
 
 

 
 Invitation to Tender 

 
TITLE 

 

 



Section 1 

TITLE 

Publication date: (00/00/00) 
Return date & time: (00/00/00) no later than (13:00 Hours) 
ITT return address: Via the electronic tendering portal 
Contact Officer  

(Person) 

Contact Officer Telephone: (01954 71) 
Contact Officer E-mail: (@scambs.gov.uk) 
Submission requirements: (1 electronic copy by the tendering portal by end 

date and time) 
Evaluation date: (00/00/00) 
Clarification interviews date: (00/00/00) 
Award confirmation date: (00/00/00) 

 

Background information 

 
1. South Cambridgeshire District Council (SCDC) provides local government 

services to the large rural district of South Cambridgeshire, which covers 
approximately 90,000 hectares, has 102 villages and forms the southernmost 
part of the county of Cambridgeshire.  It is bordered by East Cambridgeshire 
District Council, Huntingdonshire District Council, North Hertfordshire District 
Council, Uttlesford District Council and totally surrounds the City of Cambridge.  
It is well served by a network of main roads that includes the M11, A10, A11, 
A14, A428, A505 and A603.  

2. SCDC has pledged within its business plan to create a cleaner, greener and net 
zero-carbon future for our communities. 

3. Procurement plays a significant part in the reduction of carbon due to the range 
of supplies, services and works procured by SCDC each year. SCDC’s 
procurement is focussed towards selecting suppliers that are pursuing carbon 
reduction to achieve net zero emissions, whilst also actively decarbonising the 
provision of service services throughout the supply chain.   

4. More information on South Cambridgeshire District Council can be found at 
www.scambs.gov.uk   

Description of services 

 
5. The description of the services that are the subject of this Invitation to Tender 

can be found in Section 2. 



Further contract Information 

 
6. This document is to be read in conjunction with the ITT Bidding Instructions  

and Terms and Conditions. 

7. This contract is for X year term with the option to extend each and every year 
for a further X years.  

8. Regular contact with SCDC’s contract manager will be required throughout the 
contract. This may take the form of telephone, face to face or email contact.  

9. We will request named contacts from the successful bidder. This will include 
details of senior managers, providing an escalation route should there be any 
concerns during the contract period.  

10. SCDC will provide payment to the successful company 30 days following 
successful delivery and from the date of the receipt of an undisputed invoice.  
Please note sub-contractors working for your firm must be paid within 30 days.  
SCDC’s preferred method of payment is by Bank Automated Clearing System 
(BACS). Our payments guide can be found at: 

https://www.scambs.gov.uk/business/procurement/contracts-payment-guide/ 

 

Information to include in your response 

11. The information that you provide should respond to our Questionnaire in 
Section 3B. It should let us know how your company intends to provide the 
services described in the ‘Description of Services’ section.  In particular it 
should include: 

o Costs 

o How your firm will deliver the services contained within this tender and 
where from; 

o The team that will provide the services and a summary of their 
experience (including CV’s); 

o Details of the project management arrangements for this contract 
(including a specific relevant project plan; 

o How your firm will ensure quality control and delivery on time and 
contingencies to deal with delays; 

o Social Value 
In order to address climate change and meet our objectives of carbon 
reduction: 

a. Identify the carbon that your company creates. 
b. Detail steps your company is taking towards achieving net zero 

carbon and decarbonisation of your supply chain.  
c. In relation to this contract please also state what actions you will take 

to minimise carbon whilst carrying out this actual assignment.  



d. What benefits can you provide to our local community to assist in the 
management and recovery of the impacts of Covid-19. 

e. What steps can you take to tackle economic inequality and facilitating 
equal opportunities amongst those with protected characteristics 
through creating employment and within your own workforce. 

f. What actions can you take to tackle inequalities through creating 
employment or equal opportunities for our communities. 

 

12. The successful company will have a good track record in providing these 
services and will able to demonstrate their experience by providing three 
directly relevant referees (see Section 3C). 

Electronic Tendering Portal 

 
13. The Council are utilising an electronic tendering tool to manage this 

procurement and communicate with Potential Providers. There will be no hard 
copy documents issued to Potential Providers and all communications with the 
Authorities including, submission of Potential Providers’ responses, will be 
conducted via the Authorities’ ‘LGSS eSourcing Portal’ (Due North). 

14. Potential Providers who require technical support when using the LGSS 
eSourcing Portal (Due North) should contact the Due North support desk:~ 
Email: ProContractSuppliers@proactis.com 
Telephone: 0330 005 0352  
This facility is available Monday to Friday, 09:00 to 17:30 



Section 2: Description of Services 

 
 
 
 
 
 

Award Criteria 

The table below describes how the returned submissions will be scored and 
evaluated. 
 
Table A: Award Criteria. 

Evaluation Criteria 
Percentag
e Total 
Marks 

Section Evaluation Methodology  

Price  40% PART A Form of Tender Response. 

Quality 60% 

This section relates to PART B and 
A method statement of how 
your firm will deliver the 
services contained within 
this tender. 

