, as failure to comply with this document may result in exclusion from the Procurement and/or the rejection of any submission. 
Where required, this document should be read in conjunction with the Below-threshold Tender Notice, and any other Procurement documents which have been made available at this stage of the Procurement.

The Authority reserves the right to issue updated versions of this document to Suppliers as and when the need arises, to reflect any changes to the Procurement or any other new information. 

Any amendments to this RFQ will be communicated at the earliest opportunity to all Suppliers through the e-procurement system.

Where the Council makes such an amendment, it will ensure that Suppliers have an appropriate amount of time in which to understand and respond to the amendment, and if this is the case, all Suppliers will be notified via the e-tendering portal.

Common terms and expressions shall have the meanings ascribed to them in the definitions above.

All references to a ‘paragraph’, ‘appendix’ or ‘annex’ are to a paragraph, appendix or annex of this document unless otherwise stated.

Suppliers are solely responsible for obtaining the information which they consider is necessary to make decisions regarding the content of their tenders and to undertake any investigations they consider necessary to verify any information provided to them during the procurement process. 

Suppliers must form their own opinions, making such investigations and taking such advice (including professional advice) as is appropriate, regarding the tender process and their tenders.  

Suppliers should be aware that each question will be scored on a ‘stand-alone’ basis and that the response to each question must therefore be self-contained and not rely on information provided in responses to other questions.

Suppliers must not assume that the Council has any prior knowledge of the Supplier or its involvement in existing services, projects or procurements.

Communications

The Procurement Lead is the single point of contact for this procurement. All contact relating to this procurement must be undertaken through the e-procurement system.  Any direct contact made with any member of the project team in relation to this procurement will be re-directed through the e-procurement system and may jeopardise the continuing participation of the Supplier in the process.

The Council will not be responsible for or bound by any communication or any other information or contact, occurring outside the official communication procedures specified herein.

The rules of contact set forth in this document apply throughout the procurement process.  These rules are designed to promote an open, fair and unbiased procurement process.  Contact for the purposes of this process includes in person, telephone, electronic mail (e-mail), written or other communication.

Supplier Clarifications

Suppliers must read this RFQ as soon after receipt as possible alongside any other published background details (information published on the Find a Tender Service and all other relevant information provided by the Council). It is the Supplier’s responsibility to seek clarification in interpretation of any information provided as part of the procurement.

The objective of Supplier clarifications is to give Suppliers the opportunity to submit questions to the Council concerning either the process or the substance of the requirement.  Any queries including known or potential constraints and dependencies not already identified arising from this Request for Quotation (or any procurement documents and communications) which may have a bearing on the tender submission and the ability of the Supplier to perform or Council to secure performance should be raised.

Suppliers must submit clarification questions through the e-procurement messaging system. Clarification questions received by any other means will be rejected.

Responses to clarification questions will be anonymised and sent out to all Suppliers during the procurement process. Where Suppliers consider that the clarification questions and/or responses to such questions are commercially confidential, the request must be indicated ‘commercial in confidence’ and Suppliers should specify, where possible, such redactions as would render the request and any response non-confidential. The Council will consider the request for confidentiality.

However, the Council reserves the right to act in what it considers to be the best interests of a fair procurement process and in accordance with its obligations under the Freedom of Information Act (FOIA) or Environmental Information Regulations (EIR). 

Where any response to a request for clarification or the Council’s response contains information which should, in the interests of a fair procurement process, be disseminated to all Suppliers, the Council shall be free to disseminate such information to all Suppliers, with or without any redactions proposed by the Suppliers. 

The Supplier clarification stage will close at the time and date specified in the timetable above. Clarifications submitted after this time will not receive a response except where the Council deems the circumstances to be exceptional.

Council Clarifications

The Council reserves the right to require Suppliers to clarify their tender submissions but is not under any obligation to do so. The Council retains a general discretion at any stage of this procurement process to seek clarification from any Supplier in relation to any aspect of the tender submission.

Clarification questions for these purposes from the Council will be required to be answered. Failure to respond adequately or within the stipulated time limit to clarification questions may result in a Supplier being excluded from further participation in the procurement process, or the submission being assessed in an un-clarified state (at the Council’s sole discretion).

The Council may contact (or may require the Supplier to contact on its behalf) any of the customers, subcontractors or consortium members to whom information relates in a Request for Quotation submission or any other document, to ask that they testify that information supplied is accurate and true.

The Council reserves the right to seek third party independent advice or assistance to validate information submitted by a Supplier and/or to assist in the tender assessment process.

Where a clarification is provided by the Supplier in relation to its tender submission, this may be considered for the purpose of the assessment of the tender provided that it is within the scope of the request for clarification. 

Terms and Conditions of Tender

Every tender received by the Council shall be deemed to have been made subject to the conditions of this Request for Quotation unless the Council shall previously have expressly agreed in writing to the contrary.
No alteration may be made in any of the Supplier declarations or the accompanying documents. If any alteration is made, or if any of the Conditions are not fully complied with, the tender may be rejected.
The Supplier shall be deemed to have satisfied themselves throughout the procurement process as to the correctness and sufficiency of their tender.

Preparation of Request for Quotation

The Supplier must obtain for themselves at their own expense all information necessary for the preparation of its tender.
Information supplied to the Supplier by the Council, its agent(s) or assignees, is supplied to the Supplier only for general guidance in the preparation of the tender. The Supplier must satisfy by its own investigations the accuracy of any such information, and no responsibility is accepted by the Council or its agents for any loss or damage of whatever kind and howsoever caused arising from the use by the Supplier of such information.
Consortium Tenders

Consortia and/or other forms of partnership/multiple-organisation tender will be accepted by the Council.

Such organisations are under no obligation to make legally binding arrangements at this stage. 

Consortium Suppliers must identify one organisation as the lead organisation to co-ordinate their tender response (unless a new organisation is formed/determined in advance of the formal procurement commencing, in which case the e-procurement system user profile should be set up under the new organisation’s name).
The Council requires the Contract to be entered into by a lead single entity, as identified in their tender. 

A Supplier must promptly provide notification of any change in control, or its composition or its membership, if any, that takes place at any point following their tender submission. The Council reserves the right to disqualify any Supplier that fails to provide notification, or to seek further assurance in the event of any changes, and to disqualify a Supplier who does not provide sufficient assurance around any changes.

Waiver

An express waiver or variation of any of these conditions made in writing by an authorised officer for the Council shall bind the Council, otherwise, no other officer of the Council has the authority to vary or waive any of these conditions.

Non-Collusion

The Council reserves the right to exclude (without prejudice to any other civil remedies available to them and without prejudice to any criminal liability which such conduct by a Supplier may attract) any Supplier who, in connection with the Request for Quotation:

· Fixes or adjusts the amount of their tender by or in accordance with any agreement or arrangement with any other Supplier or collaborative member of a Supplier, or any person or organisation involved in the preparation of a tender (other than a member of its own collaboration or supply chain).
· Enters into any agreement or arrangement with any other Supplier or collaborative member of a Supplier, or any person or organisation involved in the preparation of a tender, to the effect that they shall refrain from submitting a tender or as to the amount of any tender to be submitted; or

· Communicates to any person other than the Council the amount or approximate amount of its proposed tender (except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of a tender).

Whistleblowing

All Council contracts include provisions under which the Contract will be terminated if the supplier or anyone on its behalf bribes or attempts to bribe anyone in connection with the Contract or commits an offence under the Bribery Act 2010.

The Council strongly encourages any individuals or organisations to contact the Council via https://www.gloucester.gov.uk/about-the-council/consultations-and-feedback/compliments-comments-and-complaints/ if any Councillor, employee, supplier, Supplier or potential Supplier attempts to engage in any such activity or suggests they will do so.  The Council will treat all information raised in this way in confidence as per the protection offered to Council employees under the Council’s whistle-blowing policy.  This policy can be found on the Council’s website.

Supplier Identity, Confidentiality and Publicity

Save to the extent made publicly available by the Authority, the information in this document (together with all attachments and any other information communicated to Suppliers during the Procurement) is made available on the condition that it is treated as confidential information by the Supplier and is not disclosed, copied, reproduced, distributed or passed to any other person at any time except in order to comply with legal obligations or for the purpose of enabling a submission to be made to the Authority, provided that such person has given an undertaking prior to the receipt of the relevant information (and for the benefit of the Authority) to keep such information confidential.

Suppliers must not take part in any publicity activities with any part of the media about this Procurement without obtaining the express prior written agreement of the Authority. When requesting prior written agreement, Suppliers are required to detail the proposed media coverage including format and content of any publicity.

Anti-competitive behaviour

Suppliers are reminded of their obligations under applicable competition laws. The Authority may require evidence from Suppliers that their arrangements are not anti-competitive and reserves the right to require any Supplier to comply with any reasonable measures which may be needed to verify that no anti-competitive arrangements are in place.

Any evidence of anti-competitive behaviour may result in a Supplier being disqualified from the Procurement. The Authority also reserves the right to refer any suspected breaches of applicable competition laws to the relevant authorities including, but not limited to, the Competition and Markets Authority and the Serious Fraud Office. 

