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This document is version number: 5
This document is valid from 01-04-08 until 31-03-09
For further information please contact:

Philippa Elliott

Procurement Unit

Leeds City Council

4th Floor West

Civic Hall

Leeds

LS1 1UR

Telephone: 0113 39 50564

Fax: 0113 24 74677

Email: philippa.elliott@leeds.gov.uk
Please remove the front 2 pages before using the document attached
Guidance Notes

This document is designed to be used for straightforward quotations below £100,000 and should be sent out with the appropriate set of Terms and Conditions of Contract.  You will need to edit the documents to suit your specific requirements as detailed below.

Inviting Letter and General Information Section - insert departmental header and footer, contact details, and acknowledgement and return dates.

Price Schedule - this must contain the individual items for which rates or prices are required, as detailed in the Specification/Service Brief.  You will need to adapt this document to fit your requirements, but we have produced two suggested layouts for supplies and services.

Specification/Service Brief - this should contain sufficient detail to enable companies to prepare their quotations without misunderstanding, or requiring further clarification of your requirements.  Anything which is likely to represent a cost must be clearly identified.

Electronic tender System - quotations above £10,000 must be invited by electronic means using the Council’s electronic tender system.  Please email your completed quotation document to lets.support@leeds.gov.uk in the Procurement Unit to publish it on the system.

Conditions of Contract -  Please include the appropriate terms and conditions of contract with your quotation documentation. Therefore, please attach the relevant conditions of contract namely, Section 2 - Terms & Conditions of Contract for Services or Supply or Consultancy Services. 

If the quotation is not going to be returned to the Procurement Unit the following sections will need amending:

Department_Name_1  
- The name of the department issuing the quotation.

Head_of_Service_1  
- The name of the head of the division issuing the quotation.
Address_1


- The address for the division issuing the quotation. 
Return_Address_1

- The address for the return of the quotation. 
Return_Address_2

- The address for the return of the quotation.

	[image: image3.png]igiLeeds

s CITY COUNCIL




 macrobutton nomacro [Name & Address] 
	
Legal and Democratic Services

Wayne Baxter, Chief Procurement Officer
Procurement Unit 

4th Floor West 

Civic Hall

Leeds 

LS1 1UR


	
	Contact Name:  macrobutton nomacro [Contact] 
Telephone: (0113)  macrobutton nomacro [tel] 
Fax: (0113)  macrobutton nomacro [fax] 
Email:   macrobutton nomacro [e-mail] @leeds.gov.uk

Your ref:   macrobutton nomacro [their ref] 
Our ref:    macrobutton nomacro [our ref] 
Date:  


Dear  macrobutton nomacro [salutation] 
QUOTATION FOR [INSERT CONTRACT TITLE]
I invite you to submit firm prices for [enter summary details of the quotation requirements]  

To enable you to do so I enclose the following documents : 

1.
General Information

2.
Specification/Project Brief 

3. Price Schedules

4. Conditions of Contract

5.
Envelope Label

You are reminded that quotation bids can be submitted either:

i. in soft copy format electronically via the internet using the Councils electronic tendering system by logging onto scms.alito.co.uk (the preferred option); or

or

ii. in hard copy format via the postal system or delivered by hand, etc.

Please refer to item 5 of the General Information on how to submit your tender. Irrespective of the method of submission, the deadline for the return of your quotation bid is noon [enter date]. 

Please study the documentation carefully and in the event of any enquiries please contact [officer name], telephone Leeds (0113) 2* (fax. 2*). 

You are required to acknowledge receipt of the Quotation Documentation and confirm your willingness to submit a quotation to the above named officer. 

Yours faithfully

[insert authorised officer]

[insert designation]

Enc.
QUOTATION FOR [INSERT CONTRACT TITLE]
GENERAL INFORMATION

1.
Companies are required to submit competitive prices strictly in accordance with the attached specification/project brief.

2.
Should companies be in any doubt as to any technical aspects of the specification/project brief, enquiries must be made to [insert designated officer] on telephone number (0113) [insert number], prior to prices being submitted.

3.        Companies must fully complete and sign the Price Schedule and return it in a clearly labelled envelope to the Procurement Unit, 4th Floor West, Civic Hall, Leeds, LS1 1UR by 12 Noon [insert date]
4.
All queries regarding the Quotation Documentation which may have a bearing on the offer to be made should be raised by the Tenderer to [insert name of council representative], at least ten (10) working days before the due date for return of Quotations. If relevant, answers to quotation queries will be circulated to all Tenderers. 

5. 
Submission of Quotations or any other documents which are to be sent to the Council must be made in either hard copy format (i.e. paper) or soft copy format (i.e. electronically).

5.1
The Council cautions that no hard copy Quotation will be available for consideration unless it is received no later than [insert time and date] and delivered to the address below by post or by hand in a clearly marked and properly addressed Quotation envelope or by affixing the Quotation Envelope Label:
Procurement Unit 

4th Floor West 

Civic Hall

Leeds 

LS1 1UR

Late hard copy Quotations, for whatever reason, will not be accepted.


To avoid the disqualification of the hard copy Quotation, the anonymity of the Quotation envelope must be preserved. Hence, no indication of the Tenderer must appear on the enclosed Quotation envelope i.e. it must bear no details of the name, mark, slogan or logo of the Tenderer.  Publicity devices and company postal franking also infringe this condition and should not be used.  It is recommended that the Tenderer check that their procedure for “stamping-in” documents it receives has not breached this requirement.