20% 3.1 Question Response 

The team that will provide 
the services, their 
qualifications and a brief 
summary of their 
experience. 

 

10% 3.2 Question Response 

Details of the project 
management arrangements 
for this contract (including a 
specific relevant project 
plan). 

 

10% 3.3 Question Response 

How your firm will ensure 
quality control and delivery 
on time and contingencies 
to deal with delays. 

 

5% 3.4 Question Response 



Social Value/Net Zero 
Carbon 
In order to address climate 
change and meet our 
objectives of carbon 
reduction. 

15% 3.5 Question Response 

Total 100%   

 

 

  



Section 3: Questionnaire 
PART A: Form of Tender 

To: South Cambridgeshire District Council, South Cambridgeshire Hall, 
Cambourne Business Park, Cambourne, CB23 6EA 
 
Tender for: (Title) 
I / We the undersigned, having examined the specifications are willing to 
execute the whole of the work required for £ __________ 
 
Payment schedule will be as follows (On completion, annually, weekly, monthly, 
quarterly or other) and 30 days from receipt of an undisputed invoice. 
 

Explanation of your pricing: 
Please provide a full breakdown of all costs. 

 
Company Name     _______________________________________
  
Company Address     _______________________________________ 
 
Company Registration No ______________________________________
  
Telephone No.     _______________________________________
  
Email Address     _______________________________________ 
 
Employee Name    _______________________________________ 
 
Date                    _______________________________________ 
 
Signature    _______________________________________
  
Company Statistics (The following is recorded for statistical analysis only): 
 
Is your company an SME?  
(for instance are your accounts submitted to Companies House recorded 
as either micro, abridged or total exemption full accounts).  

Yes/No 

Does your company have a Local Office based in Cambridgeshire? 
(South Cambridgeshire, Cambridge, Huntingdonshire, Peterborough, 
Fenland, East Cambridgeshire) 

Yes/No 

Does your company have an Office based in one of the following bordering 
authorities?  
(Cambridge, Huntingdonshire, Fenland, East Cambridgeshire, West 
Suffolk, Central Bedfordshire, North Hertfordshire, East Hertfordshire, 
Uttlesford, Braintree) 

Yes/No 

Postcode of the Local or office based in the bordering authority?  
 
 

 



PART B: Questions 

 
The following items match the award criteria specified ITT Bidding Instructions at the 
start of this document. Brochures should not be included in the submission.  
 

3.1 Question 1 - Written statements are required  Marks Score 0-5 
Please provide a response (not exceeding 1000 words) about 
your organisation’s understanding of the brief and your 
proposals to undertake and complete the services required to 
meet the requirements of the Invitation To Tender.  

20%  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

3.2 Question 2 - Written statements are required  Marks Score 0-5 
Please provide a response about the team that will provide 
the services, their qualifications and a summary of their 
experience, including CV’s note these will not count towards 
the word count. (not exceeding 1000 words). 

10%  

 
 
 
 
 
 
 
 
 
 
 
 
 



3.2 Question 2 - Written statements are required  Marks Score 0-5 
 
 
 
 
 

 
 
 

3.3 Question 3 - Written statements are required  Marks Score 0-5 
Please provide a response (not exceeding 1000 words) 
details of the project management arrangements for this 
contract (including a specific relevant project plan). 

10%  

 
 
 
 
 
 
 

 
 

3.4 Question 4 - Written statements are required  Marks Score 0-5 
Please provide a response (not exceeding 1000 words) about 
how your firm will ensure quality control and delivery on time 
and contingencies to deal with delays. 

5%  

 
 

 
 
 
 



3.5 Question 5 - Written statements are required  Marks Score 0-5 
Please provide a response (not exceeding 1000 words) about 
Social Value (Climate Change/Net Zero Carbon): 
In order to address climate change and meet our objectives 
of carbon reduction: 
a. Identify the carbon that your company creates. 
b. Detail steps your company is taking towards achieving net 

zero carbon and decarbonisation of your supply chain.  
c. In relation to this contract please also state what actions 

you will take to minimise carbon whilst carrying out this 
actual assignment.  

d. What benefits can you provide to our local community to 
assist in the management and recovery of the impacts of 
Covid-19. 

e. What steps can you take to tackle economic inequality and 
facilitating equal opportunities amongst those with 
protected characteristics through creating employment 
and within your own workforce. 

f. What actions can you take to tackle inequalities through 
creating employment or equal opportunities for our 
communities. 

 

15%  

 
 
 
 

  



PART C: References 

 

Note the Councils will check 3 references and assess based on the feedback provided 
by previous clients. Please provide a minimum of 3 references. These will be assessed on 
a pass or fail nature on the actual feedback from the referee as well as how comparable 
the services provided to the referee are to the brief. 

Pass/Fail Only 

Name of 
Client(s) 
Address: 

Telephone: 

Email and 
Name of 
person to 
contact:  

Description of services provided 

Contract 
dates          
(From – 
To) 

Annual Value 
of Contract (£) 

  

 

     

 

 

     

 

 

     