Suppliers should note that anti-competitive behaviour may result in the Supplier being excluded from bidding for contracts under Schedule 7, Paragraph 7 of the Act. Where a relevant decision has been made by the Competition and Markets Authority under the Competition Act 1998, the Supplier may also be excluded from bidding for contracts under Schedule 6, paragraph 41 and may be added to the debarment list and/or be liable for civil and/or criminal penalties.

Canvassing

If the Supplier or any person employed by the Supplier, whether or not to the Supplier’s knowledge:

· Offers, gives or agrees to give to any person any gift or consideration of any kind as an inducement or reward for taking or for not taking action in relation to the Contract or any other contract with the Council; and/or 
· Canvasses any of the project team in connection with the project; and/or 
· Contacts any officer of the Council prior to the Contract being awarded about any aspect of the requirement in a manner not permitted by this document (including without limitation a contact for the purposes of discussing the possible transfer to the employment of the Supplier of such officer for the purpose of the project). 
· The Supplier will be disqualified (without prejudice to any other civil remedies available to the Council and without prejudice to any criminal liability which such conduct by a Supplier may attract).

Conflict of Interest

All conflicts of interest and potential conflicts of interest will be monitored by the Procurement Team.  Where identified, the Council will take appropriate measures wherever possible to effectively remedy conflicts of interest arising to avoid any distortion of competition and to ensure equal treatment of all economic operators.  

Suppliers are required to complete a conflict-of-interest declaration as part of their tender. (please see Annex V – Conflict of Interest Declaration Form below).  Suppliers are also under an ongoing obligation to update the Council as soon as possible should any declarations change. 
 
Where a conflict of interest is arising from involvement in the preparation of the tender procedure, a Supplier shall only be excluded from the procedure where there are no other means to ensure compliance with the duty to treat economic operators equally. 
Prior to any such exclusion, candidates or Suppliers shall be given the opportunity to prove that their involvement in preparing the procurement procedure is not capable of distorting competition. 

Confidentiality

Subject to the exceptions referred to below, this Request for Quotation is being made available by the Council to the Supplier on the condition that the information contained within it is used solely in connection with this competitive procurement process and for no other purpose.  Suppliers must not copy, reproduce, distribute or pass the information to any other person at any time or allow any of these things to happen:

· Suppliers shall not use the information for any purpose other than for the purposes of submitting, or deciding whether to submit, a tender.

· Suppliers shall not discuss information or any aspect of this procurement process in the media nor make any media or publicity statement or comment in relation to it without the express consent of the Council in writing.

Suppliers shall treat all information relating to the procurement, the Request for Quotation and their tender as confidential and where the information needs to be copied to parties supporting the Supplier, those parties shall treat it as confidential.  Suppliers may disclose, distribute or pass information to another person associated with their tender if either:

· This is done for the sole purpose of enabling a tender to be submitted and the person receiving the information undertakes in writing to the Supplier to keep the information confidential on the same terms as set out in this Request for Quotation; or.

· The Supplier obtains the prior written consent of the Council in relation to such disclosure, distribution or passing of information.

The Council may disclose detailed information relating to tenders to Council executives, joint commissioners, officers or advisors, stakeholders or any other relevant party.
The Council also reserves the right to disseminate information that is materially relevant to the project to all Suppliers, even if the information has only been requested by one Supplier, giving due regard to the confidentiality of the Supplier's tender at the relevant stages of the competition.

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

In making any submission during this procurement process, each Supplier acknowledges and accepts that information contained therein may be disclosed by the Council under the Act or EIR or to unsuccessful Suppliers as part of the assessment summaries without consulting the Supplier, although the Council will endeavour to consult with the Supplier and consider its views before doing so.

If Suppliers consider that any information made available to the Council is commercially sensitive, they should identify it within the relevant section of the form of tender and explain (in broad terms) what harm may result from disclosure, and the time period applicable to that sensitivity. 

Even where information made available to the Council is marked commercially sensitive, the Council shall be entitled (acting in its sole discretion) to disclose it pursuant to a Request. Please also note that information marked ‘confidential’ or equivalent by Suppliers does not bind the Council to any duty of confidence by virtue of that marking.

Exemptions to disclosure pursuant to a Request do exist and the Council reserves the right to determine (acting in its sole discretion) whether there is any available exemption and whether to disclose any information made available to it by Suppliers pursuant to any Request. If you are unsure as to the Council’s obligations under the Act or EIR regarding the disclosure of sensitive information, please seek independent legal advice.

Where council goods or services are supplied by a third-party contractor, the service information is subject to the Act.  The contractor’s organisation as a whole is not subject, only that part which relates to the service provided.  Any information submitted to the Council may be considered for disclosure, therefore please ensure that only necessary information is submitted. 

Copyright

The copyright in this document is vested in the Council and its advisors and may not be reproduced, copied or stored in any medium without the prior written consent of the Council.
This document, and any document issued as supplemental to it, are and shall remain the property of the Council and must be returned upon request.

Intellectual property 

Suppliers are reminded that all intellectual property rights, including copyright, in the documents and materials supplied by the Authority and/or its advisers in this Procurement, in whatever format, belong to the Authority, its advisers or the relevant owner/licensor. Suppliers shall not copy, reproduce, distribute or otherwise make available any part of these documents to any third party (except for the purpose of preparing a submission) without the prior written consent of the Authority. All documentation supplied by the Authority in relation to this Procurement must be returned or destroyed on demand, without any copies being retained by Suppliers.

Costs

The Council accepts no liability to pay for any work undertaken by any Supplier or other organisation in connection with its tender or participating in this procurement process. All costs, expenses and liabilities incurred by Suppliers in connection with the tendering and due diligence process shall be borne by Suppliers. 

For the avoidance of doubt this includes (but is not limited to) costs and fees incurred by Suppliers in negotiations, preparation and submission of any tender documentation, and any post-award due diligence processes.
By returning its response to this document, the Supplier confirms its understanding and acceptance of the fact that it shall have no claim whatsoever against the Council in respect of such costs and fees and in particular (but without limitation) the Council shall not make any payments to any Supplier save as expressly provided for in any Contract if and when any such Contract is entered into. 

For the avoidance of doubt, the Council accepts no liability for abortive costs of unsuccessful Suppliers at any stage, or abortive costs in the event that the Council decides to abandon, vary or recommence the procurement.



Modification and Withdrawal of Tenders

No tender submission may be modified after the deadline for receipt.

Tender submissions may be withdrawn at any time before the award of Contract, providing such intention is expressed in writing by the Supplier. Any such withdrawal must be made through the e-procurement system.

Any withdrawal of a submission is irrevocable, and any Supplier withdrawing their submission will be automatically excluded from further participation in the procurement process for the requirement.

Law

This Request for Quotation, the entire procurement process and any Contract arising from it shall be governed by and construed in accordance with the laws of England and in the event of any dispute relating thereto the parties hereto submit to the jurisdiction of the Courts of England.

Accuracy of Information

The information in this Request for Quotation has been prepared in good faith but does not purport to be accurate, complete and exhaustive, or to have been independently verified.
Suppliers should not rely on the information set out in the Request for Quotation and should carry out their own due diligence checks to verify the accuracy of the information.

No information in this Request for Quotation is warranted by the Council or its advisors and further shall not be taken nor deemed a promise or representation as to the future.
Neither the Council, its advisors, nor the officers, members, partners, employees, other staff, agents or advisors of any such person makes any representation or warranty (expressed or implied) as to the accuracy, reasonableness or completeness of the information provided in this document or at any other stage of the procurement process leading up to the execution of the Contract nor shall any of them be liable for any loss, damage or expense (other than in respect of fraudulent misrepresentation) arising as a result of reliance on any such information.

Any persons considering deciding to enter into contractual relationships with the Council on the basis of the information provided should make their own investigations and their own independent assessment of the requirements for the provision of the requirement and associated issues and should seek their own professional financial, technical and legal advice.

Except in relation to data warranted by the Council as finally agreed in the Contract, Suppliers shall be deemed to have carried out all necessary research, investigations and due diligence and all necessary enquiries in order to have satisfied themselves as to the nature, extent and volume of the requirements, their obligations described in this document, the extent of the personnel, equipment, property and assets which may be required and any other matter which may affect their tenders, pricing, projections or financial modelling.

The Council shall not make any payments to the successful Supplier, or any other Supplier save as expressly provided for in the Contract(s) and no compensation or remuneration shall otherwise be payable by the Council to the successful Supplier by reason of the scope of the services or requirements relating to the tender being different from that envisaged by the successful Supplier or otherwise.

This Request for Quotation is not intended to provide the basis of any investment decision and should not be considered as a recommendation by the Council or any of its advisors to any recipient.


Fair processing notice (FPN)

The personal information we have collected from you will be shared with fraud prevention agencies who will use it to prevent fraud and money laundering and to verify your identity.  If fraud is detected, you could be refused certain services, finances or employment.  Further details of how your information will be used by us and these fraud prevention agencies, and your data protection rights, can be found at CIFAS: Fair Processing Notices for Cifas.

Parent company guarantee or other securities

The Authority reserves the right to require a parent company guarantee or alternative equivalent form of security should the Supplier be successful in this Procurement. Where required this will be included in the contract.