Special postal delivery services (e.g. Datapost or private courier) breach this fundamental requirement unless prior arrangements are made to negate the requirement for an acknowledgement of receipt and the defiling of the envelope with identity bearing labels.


Hard copy Quotations must be completed and where necessary signed and dated by the Tenderer.


Any Tenderer that has downloaded the Quotation Documentation via the Council’s website but wishes to submit a hard copy Quotation may do so by either:

(a)
Requesting a pre-addressed Quotation Envelope no later than seven (7) days prior to the deadline for tender submissions as stated above; or

(b)
attach the Quotation Envelope label to a plain envelope prior to the quotation submission deadline.

Receipt of a hard copy Quotations will only be issued by the Council upon request.  The only acceptable proof of delivery of a hard copy Quotation is the Council’s official receipt signed by the Council’s designated officer.  Such officers will not sign private courier delivery notes or anything of a similar nature and such items will not be accepted as evidence of delivery.

5.2
Soft copy Quotations must only be made via the Council’s electronic tender system (alito) specifically set up for the purpose of receipt of Quotations, no later than [insert time and date].  Late soft copy Quotations, for whatever reason, will not be accepted.

Soft copy Quotations will not be permitted via the Council’s electronic tender system after the stated deadline has passed.


A limit of 8Mb per Quotation applies when lodging a soft copy Quotation via the Council’s alito electronic tender system.  Tenderers will be unable to lodge an electronic Quotation where the combined file size exceeds 8Mb.  Please note, however, that Tenderers may repeat the lodgement process as many times as is necessary to submit all the appropriate documents so long as the combined file size per lodgement does not exceed the stated 8Mb limit.


Electronic signatures are not required when making a soft copy Quotation.

Soft copy Quotations will automatically be receipted upon a successful lodgement via the Council’s electronic tender system.

While submitted Quotations, whether made in hard or soft copy format, will be treated in the strictest confidence, the Tenderer should be aware that they will be made available to Trading Standards Departments, the Office of Fair Trading and other appropriate regulators (as the case may be), if required.

6. 
The Tenderer should provide any potential third parties it appoints to assist with the Contract with all necessary technical and commercial information to enable such third parties to accurately quote to the Tenderer.

It is the policy of the Council not to respond to any direct approach from such potential third parties seeking details about a particular Invitation to Tender.

Tenderers must declare the share of any contract they intend to sub-contract and list any proposed third parties in their Quotation submission.

7.
In accordance with Freedom of Information Act 2000, from January 2005, public organisations must respond within 20 working days to written requests for information from anyone. The information requested must be supplied unless it falls into specified categories of information which include: confidential, personal, trade secret, or information which  would or would be likely to  prejudice the tenderer's or the Council’s commercial interests. These categories are exemptions under which information need not be disclosed.

It will be the tenderer's responsibility to state in their Quotation submission any information which they regard as confidential, personal information, trade secret or may  prejudice their commercial interests and to discuss this with the Council prior to submission. 

Tenderers are advised that information which falls into our agreed interpretation of the legal definition of confidentiality, personal information, trade secret or  prejudice to their commercial interests may still have to be disclosed in some circumstances. For example, if there were very strong public interest reasons for disclosure, we may have to disclose trade secrets, or information that would, or would be likely to prejudice their commercial interests. The Council may be forced to make information public as a result of an appeal by a member of the public against our initial decision not to reveal information. The public can appeal through our internal complaints procedure and ultimately to The Information Commissioner’s Office, the government organisation responsible for enforcing the Act. 

You will also need to provide with your Quotation submission a contact within your organisation to ensure that should we need to consult on an information request we can do this promptly.  If we are unable to contact anyone to consult we may have to release the information to ensure that we remain within the 20 working days deadline.  

Further detailed guidance on contracts with third parties, in particular confidentiality clauses, and the implications of The Freedom Of Information Act 2000 are available on the Council Website www.leeds.gov.uk under Information Governance.  Please also see The Information Commissioners Office web site using the link from our web site or www.informationcommissioner.gov.uk

QUOTATION FOR [INSERT CONTRACT TITLE]

TENDER SPECIFICATION / PROJECT BRIEF

[Insert details regarding the contract title, nature of the contract and the anticipated value as a precursor to the specification/project brief]

QUOTATION FOR [INSERT CONTRACT TITLE]
PRICE SCHEDULE 

[please delete the appropriate service or supply price schedule] *

SERVICE REQUIREMENTS *

	ITEM
	DESCRIPTION OF SERVICE
	UNIT PRICE EXCL. V.A.T

	1.
	
	£         :  

	2.
	
	£         :   

	3.
	
	£         :   


SUPPLY REQUIREMENTS *
	ITEM
	DESCRIPTION 
	UNIT
	QTY OF UNITS
	UNIT PRICE EXCL. V.A.T

	1.
	
	
	
	£         :  

	2.
	
	
	
	£         :   

	3.
	
	
	
	£         :   


The above costs must include all travelling/subsistence expenses applicable to this contract.
I/We hereby offer to provide the services as specified in the Price Schedule in accordance with the Council’s Conditions of Contract contained in this enquiry.

Signed
...........................................................................................

Name (Block Capitals)
...........................................................................................

Designation
...........................................................................................

For and on behalf of
...........................................................................................

Tel.   …………………………………….… Fax………….…………………………………  

E-mail address   …………………………………………………………………………….
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