Wedding Hospitality  Catering Services Tender – Gainsborough Old Hall  
General Requirements

Gainsborough Old Hall (GOH) is a magnificent, medieval manor house and  now offers an established wedding hospitality service at the venue  with bookings for 2013 and 2014.  We wish  to appoint  additional  catering  and heating/power  supply companies to our preferred suppliers list to meet the demand from clients  and  thus  invite  quality  companies  to submit quotations  to deliver these services. The contract period will be for an initial 2 year period with a review and opt-out clause after 12 months with 6 monthly review meetings built in to the contract period.

Details of the catering  and heating/power suppliers’ specifications and contracts  are attached. For details see below:

1. Catering (Appendix 1 – Catering Specification)

2. Heating/Power ( Appendix 2 – Heating /Power Specification)
NB – all suppliers must comply with current legislation and provide photocopies of relevant documents e.g. registration of food business with local authority
Submission of Quotations

All quotations should be received no later than ( Friday 1st March 2013).  No responses will be considered after the agreed date.  All quotations should be retained by the supplier 60 days after submission.

Procurement Timetable

	1
	Request for Quotation Issued
	Wednesday 6th February 2013

	2
	Site Visit to inspect facilities
	Thursday 7th February  - Thursday 28th February 2013

	3
	Deadline for Quotation Responses
	Friday  1st March 2013

	4
	Quotation Evaluation
	Monday  4th March 2013

	5
	Interviews (if required with sample menu tastings)
	Thursday 7th March  and Friday 8thst March 2013

	6
	Contract Awarded
	Monday 11th  March 2013


Evaluation of Quotations

The contract team will award the successful contract taking in to account a balance between quality and price as detailed below:

Contract Award Criteria
	Quality
	50%

	Experience/Knowledge/Skills
	15%

	Price
	25%

	Innovation of Service/Flexibility/Creativity
	10%

	
	

	NB:  All catering suppliers must ensure that they are registered as a food business with their local authority and must provide star rating details where relevant
	Caterer/Chef must have undertaken food hygiene training

	Sample risk assessment should also be attached.
	The Caterer must be able to supply additional kitchen equipment as required and offer an external kitchen set up to supply wedding catering

	Management procedures for HACCP ( Hazard Analysis Critical Control Point) need to be highlighted. 
	For more information attached document “Food Hygiene A Guide for Businesses” and visit www.food.gov.uk 


The supplier quotations will be scored using the scoring method below:

0 -10
Very unsatisfactory, limited information (should a supplier score 0 then the bid will/may be rejected)

1.4 Unacceptable, only some of the requirements of the contract can be met

5.7 Acceptable response, basic contract standards and service will be met, but further work would be required

8.10 Good response, clear and concise indicating supplier’s ability to meet and deliver the standards and service to a high level.

Acceptance of Tenders

By issuing this invitation to tender Gainsborough Old Hall’s management team do not have to accept the lowest price and do reserve the right not to award a contract.
Costs of Tender 

The supplier shall bear all their own costs incurred in the preparation and submission of the bid and the management team are not liable for any costs.

Instructions For Responding to Tender

Suppliers should submit a full proposal, stating how all the requirements will be met and include examples of relevant previous contracts.  Insert specific information e.g. images of three sample buffets should be included with menus; table of prices for external generator supply.  Sufficient information must be included to allow for the management team to evaluate the tenders.  Instructions for responding to this tender can be found on page 5. At any time prior to the submission the management team may amend the document and all prospective suppliers will be notified in writing, allowing for prospective suppliers reasonable time to take account in preparing tenders.  Suppliers may in turn send any questions or ask for any clarification to:

Janet Edmond – District Manager email to janet.edmond@lincolnshire.gov.uk
Suppliers should note that the management team has a policy of equality of information in the bidding process.  This means that questions posed and the answers given will be distributed to all bidders before the closing date.

Financial Offer

Gainsborough Old Hall require  the successful bidders to offer LCC  a   10% commission rate arising from each subsequent booking for the delivery of  wedding hospitality  catering services only at the Old Hall . Any bids that do not offer this rate of commission will not be accepted.
Non-Collusive Tendering Certificate & Conditions of Tender

Suppliers are required to complete and return the non-collusive tendering certificate.  Suppliers should confirm their acceptance of the Conditions of the Invitation to Tender as specified.  Any conditions that the supplier may seek to impose shall be excluded and not be binding upon the Old Hall unless for any loss or damage of whatever kind and however caused arising from the use of the suppliers of such information
Site Visits

There will be an opportunity to visit the Old Hall with a member of the management team to inspect the facilities.  This is by appointment only and a request must be made in writing to janet.edmond@lincolnshire.gov.uk  (07787522349) or Victoria.mason@lincolnshire.gov.uk (01427 677348). Please  call  for more details. Please also Procurement Timetable (above) for available dates.

Supplier interviews will take place in March  as detailed above.

Notification of Award 

A member of the management team will notify the award decision in writing to the successful supplier.  Each unsuccessful supplier will also be notified as soon as possible during the second week in March.  The successful supplier will be required to enter in to a binding contract immediately following notification of the award.  

 INSTRUCTIONS FOR RESPONDING 

1.
Please complete all sections of the questionnaire below.

2.
Please also enclose the following with your completed questionnaire:

· The Businesses last three year’s audited accounts.

· Details of your health and safety policies and Risk Assessments.

· Authorisation for us to seek a reference from your bank on your headed paper.

· Brief curriculum vitae for the members of staff who will be engaged in the preparation, monitoring and servicing of this contract.      