Where the Supplier’s parent company is incorporated outside the United Kingdom, the Authority will require a legal opinion from an independent firm of lawyers practising in that jurisdiction (at the Supplier’s own cost and expense) as to the capacity/authority of the parent company to enter into the parent company guarantee and the enforceability of the terms of the parent company guarantee in the relevant overseas jurisdiction.

Notwithstanding the above, the Authority may specify minimum contractual financial security requirements as appropriate having regard to the financial assessment undertaken during this Procurement. Where the Authority specifies any financial security requirements, acceptance of the requirements shall be considered a mandatory condition and failure to accept the same may result in the Supplier’s exclusion from the Procurement.

TUPE 

The attention of Suppliers is drawn to the provisions of the European Acquired Rights Directive EC77/187 and TUPE (Transfer of Undertakings (Protection of Employment) Regulations 2006). 

Given the nature of the services and the way in which they are currently delivered the Council is of the view that TUPE does not apply in this instance upon commencement of the proposed Contract.  

However, Suppliers are advised to form their own view on whether TUPE applies, obtaining their own legal advice as necessary.

It should be noted that under the terms of any proposed Contract for delivery of services between the successful Supplier and the Council it is expected that the successful Supplier will, in the event of TUPE applying, be required to indemnify the Council (and any incumbent provider or indeed any future replacement provider) against possible claims arising as a result of any TUPE transfer of staff (either into the successful Supplier's organisation or subsequently out of the successful Supplier's organisation).

There will also be a further requirement that the successful Supplier will be obliged to provide details of their own workforce towards the end of a proposed Contract period so that this information can be passed to potential Suppliers to enable them to assess their obligations, if any, under TUPE in any future re-procurement process

Tender Return Instructions

Submissions must be received no later than the time and date specified within the timetable above.

Procurement Check List - The following must be completed as part of this Request for Quotation submission:

Completion and Return of the following Supplier Declarations: -

· Annex II: Form of Tender
· Annex III: Certificate of non-collusion and non-canvassing
· Annex IV: Commercially Sensitive Information
· Response to the Minimum Requirements
· Response to the Quality Questions/Statement of Requirements – please ensure this document is uploaded to the e-tendering portal in an MS Word or equivalent format.
· Completed Financial Workbook
· Any attachments that have been requested, ensuring these are clearly referenced to a specific requirement/question.

How to Submit a Response on the e-tendering System

Please note that Gloucester City Council use the Pro-Contract e-tendering; this system is owned and operated by Pro-Contract, should you experience any issues with this system please contact the Pro-Contract helpdesk via the Help Option within the system of via the following link: - servicedesk@proactisservicedesk.com

Please note that the following guidance has been provided for information purposes only; Gloucester City Council accepts no liability for its accuracy, in recognition that the system is wholly owned by Pro-Contract. Assistance on the e-procurement system is available via the help and guidance within the site. Supplier guidance documents are also available to view and download.

All responses must be submitted via the e-procurement system prior to the deadline in this RFQ.  Please allow sufficient time to upload documentation as late submissions will not be accepted.  Insufficient time allowed for upload will not be considered a justification for extension by the Council. 

If Suppliers experience technical difficulties relating to the e-procurement system, they should use the ‘Help’ button on the top menu bar on the homepage and follow the instructions for submitting a query.



To view this opportunity

1. Login to the system.
2. Click ‘Find opportunities’ in the ‘Opportunities’ section of the home screen.
3. Find the opportunity you are interested in and click the blue underlined title.
4. View the details.

To register interest

1. Click on ‘Register interest in this opportunity’ which informs the Council of your intention to respond to the opportunity.

To respond

1. On the home page click ‘My activities’ then select the ‘Last viewed activities’ tab. Click on the blue underlined title and click ‘Open’ in the event with a ‘Respond by’ date.
2. Read all information and documents.
3. Click ‘Start my response’ then click ‘Edit’ in the ‘Additional information’ section and complete the information required.
4. Click ‘Edit’ in the ‘Question sets’ section and answer all questions. 
5. Click ‘Add’ in the ‘Response documentation, files & links' section to upload required documents.
6. Click ‘Accept terms and conditions’ in the ‘Terms and conditions’ section.
7. In the ‘Your response’ section check all buttons are green before submitting your response. If not ready to submit you can save your response and come back to it.

If you do not wish to submit a response, click ‘opt out’ rather than submitting your response, giving reasons for withdrawing using the drop-down options.


9. [bookmark: _Toc202173022][bookmark: _Toc217304347]Request for Quotation – Assessment and Associated Information 

This Request for Quotation will be awarded based on the Most Advantageous Request for Quotation as further defined below.

The evaluation for this procurement will be undertaken based on Supplier responses to the Minimum Requirements and Statement of Requirements/Quality Questions criteria further described in Section 10 below. 

Request for Quotation - Assessment Criteria

Response documents submitted must be in accordance with the given templates 
Suppliers must submit a tender based on the requirements of the Council as described in this Request for Quotation and any associated documents. 
The tender shall be submitted in the format and order as stipulated, and derogations or omissions from that format may result in the Council rejecting the tender submission. 
Suppliers are wholly responsible for the accuracy and completeness of the information provided in their tender. This includes information submitted in relation to third parties, e.g. subcontractors.
Suppliers must ensure that their submissions are complete when they are submitted and that all accompanying documentation is provided, as changes or additions to submissions will not be accepted after the submission due date. An exception to this is in the case of arithmetic or administrative errors that are clearly correctable and do not alter the substance of the tender.
Pricing must be submitted in compliance with the, Financial Wook book and the template must be fully completed.
Suppliers are strongly encouraged to clarify assumptions where relevant using the clarifications process.  

Additional Attachments

Suppliers may make use of supporting documents (appendices to questions etc) only where specifically requested as part of the question; any other documents submitted in support of a response will be ignored.  Where specifically requested, additional documentation must be referred to in the narrative answer to the corresponding question.  Embedded documents are not allowed and will not be reviewed.  Any appendix that the Council judges to be essentially the continuation of a question response, and therefore a circumvention of any page limit, will be rejected and ignored.  
Where a Supplier wishes to refer to an additional attachment that they are submitting as part of the tender, the Supplier must label the attachment with the question number and Supplier’s name in the document title.  
Where the Supplier wishes to append information from a lengthy document such as a staff handbook, they should only include the relevant extract from the document. 
Page Limits

Any pages submitted over and above the stated limit for that response will be ignored for the purpose of assessment. 

Diagrams and charts will not count towards any stated page counts, although should only be included where specifically relevant to the question and requested to do so.
Language

All tenders must be completed in English.

Where the specification includes interface with members of the public.  The government has introduced a statutory fluent English requirement for people working in public service customer-facing roles who have face-to-face conversations and / or telephone conversations with members of the public.  This requirement does not extend, refer or apply to people with speech impediments or regional accents. 


Signatures

All documents requiring a signature must be signed by a duly authorised person.
.
Where the Supplier is a consortium, the tender must be signed by the lead authorised representative of the consortium, which organisation shall be responsible for the performance of the Contract.  

In the case of a partnership, the tender must be signed by all partners, or one only may sign providing that partner has the authority to sign on behalf of the other partner(s).  The names of all the partners should be given in full together with the trading name of the partnership.  In the case of a sole trader, the individual should sign and give their name in full together with the relevant trading name.

Tender Validity

All tenders must be submitted on the basis that they are an unconditional offer and must remain open for acceptance for a period of 180 days from the deadline for final tenders set out in the Form of Tender above.

Assessment process

The Request for Quotation responses assessment will be conducted in the following stages: 

Submissions will first be reviewed for completeness and compliance, to ensure that following instructions have been followed: - 

The compliance review will check tenders: -

· Are submitted by the due date and time.
· Contain all completed and signed declarations.
· Are within set page limits for each relevant question (where applicable). 
· Have used appendices and attachments in an acceptable manner.

Where in the opinion of the Council a submission does not meet the above criteria then it may be deemed non-compliant, and the Supplier disqualified. In this event, no further assessment of the submission will not be undertaken.

1. Assessment of the Minimum Requirements: - 

Minimum Requirements

Gloucester City Council have a duty to ensure that the use of public monies is managed with honesty, impartiality, openness, accountability, accuracy, fairness, integrity, transparency, objectivity and reliability.  Therefore, the Council are required to ensure that all goods, services and works commissioned, are undertaken to the letter of the law, in the public interest, to high ethical standards and achieving value for money.

In order to meet these duties this RFQ includes minimum requirements to enable and ensure effective performance, quality and compliance standards.

Minimum Requirements - Consequences of Misrepresentation

Where a Supplier seriously misrepresents any factual information in completing the Minimum Requires, and so induces the Council to enter into a contract, there may be significant consequences.  

The Supplier may be excluded from the procurement procedure, and from bidding for other Council contracts for three years.  If a contract has been entered into the Supplier may be sued for damages and the contract may be rescinded.  

The Council will refer the Supplier to the relevant government minister to be added to the debarment list which may result in the Supplier being excluded from bidding for all public sector contracts for five years. If fraud, or fraudulent intent, can be proved, the Supplier or the Supplier’s responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and must be excluded from further procurements for five years. 
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The following scoring matrix will be applied to the Minimum Requirement submissions:

Pass/Fail Questions
	Assessment
	Interpretation

	Pass
	Either confirms compliance with / acceptance of the requirement or provides acceptable and appropriate evidence of capability and capacity

	Fail
	Does not confirm compliance with / acceptance of the requirement, or does not provide acceptable and appropriate evidence of capability and capacity









· Any minimum requirement response that results in an assessment of “Fail” for any “Pass/Fail” questions may result in the response being assessed as a non-compliant submission.
Supporting Information

The Council reserves the right to request evidence in support of the minimum requirement responses, including but not limited to:

· A copy of insurance documents.
· Copy accreditations and or certifications 

2. Qualitative assessment of the Request for Quotation: - 

The quality and or technical submissions will be shared with the validated and approved assessment panel, for their independent review and assessment in readiness for moderations, which is chaired by an independent person. 
No prior information or knowledge of Suppliers will be used, unless the information provided by a Supplier is known to be false or inaccurate.
The assessment methodology provides assessors with a way of applying a clear rationale to their decision making and will ensure equality in the treatment of Suppliers.
A moderation process will take place to agree a final score for each question for each Supplier. When the moderation process is complete, a final score will exist for each applicable question. This scoring will have the relevant weighting applied and the total weighted score will be used to determine the successful Supplier.
The Minimum Requires and Quality questions are provided in section 10. Below titled ‘Tender Assessment Details’.


Scoring Matrices 

The following scoring matrices will be applied to tender submissions:
Pass/Fail Questions
	Assessment
	Interpretation

	Pass
	Either confirms compliance with / acceptance of the requirement or provides acceptable and appropriate evidence of capability and capacity

	Fail
	Does not confirm compliance with / acceptance of the requirement, or does not provide acceptable and appropriate evidence of capability and capacity


· Any tender response that results in an assessment of “Fail” for any “Pass/Fail” question will result in the tender being disqualified.
All questions that are scored using the 0-5 scales, below have specified weightings. The assessment criteria including the individual question weightings are provided in Section 10 below.
Suppliers’ scores for each question will be multiplied by the relevant weighting to give a weighted score for that question. The weighted scores will then be added together to give the total weighted score for each Supplier, as per the following worked example: -
Please Note the figures used in the example as for illustrative purposes only and are based on a Quality Criteria of 70%.
	Supplier 
	Weighted Score
	Maximum Available Score
	Assessed Score 
	Assessed Weighted Score 

	Question 1
	4
	20
	3
	15

	Question 2
	3
	15
	3
	15

	Question 3
	5
	25
	4
	20

	Question 4
	4
	20
	5
	20

	TOTAL SCORES
	80
	
	70



	Supplier
	Total Maximum Points
	Weighted Score (70% Award Criteria) 

	Supplier A
	315
	60.41%

	Supplier B
	325
	62.33%

	Supplier C
	345
	66.16%




Scored Quality Questions 
	Assessment
	Interpretation
	Score

	Deficient
	A significantly deficient answer, the response provides no confidence of successful delivery OR a response has not been provided to this question.
	0

	Very Poor
	A very poor answer that gives very little detail or evidence.  The response does not show understanding of the requirement and provides little confidence of successful delivery.
	1

	Poor
	A poor answer that only partially addresses the requirement.  The response illustrates some understanding of the requirement but does not provide sufficient confidence of successful delivery.
	2

	Acceptable
	An acceptable answer meeting the requirement with a sufficient level of detail and evidence.  The response illustrates an understanding of the requirement and provides sufficient confidence of successful delivery.
	3

	Good
	A good answer, with a comprehensive level of detail and strong evidence.  The response illustrates a comprehensive understanding of the requirement and provides good confidence of successful delivery.
	4

	Excellent
	An excellent answer with exceptional detail and evidence.  The response illustrates an excellent understanding of the requirement and provides an excellent level of confidence of successful delivery. Additionally, the response offers innovation.
	5



Important - 
Suppliers are expected to achieve a minimum of an ‘Acceptable’ (numerical score of 3) standard for each question. The Council may reject any tender which does not meet this threshold as a minimum in respect to one or more of these criteria. 

3. Request For Quotation - Prices

When the quality submissions are completed, the assessors will receive a copy of the Financial Workbook.  The financial assessment will be based on the Supplier’s completed Financial Workbook.
It is the responsibility of the Supplier to ensure they have checked their submitted Financial Workbook for accuracy, including any formulae, and that there are no errors in calculations. 
The Council reserves the right to disqualify tenders that, in its sole opinion, are costed at an unrealistically or unsustainably low level, or where any supporting evidence or narrative response does not match the costs listed.  
Where the Council considers that a tender is costed at an unrealistically or unsustainably low level (abnormally low Request for Quotation), the Council will provide the Supplier with the opportunity to demonstrate that it will be able to perform the contract for the price offered.
The Request for Quotation price submitted must include all costs to deliver the service as described in the specification and the Supplier’s own narrative response.  The Supplier’s prices must include all that is necessary for the proper execution of the requirements.
Assessment of the Financial Workbook
The Financial Workbook score will be determined by assigning full 50% weighting to the Highest cost information. All other Request for Quotations will be assigned marks in direct proportion to the highest cost Request for Quotation.
Once assessed the weightings of the quality and financial submissions will be combined to confirm the most advantageous Request for Quotation submission, therefore both quality and financial elements will be taken into account as detailed below.
Scoring Weightings
Questions are split into sections with specified weightings, as below:
	Section
	Section Weighting

	Quality 
	40%

	Social Value
	10%

	Financial
	50%

	Total
	100%









[bookmark: _Toc200379111]Tiebreak Criteria
Where there is a tie in the scoring between Suppliers, the highest scoring Suppliers for the following criteria will be used to determine the rankings:
· Tiebreak criteria 1, Question 1; then
· Tiebreak criteria 2, Question 2; then
· Tiebreak criteria 3, Question 3.
All Suppliers who submit Request for Quotation responses will receive appropriate feedback from the Council at the conclusion of the process.
Changes to Request for Quotation Information

Suppliers are under a duty to notify the Council promptly should any information contained in their Request for Quotation response cease to be accurate. If a Supplier fails to do so, this will entitle the Council to disqualify that Supplier from the process, or where the Supplier has been awarded a Contract as a result of this procurement process, the Council shall be entitled to terminate that Contract. 

All Supplier declarations completed must remain valid for the entirety of the procurement process. 

If the Council is notified, or otherwise becomes aware, that any information supplied by a Supplier is incorrect, it may seek clarification and updated information and may re assess the Supplier against its assessment criteria and may, as a result of such re- assessment, remove the Supplier from the procurement process or if relevant re- assess the Supplier’s Request for Quotation and adjust that Request for Quotation’s ranking against the other Request for Quotations received. 
Council Rights

Without any liability to Suppliers, the Council reserves the right to:

· Disqualify any Request for Quotation that is not compliant with the instructions in this Request for Quotation. 
· Not to consider variant Request for Quotations.
· Amend the procurement process, contract, specification, procurement timetable or withdraw this Request for Quotation at any point.
· Cancel, withdraw or recommence the procurement at any stage; or
· Not to award any contract because of the procurement.

The Council is not bound to accept the highest cost information or any Request for Quotation, nor will it be responsible for, or pay, any expenses or losses which may be incurred by any Supplier in the preparation and completion of their Request for Quotation in line with section above titled ‘Costs’.

Contract award is subject to the formal approval process of the Council.  Until all necessary approvals are obtained, no Contract shall be entered into.

Award Stage
If and when a final contract award decision is reached, confirmation of award letters will be issued to all Suppliers who have submitted a response, and a Contract Award Notice will be published. 

Award decisions are not binding on the Council and an award decision alone will not constitute any form of contract. Should post-award discussions break down between the Council and the successful Supplier, or between the incumbent provider and incoming Supplier, the Council may, at its absolute discretion, consider alternative options to ensure business continuity.
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10. [bookmark: _Toc202173023][bookmark: _Toc217304348]Request for Quotation Assessment Details – Suppliers are required to complete and submit the accompanying document titled ‘Minimum Requirements - Roadside Advertising Concession’
	Question No
	Minimum Requirements
	Response Criteria
	Assessment Criteria

	1
	What is your name? (supplier name)
	Supplier to provide details
	For Information

	1a
	Registration number
	Supplier to provide details
	For Information

	2
	Suppliers must be registered on the central digital platform (CDP). Please indicate by selecting Yes or No to confirm whether you/your organisation is registered.
	Supplier to select either Yes/No
	A response of No may be assessed as a failure to satisfy the minimum requirements and result in a non-compliant response

	
	What is your central digital platform unique identifier?
	Supplier to provide details
	The absence of the CDP unique identifier may result in a non-compliant response

	3
	Please confirm if you are bidding as a single supplier (with or without sub-contractors) or as part of a group or consortium.
	Supplier to select either Yes/No
	For Information

	
	If you are bidding as part of a group or consortium (including where you intend to establish a legal entity to deliver the contract), please provide: 
	
	

	
	a.     the name of the group/consortium
	Supplier to provide details or add N/A 
	For Information

	
	b.     the proposed structure of the group/consortium, including the legal structure where applicable
	Supplier to provide details or add N/A 
	For Information

	
	c.     the name of the lead member in the group/consortium
	Supplier to provide details or add N/A 
	For Information

	
	d.     your role in the group/consortium (e.g. lead member, consortium member, sub-contractor)
	Supplier to provide details or add N/A 
	For Information

	4
	Are you or any persons/organisations identified to deliver these services detailed on Central Governments debarment list? 
	Supplier to select either Yes/No
	A response of Yes may be assessed as a failure to satisfy the minimum requirements and result in a non-compliant response.