· Copies of your public liability  insurance  (minimum cover required £5 million in respect of any claim) and employer’s liability  insurance (minimum cover required £10 million in respect of any claim) certificates
3.
In a format of your choosing enclose your full proposal to deliver Wedding Hospitality Services at Gainsborough Old Hall based on the information based herein. ( Please refer to Appendix 1 & 2 , Site Guidelines 1 & 2, Pricing Schedule and Plan 1 & 2 as appropriate for further information)
Completed questionnaires and enclosures must be received by  5p.m on  Friday  1st March 2013 and should be sent by post marked as follows:

PRIVATE AND CONFIDENTIAL

REF:  Gainsborough Old Hall
Janet Edmond

Gainsborough Library

Cobden Street

Gainsborough

DN21 2NG

SECTION 1 – about the business applying for the wedding hospitality service contract at  Gainsborough Old Hall, Gainsborough
Please note the term ‘business’ refers throughout to: sole proprietor; incorporated company; partnership; co-operative; agency; or other organisation.
	1.1
	Full title of business:
	
	
	

	1.2
	Business address or registered office and company number if appropriate:
	Address:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Postcode:
	
	

	
	
	Company no:
	
	

	1.3
	Telephone number:
	
	
	

	1.4
	E-mail address:
	
	
	

	1.5
	Date business commenced:
	
	
	


	1.6
	Does the business have any association (either directly or indirectly) with any employee of Lincolnshire County Council? If yes please give details
	
	                          
	


SECTION 2 – Financial, Health & Safety, and Employment and Insurance details
	2.1
	Please state your VAT No:
	
	VAT No:

:
	

	2.2
	Has the business had a contract (similar to that being sought in this tender) terminated in the last three years?
	
	                          
	

	2.3
	Has the business ever been prosecuted in a court of law for any breach of health and safety law?
	
	                          
	

	2.4
	Has the business ever been issued with an improvement notice or prohibition notice by the Enforcing Authorities
	
	                          
	

	2.5
	Has the business or any directors or partners or associates or company secretary been convicted of a criminal offence relating to the conduct of their business or profession? If yes, give details:
	
	                          
	

	2.6
	Is any person directly involved in the ownership or management of the company an un-discharged bankrupt?  If yes, give details


	
	                          
	

	2.7
	Does the business comply with, or if not, agree to comply with
	Equal Pay and the Equality Act 2010


	                          
	

	
	
	
	                          
	


SECTION 3 – References: Please supply information in respect of other catering//heating operations for whom you currently operate/provide services for similar to those required at Gainsborough Old Hall, Gainsborough

	3.1
	
	Name:
	
	

	
	
	Organisation:
	
	

	
	
	Address:
	
	

	
	
	Telephone:
	
	

	
	
	E-mail:
	
	

	
	
	Description of work
	
	

	
	
	Duration/Term
	
	

	
	
	Turnover
	
	

	
	
	
	
	

	
	
	Name:
	
	

	
	
	Organisation:
	
	

	
	
	Address:
	
	

	
	
	Telephone:
	
	

	
	
	E-mail:
	
	

	
	
	Description of work
	
	

	
	
	Duration/Term
	
	

	
	
	Turnover
	
	


	
	
	Name:
	
	

	
	
	Organisation:
	
	

	
	
	Address:
	
	

	
	
	Telephone:
	
	

	
	
	E-mail:
	
	

	
	
	Description of work
	
	

	
	
	Duration/Term
	
	

	
	
	Turnover
	
	


I confirm I have also enclosed the following with the completed application form:
· Additional information about the firm to assist your application Authorisation for us to approach the references you have given

· Health and Safety information.

· The Businesses last three year’s audited accounts.

· Details of your health and safety policies and Risk Assessments.

· Authorisation for us to seek a reference from your bank on your headed paper.

· Brief curriculum vitae for the members of staff who will be engaged in the preparation, monitoring and servicing of this contract.

· Copies of your public liability insurance (minimum cover required £5 million in respect of any claim) and employer’s liability  insurance (minimum cover required £10 million in respect of any claim) certificates

· My full proposal to deliver the wedding hospitality services at Gainsborough Old Hall based on the information based herein.

Declaration
I certify that the information given above and the enclosed supporting documentation is accurate to the best of my knowledge. I understand that the giving of false information could result in the termination of any future contract and I hereby authorise Lincolnshire County Council officers working on behalf of Lincolnshire County Council to contact the referees stated above.

Signed and Dated:

In the capacity of:
Non collusive tendering certificate
Definitions in this Certificate: 

"Person(s)" includes any person(s) and anybody or association corporate or unincorporated; 

"any agreement or arrangement" includes any transaction, formal or informal and whether legally binding or not; and 

"the work" means the work in relation to which this proposal is made. 

The Tenderer warrants that this is a bona fide tender and: 

1. We certify that this proposal is submitted in good faith and that we have not fixed or adjusted the proposal by or under or in accordance with any agreement or arrangement with any other person or party. We also certify that we have not, and we undertake that we will not, before the award of any contract to do the work:

a. Communicate to any person other than the Client or a person duly authorised  on their behalf the bid amount or approximate amount of the tender or proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender; 

b. Pay, give or offer or agree to pay or give any sum of money or other valuable consideration directly or indirectly to any person(s) for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the work, any act or thing of the sort described at 1 or a) above. 

c. Tried to obtain information about anyone else’s bid or proposed bid  

d. Made arrangements with anyone else about whether or not they must bid except for the purposes of forming a joint venture to bid for this work. 

2. We certify that the prices in this tender have been arrived at independently without communication, consultation, agreement or understanding for the purpose of restricting competition with any other potential Tenderer or competitor. 
	Signed:  
	

	Date: 
	

	In the capacity of: 
	

	Authorised to sign Tender for and on behalf of:
	

	Address: 
	

	Post code:
	

	Tel No:
	

	E-Mail address:
	