	5
	Insurance
Please confirm whether you already have, or can commit to obtain, prior to the award of the contract, the levels of insurance cover indicated below:
· Employer’s (Compulsory) Liability Insurance* = £10 million
· Public Liability Insurance = £5 million 
· Professional Indemnity Insurance = £5 million 
· Product Liability Insurance = £5M
 *There is a legal requirement for certain employers to hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. See the Health and Safety Executive website for more information: http://www.hse.gov.uk/pubns/hse39.pdf
	
	

	6
	Health and Safety
Please describe the arrangements you have in place to manage health and safety effectively and control significant risks relevant to the contract (including risks from the use of contractors, where relevant).
	
	






Quality Questions & Assessment Criteria
Please refer to the accompanying document titled ‘Assessment - Roadside Advertising Concession’ for further information on how responses will be assessed. 
	Question Number 
	Criterion
	Weighting per question
	Maximum Score Available (per question)
	Total Available Score 
	Permitted Page Limit 

	[bookmark: _Hlk205556929]1




	Sale of Advertising 
	14%



	0-5



	70



	2 pages of A4 (please note that 1 page = one side of A4)


	2




	Revenue, Payments and Growth of the Advertising Space
	14%



	0-5



	70



	2 pages of A4 (please note that 1 page = one side of A4)


	3




	Management and Operation
	12%



	0-5



	60



	2 pages of A4 (please note that 1 page = one side of A4)

	                                TOTALS                            40%
	200
	 


	
TOTAL SCORE                                                                      10%                                                             
	

	Question No.
	Criterion/Requirements
	Total Weighting
	Score Available (per question)

	4
	Social Value
	10%
	0-5
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[bookmark: _Toc201845042][bookmark: _Toc202173025][bookmark: _Toc217304350]Introduction
[bookmark: _Toc12263997][bookmark: _Toc200701268]Preamble
Section 2 below titled ‘Specification for Roadside Advertising Concession Agreement’  provides the Specification which describes Gloucester City Councils requirements for the provision of Roadside Advertising Concession Agreement (the Contract).
The Supplier shall deliver the Services in accordance with the requirements set out in the Specification.
In the Specification, the words and expressions used shall have the meanings set out in the Definitions, of the Contract.
[bookmark: _Toc217304351]Specification for Roadside Advertising Concession Agreement
Overview
The Authority is offering an advertising space concession opportunity to the market (to primarily include roadside and roundabout advertising space). The Supplier will manage, operate and generate revenue from the advertising space in return for a payment to the Authority. 
Aims 
The Authority’s purpose in offering this concessions agreement is to increase the opportunities available to local businesses to promote themselves. The Authority also aims to secure a fixed annual income stream (in return for granting the concession), to support its promotion activities and to contribute towards the maintenance of the roundabouts and verges. 
Introduction to Gloucester City
Gloucester is a thriving business location, witnessing extensive city centre physical regeneration and investment in recent years and fulfilling its role as the County City of Gloucestershire. The city is home to a resident population of 133,000 and a business population of around 4,500. Over the next decade the city will witness significant growth and new business opportunities, creating new settlements on each side of the city, and further enhancing the city centre.




History  
The Authority worked on a partnership basis with two companies to provide roadside advertising over the past decade. Both partnerships have now fallen, and whilst some of the signage remains in place, there exists the opportunity for the successful supplier to build on the relationships that existed previously with current advertisers and to build new relationships. 
Existing signs / Assets
The current signage comprises two types:
· Roadside ‘welcome to Gloucester’ signage in 11 locations.  These are typically located on roadside verges at gateway road entrances to the city.  See Appendix 1 for an example image and a list of the current and previous locations of the signs.  

· Roundabout sponsorship in 14 locations.  Each roundabout tends to have 2 or 3 adverts.  See Appendix 2 for an example image and a list of the current and previous locations of signs.
It is the understanding of the Authority that ownership of the existing signs/assets currently sits with the previous provider of the services.  All signs will therefore need to be replaced by the Supplier at the commencement of the contract and returned to the Authority.
At the end of the concession agreement, ownership of signs/assets will transfer to the Authority in situ.
To the Authority’s knowledge all signs have the benefit of necessary and statutory consents, however, the Supplier will be required to check the status of consents on each of the assets prior to implementing the scheme.
Revenue and payments 
The Supplier will take responsibility for generating revenue from the advertising space. There is no cap on the amount that the Supplier is permitted to generate and generally the Authority expects the Supplier will aim to maximise revenue from the advertising space over the life of the concession agreement.  
The Supplier will be required to pay the Authority a fixed percentage of the revenue generated, subject to a minimum amount. The supplier will therefore be required to provide evidence to the Authority of income received from advertising sales on an annual basis.
The Supplier will also contract with the Authority to pay a fixed quarterly amount for seven years irrespective of how much revenue is generated from the concession. Suppliers must decide what level of risk they are willing to take in calculating their quarterly payment offer amounts as part of this Request for Quotation process. 
Suppliers are reminded that they may potentially make a loss from this concession agreement if payments to the Authority exceed what they are able to generate from advertising revenue. Careful consideration should be given to the payment amount offer.
Sale of advertising
It will be the responsibility of the Supplier to source details of businesses in the city who may be approached for advertising. The Authority may be able to provide a limited number of introductions, but the onus will remain with the provider to source more comprehensive listings.
The Supplier will agree to sell advertising only to companies and organisations that are located within the city of Gloucester.  Furthermore, the advertising may only be sold to organisations that reflect positively on the city and the Authority. This will exclude advertising on behalf of certain organisations and types of organisations, and these are listed at Appendix 3.  This list is not exhaustive and may evolve over time, so the Supplier will need to discuss with the Authority the relevance of the list on an annual basis.
Upon selling advertising the Supplier may introduce themselves as acting on behalf of the Authority but they should make it clear that they are employed by a separate organisation and are not an employee or representative of the Authority. Professional standards of conduct in relation to the sale of advertising should be maintained at all times, drawing upon The Business Protection from Misleading Marketing Regulations of 2008.
Growth of the Advertising Space 
The Authority is willing to discuss adding spaces to the schedule of permitted advertising spaces during the term of the concession agreement (be it in additional roadside locations or potentially other formats). Corresponding uplifts to the payment amount are to be negotiated case by case. 
It would be the responsibility of the Supplier to secure any necessary consents (including land ownership and planning permission) where required prior to the installation of new signage.

Management and Operation
The Supplier will be responsible for managing and maintaining signage during the period of the concession agreement as well as all administration associated with generating revenue from the advertising space that is part of the concession agreement. 
The Supplier will be responsible for the costs of purchasing new signage when required (for example as part of the process of installing new signage for a new advertiser).
Accidental or deliberate damage to signage will be the responsibility of the Supplier to repair and/or replace. 
The Supplier will keep signage clean through the concession agreement period and carry out any necessary repairs at the Supplier’s expense.
The Supplier will provide a written report to the Authority twice a year and meet to discuss the agreement with the Authority annually. 
Contract Exits Arrangements 
The Supplier will not agree advertising arrangements beyond the term of the concession agreement.
The Supplier will not remove signage at the end of the concession agreement that would otherwise have transferred back to Authority ownership. 
The Supplier will share the contact details and prices agreed for advertising for signage in place at the end of the concession agreement.




Appendix 1 to the Specification

	Locations of ‘Welcome to Gloucester’ signs
	[image: ]

	1
	Corinium Avenue

	2
	Barnwood

	3
	Hucclecote Road

	4
	Hucclecote

	5
	Innsworth Lane, Longlevens

	6
	Tewkebury Road, Longford

	7
	Elmbridge Court Roundabout, Longlevens

	8
	Bristol Road, Quedgeley

	9
	Stroud Road, Tuffley

	10
	Painswick Road, Upton St Leonards

	11
	Westgate area










Appendix 2 to the Specification
	
Locations of Gloucester roundabouts covered by sponsorship signs
	 [image: Gloucester City Roundabout Sponsorship & Traffic Site Advertising ...]

	Norbury Avenue/Matson Lane
	GL4 6DT

	Barnwood/London Road
	GL2 0RS

	Cheltenham Road/A38 Estcourt Road
	GL2 0JE

	A417 St Oswalds Road/A430/Kinsholm Rd/A38
	GL2 9AS

	Naas Lane/Telford Way
	 GL2 2SN

	A38 Eastern Avenue/B4073 Painswick Road
	GL4 6PT

	Heron Way/Abbeymead Avenue
	GL4 4BH

	Abbeymead Avenue/Metz Way/Coney Hill Road
	 GL4 4QN

	Waterwells Drive/Telford Way
	 GL2 2AN

	Severnvale Drive/Bristol Road
	GL2 4PE

	School Lane/Field Court Drive
	GL2 4RY

	Bristol Road/Field Court Drive/Naas Lane
	GL2 4QX






Appendix 3 to the Specification
Unacceptable sponsorship types: 
The Supplier shall not offer or agree sponsorship opportunities in respect of any potential sponsor where the sponsorship signs would refer to any of the following: -
A. Sponsorship for contraceptives and associated products and services 

B. Sponsorship for political parties or where the content is considered to be of a political nature 

C. Sponsorship on behalf of Trade Unions or Employers Federation 

D. Sponsorship which may reasonably be construed as offering or promoting services of a sexual nature 

E. Sponsorship for organisations of a religious nature 

F. Sponsorship which may reasonably be construed as showing or encouraging any type of prejudice including any type of prejudice based on race, sexual orientation, disability, religion, gender or age. 

G. Sponsorship which may reasonably be considered not to comply with the guidelines set down from time to time by the Advertising Standards Authority 

H. Sponsorship for products of, or companies dealing in, the tobacco industry 

I. Such other sponsorship types as the Authority reasonably specifies and for which it gives reasonable written notice to the Supplier that it considers such sponsorship unsuitable.









[bookmark: _Toc200701269][bookmark: _Toc201845044][bookmark: _Toc202173027][bookmark: _Toc217304352][bookmark: _Toc189560709]Supplier Information  
Please ensure that your responses to each of the questions below, are structured and presented in a conducive manner that addresses and responds to the salient points of each requirement, which incorporates the information contained within the Services Specification. Suppliers should be mindful that the criterion may appear more than once within the Service Specification. In addition, attention is specifically drawn to the page limits allocated to each question, which must not be exceeded.
Please note that evasive, unclear and or hedged Request for Quotation responses/submissions may be discounted; and at the Council’s discretion, the Request for Quotation may be either marked down or excluded from the procurement if the submission contains any ambiguities or lacks clarity.
All suppliers have a responsibility and are encouraged and expected to seek clarifications where they encounter ambiguities, irregularities and or inconsistent/unclear statements or information. Please be aware however, that clarifications are purely for the purpose of clarifying aspects of the Request for Quotation. The Council are not able to offer specific advice and support on how a supplier should respond to our requirements. 
[bookmark: _Toc201845045][bookmark: _Toc202173028][bookmark: _Toc217304353]Page Limits and Additional Attachments 
All responses to this document must be submitted in MS Word, (or equivalent), the Top, Bottom, Left and Right margins per page MUST be at least set to 1.5 centimetres. The font used must be Arial, with the text size set to a minimum to 10. 
The header of each quality question states the permitted page limit; please note that any pages submitted over and above the stated limit for any response, will be removed and therefore ignored for the purposes of this Request for Quotation and assessment. 
[bookmark: _Toc201845046][bookmark: _Toc202173029][bookmark: _Toc217304354]Additional Information/Attachments: -
Should any of the quality questions require supporting information/evidence. The inclusion of this is clearly identified in the header and is in addition to the stated page limits. Should a supplier include attachments/additional information that have not been requested, these will be removed and therefore ignored for the purpose of the assessment.
[bookmark: _Toc201845047][bookmark: _Toc202173030][bookmark: _Toc217304355]Inclusion and reliance of weblinks: - 
Suppliers are asked not to use and rely upon weblinks to provide responses; the reason being that the detail included/contained within a weblink can be altered at any time and change the supplier response.
The following provides a summary of the scores available for each Scored Quality Question. 
	Assessment
	Interpretation
	Score

	Deficient
	A significantly deficient answer, the response provides no confidence of successful delivery OR a response has not been provided to this question.
	0

	Very Poor
	A very poor answer that gives very little detail or evidence. The response does not show understanding of the requirement and provides little confidence of successful delivery.
	1

	Poor
	A poor answer that only partially addresses the requirement. The response illustrates some understanding of the requirement but does not provide sufficient confidence of successful delivery.
	2

	Acceptable
	An acceptable answer meeting the requirement with a sufficient level of detail and evidence. The response illustrates an understanding of the requirement and provides sufficient confidence of successful delivery.
	3

	Good
	A good answer, with a comprehensive level of detail and strong evidence. The response illustrates a comprehensive understanding of the requirement and provides good confidence of successful delivery.
	4

	Excellent
	An excellent answer with exceptional detail and evidence. The response illustrates an excellent understanding of the requirement and provides an excellent level of confidence of successful delivery.
	5



· Pass/Fail Questions
	Assessment
	Interpretation

	Pass
	Either confirms compliance with / acceptance of the requirement or provides acceptable and appropriate evidence of capability and capacity

	Fail
	Does not confirm compliance with / acceptance of the requirement, or does not provide acceptable and appropriate evidence of capability and capacity



*Pass/Fail quality questions require a supplier to select either Yes or No to confirm that a Request for Quotation meets the criteria. Please note that any supplier entering a No will receive a Fail, and the Request for Quotation will be disqualified. 

The maximum quality marks available is 70 which makes up 40% of the overall score available. 

The Total Quality Score for each Tender is expressed as a score against the maximum points available and multiplied by the Award Criteria (40%) using the following formula: -
· Total Quality Score = Total Points received/Total Maximum Points Available X Award Criteria (40%) to two decimal places.  
Example for information only, based on an Award Criteria of 70%.
	Supplier
	Total Maximum Points
	Weighted Score (70% Award Criteria) 

	Supplier A
	315
	60.41%

	Supplier B
	325
	62.33%

	Supplier C 
	345
	66.16%



Suppliers are required to have read the accompanying Request for Quotation, and associated Request for Quotation documentation, before completing and submitting responses to the quality evaluation questions.



Quality Questions 
	[bookmark: _Hlk169533662]Criterion
	Question Number 
	Weighting 
	Maximum Score Available 
	Total Page Limit 

	Scored 
	1
	14
	70
	2

	Title 
	Sale of Advertising

	Supporting Information:
	The Aims and purpose  
The Authority’s purpose in offering this concessions agreement is to increase the opportunities available to local businesses to promote themselves. The Authority also aims to secure a fixed annual income stream (in return for granting the concession), to support its promotion activities and to contribute towards the maintenance of the roundabouts and verges.

	1
	Requirements: - As detailed in point 2.7 titled ‘Sale of advertising’ of the above Specification Gloucester City Council are seeker a supplier who is experienced in identifying and gaining suitable local businesses to invest in advertising. Ensuring that Professional standard of conduct  in relation to the sale of advertising is maintained at all times, aligned to, The Business Protection from Misleading Marketing Regulations of 2008.

Suppliers are required to provide a written response that explains and demonstrates how you will meet these requirements, in particular how you will deliver each of the following: - 

· How will your organisation look to obtain and secure a suitable list of Gloucester businesses?
· What is your organisation’s approach to contacting potential advertisers?
· How will you ensure that the advertisers selected are an appropriate representation of Gloucester and its business community?







Supplier Response – Question 1 - Sale of Advertising – Page 1 of 2


Supplier Response – Question 1 - Sale of Advertising – Page 2 of 2






	Criterion
	Question Number 
	Weighting 
	Maximum Score Available 
	Total Page Limit 

	Scored 
	2
	14
	70
	2

	Title 
	Revenue, Payments and Growth of the Advertising Space

	2
	Requirements: - As detailed in points 2.6 titled ‘Revenue and payments’ and 2.8 
2.8 titled ‘Growth of the Advertising Space’ of the above Specification Gloucester City Council are seeking a supplier who is experienced in maximising revenue from advertising space throughout the term of the concession agreement. 

Suppliers are required to provide a written response with examples that confirm and demonstrate how: - 

· you will promote and grow the advertising space and opportunities during the term of the concession contact – and –
· the outputs your processes and procedures have to maximise revenue from the concession agreement







Supplier Response – Question 2 - Revenue, Payments and Growth of the Advertising Space – Page 1 of 2


Supplier Response – Question 2 - Revenue, Payments and Growth of the Advertising Space – Page 2 of 2



	Criterion
	Question Number 
	Weighting 
	Maximum Score Available 
	Total Page Limit 

	Scored 
	3
	12
	60
	2

	Title 
	Management and Operation

	Supporting Information:
	As detailed in point 2.9 titled ‘Management and Operation’ 	of the above Specification, the Supplier will be responsible for managing and maintaining signage during the term of the concession agreement as well as all administration associated with generating revenue from the advertising space that is part of the concession agreement. 

	3
	Requirements: - The Supplier will be responsible for the costs of purchasing new signage when required (for example as part of the process of installing new signage for a new advertiser). Accidental or deliberate damage to signage will be the responsibility of the Supplier to repair and/or replace. The Supplier will keep signage clean through the concession agreement period and carry out any necessary repairs at the Supplier’s expense. The Supplier will provide a written report to the Authority twice a year and meet to discuss the agreement with the Authority annually.

Suppliers are required to provide a written response that details your approach to ensuring the details above are fully met, to ensure the successful delivery of this concession contract.







Supplier Response – Question 3 - Management and Operation – Page 1 of 2


Supplier Response – Question 3 - Management and Operation – Page 2 of 2



	Criterion
	Question Number 
	Weighting
	Total Page Limit 

	Scored 
	4
	10%
	2

	Title 
	Social Value

	Supporting Information:
	The purpose of the Public Services (Social Value) Act 2012 is to improve the economic, social, and environmental wellbeing of the relevant area. The Act informs an approach and mechanism of how organisations and individuals, can make a conscious and positive effect by adding Social Value principles, which contribute to the long-term wellbeing and resilience of individuals, the local community, and the environment.
For your information, we have included below the links for Gloucester City Councils Social Value Policy Gloucester City - Social Value


	4
	Requirements: - Gloucester City Council are seeking a supplier, who understands and is committed to the following key areas and priorities on how organisations can adopt and embed Social Value practices and procedures as ‘business as usual’ standards.

· Tackling economic inequality, including creating new businesses, jobs, and skills, as well as increasing supply chain resilience.
· Fighting climate change and reducing waste.
· Driving equal opportunity, including reducing the disability employment gap and tacking workforce inequality. Improving health, wellbeing, and community integration.

Suppliers are required to provide a written response that details how you will ensure the abovementioned Social Value key areas and priorities with be incorporated and managed in the delivery of these services.

In addition, please include examples of how you currently embed and deliver Social Value, together with the benefits such practices have achieved. 

Should a supplier wish to present this diagrammatically in support of the response; suppliers may do so by including a single side of A4, (which will not be included in the page limit)





Supplier Response – Question 4 – Social Value – Page 1 of 2


Supplier Response – Question 4 – Social Value – Page 2 of 2


Price
Suppliers are required to detail the fee they propose to pay the Authority as part of the Concession Agreement within the table below titled ‘Summary of Fee’. Please note 
Gloucester City Council can only accept, agree and be liable for those costs contained 
Gloucester City Council are not permitted to enter into any pricing negotiations and or requests for additional monies/payments outside of this document or procurement procedure. 

Supplier Prices will be assessed as per the following: -
The fee is to be based on a fixed percentage of the supplier’s advertising income, subject to a guaranteed minimum amount.  Suppliers should therefore identify the minimum amount (the fee) that will be paid to the authority.

Price scores will be calculated based on the highest fee offered to the Authority submitted by Suppliers.  The Supplier with the highest fee will be awarded the full weighting of 50%; with the remaining suppliers gaining pro-rated scores in relation to how much lower their fee is when compared with the highest fee, as per the following formula and worked example.

Formula = Suppliers Price/Highest Price x weighting of 50% x 100.

Worked Example: - 
	Supplier
	Price
	Weighted Score 

	A
	£100,000
	50%

	B
	£75,000
	37.50%

	C
	£50,000
	25%



Suppliers are also required to identify the percentage of income received through advertising sales that will be paid to the Council.  Evaluation and comparison of percentages submitted will be assessed as one of the quality criteria. 

ALL prices must be presented in pounds sterling (£GPB); inclusive of VAT.

Please provide a fixed fee offer to be payable annually in advance over the length of the concession agreement.


	Summary of Fee

	Item
	Description - Main Item (s)
	Request for Quotation/Fee amount

	1
	Gloucester City Council require the supplier to pay 50% of their annual fee to the authority on or shortly after the commencement of the contract, and every contractual annual anniversary thereafter. 
The remaining 50% of the fee to be paid within 6 months of the commencement of the contract, and every contractual annual anniversary thereafter

	

	
	Fixed percentage of the revenue to be paid by the supplier to the Authority, to be paid on or shortly after the commencement of the contract and every contractual annual anniversary thereafter. 
	



	Payment Profile

	The previous concession contracts generated circa £30k annually as income to the Council.  Accordingly, the Council require this level to not only be maintained but increased. 
As noted above the supplier is required to pay 50% of the minimum fee (circa £30K) on or shortly after the commencement of the contract, and annually thereafter on the anniversary of the contract, this figure will be a minimum of £30k, in line with the fixed percentage of the revenue where it exceeds the minimum fee.
Suppliers are required to provide details below of their acceptance and any associated payment profile information.

	Supplier Response: - 















*Please update as necessary
[bookmark: _Toc201232086][bookmark: _Toc202173031][bookmark: _Toc217304356]Annex II: Form of Request for Quotation

Dear Sir or Madam
Form of Request for Quotation 
*I/We, the undersigned, tender and offer to provide the Contract as listed below, which is more particularly referred to in the Request for Quotation supplied to *me/us for the purpose of tendering for the provision of the Contract and on the terms of the draft Contract.

Note: If Suppliers do not provide a completed Form of Request for Quotation, this may result in the response being treated as non-compliant and therefore rejected.

*I/We confirm that *I/we can supply the contract as specified in our Request for Quotation and in accordance with the financial model response submitted.

Please include the details below of the whole life costs inclusive of VAT

£XXXXXX and in words xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

*I/We confirm that we accept the terms of the draft Contract as issued with the Request for Quotation.

*I/We understand that the Authority reserves the right to accept or refuse this Request for Quotation in accordance with the Procurement Act 2023 and/or the Request for Quotation.

*I/We confirm that all information supplied to the Authority and forming part of this Request for Quotation and any previous submissions is true and accurate.

*I/We confirm that *I/we the Supplier, together with all Associated Suppliers:
•	are registered on the Central Digital Platform
•	have ensured our information contained on the Central Digital Platform is true and accurate 
*I/We confirm that this Request for Quotation will remain valid for a minimum of 180 days from the date of this Form of Request for Quotation or until any procurement challenge/s have been resolved. 

*I/We confirm that *I/we are authorised to commit ourselves and where applicable all Associated Suppliers to the contractual obligations contained in our Request for Quotation and the draft Contract.

*I/We understand that non-compliance with the requirements of the Request for Quotation or with any other instructions given by the Authority may lead to *me/us being excluded by the Authority from participation in the Procurement.
*I/We agree that the Authority may disclose the Supplier’s information/documentation (submitted to the Authority during this Procurement) more widely within government for the purpose of ensuring effective cross-government procurement processes, including value for money and related purposes.


	Signature (please note that electronic signatures are accepted)
	



	
	

	Full Name of Signatory 
	

	
	

	Position/Role of Signatory
	

	
	

	Lead Supplier Name
	

	
	

	Associated Suppliers (where applicable) 
	

	
	

	Please confirm, by inserting ‘Yes’ that you have the necessary permissions and authority to include and act upon the Associated Suppliers above (where applicable)
	

	
	

	Date of Signature 
	
















[bookmark: _Toc183424433][bookmark: _Toc201232087][bookmark: _Toc202173032][bookmark: _Toc217304357]Annex III - Certificate of non-collusion and non-canvassing
Statement of non-canvassing
I/we hereby certify that I/we have not canvassed any councillor, official, representative or adviser of the Authority in connection with this Procurement and the proposed award of the contract by the Authority, and that no person employed by me/us or acting on my/our behalf, or advising me/us, has done any such act. I/we agree that the Authority may, in consideration of our Request for Quotation, and in any subsequent actions, rely on the statements made in this certificate.
I/we further hereby undertake that I/we will not canvass any councillor, official, representative or adviser of the Authority in connection with the Procurement and/or award of the contract and that no person employed by me/us or acting on my/our behalf, or advising me/us, will do any such act.
Statement of non-collusion
The Authority must receive bona fide competitive Request for Quotations from all Suppliers.
In recognition of this requirement, I/we certify that this is a bona fide offer, intended to be competitive and that I/we have not fixed or adjusted the amount of the offer or the price in accordance with any agreement or arrangement with any other person (except any Associated Supplier identified in this offer).
I/we also certify that I/we have not done, and undertake that I/we will not do, at any time during the Procurement or, in the event of my/our final Request for Quotation being successful, during the term of the contract, any of the following acts:
1. communicate to any person, other than the Authority, the amount or approximate amount of my/our proposed offer except where the disclosure in confidence was essential to obtain insurance premium quotations required for its preparation
2. enter into any agreement or agreements with any other person that they shall refrain from participating in the tendering process carried out by the Authority or as to the amount of any offer submitted by them during this process
3. cause or induce any person to enter into such an agreement as is mentioned in paragraph 2 above or to inform us of the amount or the approximate amount of any other Request for Quotation for the contract
4. commit any offence under the Bribery Act 2010
5. offer or agree to pay or give or actually pay or give any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing or having done or having caused to be done in relation to any other tender or proposed tender for the performance of the contract
In this certificate, the word ’person’ includes any person, body or association, corporate or incorporate and ‘agreement’ includes any arrangement whether formal or informal and whether legally binding or not.
I/we agree that the Authority may, in its consideration of the tender and in any subsequent actions, rely on the statements made in this Certificate.

	
Signature
	



	Name (print)
	



	Position
	



	Supplier name
	



	Date
	











[bookmark: _Toc183424434][bookmark: _Toc201232088][bookmark: _Toc202173033][bookmark: _Toc217304358]Annex IV: Commercially Sensitive Information
This appendix should be read in conjunction with the relevant paragraphs relating to freedom of information (FOIA) and environmental information (EIR) in the Procurement terms and conditions.
I declare that I wish the following information to be designated as commercially sensitive:
	



The reason(s) it is considered that this information should be exempt under FOIA and EIR is:
	



The period of time for which it is considered this information should be exempt is:
	



Supplier to amend as appropriate [until award of contract OR during the period of the contract OR for a period of [number] years until [month], [year]].
	



	
Signature
	



	Name (print)
	



	Position
	



	Supplier name
	



	Date
	




















[bookmark: _Toc201232089][bookmark: _Toc202173034][bookmark: _Toc217304359]Annex V – Conflict of Interest Declaration Form
	Unique identifier[footnoteRef:1] (UI) number [1:  Unique identifier is the globally unique (OCID) number generated by the central digital platform 
] 

	



	Procurement/contract title/ref number (if different to UI number)
	



	Contracting Authority name
	



	Individual name
	



	Organisation and team
	



	Authorised Individual(s)
	


[bookmark: _heading=h.gjdgxs]
[bookmark: _heading=h.hpdprtkq4shf]PART ONE 
[bookmark: _heading=h.30j0zll]Statements
1. I acknowledge that my official duties require me to have access to documents or data relating to the above procurement, and that in carrying out my duties I may be in a position to influence the procurement process. 

2. I understand that I am under a duty to disclose details of any conflicts of interest, whether actual, potential or perceived, and that I may be required to take steps to mitigate such conflicts. 

3. I understand that the details of any conflict of interest I may have (whether actual, potential or perceived, and any steps taken to mitigate this conflict) may[footnoteRef:2] be recorded within a conflicts assessment and that my interests will be kept under review (as required). I also understand that the conflicts assessment may be disclosed to a third party in the event that any investigations and/or proceedings are brought against the Contracting Authority in respect of the above procurement. [2:  The Procurement Act 2023 guidance, on conflicts of interest, outlines when Contracting Authorities must prepare a conflicts assessment (though Contracting Authorities may also opt to use a Conflicts Assessment for other procurements).] 


4. In carrying out my duties, I am aware that I will have access to confidential documents or data and that unauthorised disclosure of information could damage the integrity of the procurement and that transmission or revelation of such information to unauthorised persons will subject me to disciplinary action.

5. I will not divulge, publish or reveal by word, conduct, or any other means such information or knowledge, except as necessary to do so in the performance of my official duties related to this procurement and in accordance with the laws of the United Kingdom. Otherwise, I will need special authorisation in writing in each and every case by an “Authorised Individual”[footnoteRef:3] of the Contracting Authority. [3:  An “Authorised Individual” is any person(s) to whom management has been delegated (for example from an accounting officer) to be responsible for managing the disclosure of procurement information and conflicts of interest. For example, this may be a Commercial Officer, Manager or Lead.] 


6. If at any time during the procurement my participation might result in an actual, potential or perceived conflict of interest, or my circumstances change in respect of an interest already disclosed, I will immediately report the circumstances to the appropriate Authorised Individual.

Individual declaration (choose from Declaration A or Declaration B)
Please consider any interests relevant to the procurement. An “interest” includes a personal, professional or financial interest and may be direct or indirect.
· An ‘actual conflict of interest’ exists where there is a conflict of interest now. 
· A ‘potential conflict of interest’ exists where a conflict of interest will arise in future if certain circumstances occur.
· A ‘perceived conflict of interest’ exists where there are circumstances which the Contracting Authority considers likely to cause a reasonable person to wrongly believe there to be a conflict or potential conflict of interest.[footnoteRef:4] [4:  It is the Individual’s responsibility to consider whether there may be any circumstances which the Contracting Authority should be made aware of that may amount to a perceived conflict of interest.] 

Check the box that applies:
	☐
	Declaration A (if no conflicts of interest) 
By signing this Form, I declare that: 
a. I have read, understand and accept the Statements above.
b. I confirm that there are no conflicts of interest of any nature which are relevant to this procurement; and
c. if any actual, potential or perceived conflicts of interest arise in the future, I will inform an Authorised Individual immediately.

	☐
	Declaration B (if actual, potential or perceived conflicts of interest exist)
By signing this Form, I declare that: 
a. I have read, understand and accept the Statements above.
b. I confirm that I have declared any conflicts of interest of any nature relevant to the above procurement in the table below. 
c. I will carry out any agreed mitigations as may be set out in Part Two of this Form, in consultation with the Authorised Individual; and,
d. if any other actual, potential or perceived conflicts of interest arise in the future, or if my circumstances in respect of the interests identified below change, I will inform an Authorised Individual immediately.



	Name
	



	Signature
	



	Date
	



[bookmark: _heading=h.4a42wf5mgc1h]My actual, potential or perceived conflict(s) of interest: 
	Interest(s) identified in Part One

	1. 
	
	

	2. 
	
	

	3. 
	
	


*Add or delete rows as required
[bookmark: _heading=h.88fn5i5tzv7][bookmark: _heading=h.62ohugm86osy][bookmark: _heading=h.e2vswspz31s6]PART TWO 
Conflict of Interest Mitigations
[bookmark: _heading=h.3z10o873ff84]Agreed mitigations include:
	Interest(s) identified in Part One
	Supplier(s) impacted
	Details of Agreed Mitigations (steps taken or will be taken) 

	4. 
	
	

	5. 
	
	

	6. 
	
	



Declaration
Upon discussion with the Individual in respect of the Interests identified in Part One, I consider that:
A) Mitigations are sufficient and therefore [INSERT INDIVIDUAL]’s role in the procurement will be [BRIEF DESCRIPTION OF ROLE]. 
or,
B) Mitigations are not sufficient and therefore [INSERT INDIVIDUAL] will not have a role in the procurement.

[bookmark: _heading=h.moseapgv0h18][bookmark: _heading=h.xh4i5hmjuzs4]Authorised Individual/s
By signing this Form, I confirm that the interests identified in Part One have been or will be mitigated. Any steps taken or that will be taken in the future are detailed in Part Two. 
	Name
	



	Job title
	



	Signature
	



	Organisation and team
	



	Date
	



Annex - Guidance Notes
This form should be considered a live document and should be routinely updated throughout key stages of the commercial lifecycle of a procurement (including the planning, assessment and contract award, contract management and contract termination or expiry stages).
This Declaration Form is intended to identify conflicts and potential conflicts of interest relating to an “Individual” involved in a procurement. This is to help ensure the procurement’s integrity and that suppliers are treated fairly. 
Guidance on the Procurement Act 2023 conflicts of interest requirements can be found here. For procurements not covered by the Procurement Act, this form may still be used as good practice.
 “Procurement” in this Form refers to all stages of a procurement, including:
a) the award and entry into a contract; and, 
b) the management of a contract, including any modifications and up until contract expiry or termination.
Individuals must avoid placing themselves in a position where there is an actual or potential conflict between their personal, professional or financial interests and their official duties regarding the procurement, whether directly or indirectly, and where a conflict might be unavoidable, disclose this interest to an Authorised Individual. Furthermore, Individuals should be aware that circumstances that may give rise to a perceived conflict should be discussed with an Authorised Individual to reduce the risk of this impacting the procurement. Individuals must also comply with internal policy relating to gifts, hospitality and conflicts of interest at all times.
Examples of conflicts of interest may include, but are not restricted to:
· if you are a current or previous employee of a supplier, or have a member of your family, your partner (married, civil partnership or not), your siblings, your children, or any close personal or professional relationships that are an employee of a supplier, that is likely to be interested in taking part in the relevant procurement.
· if you, or a member of your family/friends (as set out above), has a financial interest in a supplier that is seeking to do business with the Contracting Authority.
This is a non-exhaustive list of examples, and it is your responsibility to ensure that any, and all actual, potential or perceived conflicts are disclosed prior to you being involved in the procurement.
If you are unsure whether your current or previous relationship or involvement with a supplier that is seeking to do business with the Contracting Authority constitutes a conflict of interest, you should seek advice from an Authorised Individual within your organisation. 
This form also includes a requirement for individuals involved in the procurement to treat information (including but not restricted to bid documents, supplier evaluations etc.) with the appropriate level of confidentiality, and not make any unauthorised disclosures of this information.
Declaration A should be signed if there are no actual, potential or perceived conflicts of interest.
Declaration B should be signed if there are actual, potential or perceived conflicts of interest. The conflicts of interest and mitigations must be stated, as must the role that the individual will be carrying out (where appropriate) within the procurement. An Authorised Individual must also sign Part Two to confirm that they accept that appropriate mitigations have been put in place.
Individual and Authorised Individual 
[bookmark: _heading=h.1fob9te]An Individual is any person(s), acting for or on behalf of a Contracting Authority (or a Minister) where those individual influences a decision made by or on behalf of a Contracting Authority in relation to a procurement. 
[bookmark: _heading=h.tiay1e33zv44]By way of example, this could include (but is not limited to) any of the following individuals:
the project management team, the senior responsible officer, the budget holder, the commercial director, members of the management board, commercial staff, specification writers, people who will assess tenders, contractors, external experts, private sector secondees and consultants, non-executive board members, special advisers, private office employees and Ministers.
If conflicts of interest arise during the commercial lifecycle, an Authorised Individual must be notified immediately. Any disclosure of procurement information without written approval from an Authorised Individual will be considered a breach of this agreement.
An Authorised Individual is any person(s) to whom management has been delegated (for example from an accounting officer) to be responsible for managing the disclosure of procurement information and conflicts of interest. For example, this may be a Commercial Officer, Manager or Lead.
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