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Staff Guide and Template for Request for Formal Quotation (‘RFQ’)

This document is for use with purchases that exceed £5,000, below £75,000 and the goods or service are relatively simple to specify and delivery would normally conclude the contract.  Where on-going elements of the requirement (e.g. maintenance or guarantee’s) are needed they should be simple to monitor / measure – if more complex arrangements are required eg formal service Levels, change control procedures etc, then contract terms would have to be changed taking the procurement beyond a ‘simple’ quote.

Instructions for Use

1 Ensure that you have at least 3 candidates selected from whom to invite quotes and one should be from the local District area
.

2 Draw up your timetable including RFQ despatch date, closing date and award date (see point 6 below for return dates).

3 Choices are indicated by text highlighted in yellow (also in the square brackets). Guidance notes are in orange text boxes.

4  Ensure that you include:

· your name and telephone number

· the supplier’s address

· any useful background information and a general description of your requirement

· the date for quotation return.

Consider where to use optional material in square brackets. Make sure that the letter makes sense for your purchase. Take advice on changing it.

5 You will then need to complete the documentation to be attached to the letter:

a) The Specification – include a description of what it is you want done or supplied. This is a key document and it should be clear about what you want and expect from the contractor through the life of the contract.

b) The Contract Terms. The Council’s Standard Terms & Conditions are provided a link in the document and must not be changed in any circumstances without legal advice. If you require more detailed conditions, or specialised contract (such as any of the JCT design and build contracts) you may attach additional pages of special conditions, which are not covered by these Terms and Contract Schedule, or refer to the specific contract that you intend to use. However, you should take advice from Legal Services when doing this.

c) Unless the requirement is very simple with a single ‘ticket’ price, pricing schedules should be attached in the form of a matrix. These should link to your specification and a breakdown is essential to make an effective comparison.

d) Enclose an envelope (optional). Wording to go on label to be affixed to the back of the  envelope:

“Before sealing envelope check that you have enclosed:

· The original Quote Certificate completed and signed.

· The completed Pricing Schedule (where applicable).

· Any other information requested in the letter or specification.

Please ensure that this envelope does not bear any marks, signs or reference which may indicate who the supplier is.”

Do not send out the award and rejection letters at this stage. See the Template award and rejection letters.

6 Despatch the documents, allowing at least four weeks for return of quotes. 

7 Ensure that quote opening is witnessed and the details recorded on a Quote Opening Record.  After quotation opening, evaluate quotes with your relevant Head of Service (or where you are a Head, with a relevant Officer within the team or your line manager). 

8 Complete award and rejection letters.

9 Despatch the award letter with a copy of the Contract. A copy of the Contract must be completed by the contractor prior to placing the order. Once that has been completed, raise an agresso order.

Delete these instructions before despatching the RFQ.
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	Company Address]
[Company Contact Name

Company Name
	This matter is being dealt with by:

	
	

	
	Telephone:
	01353 665555

	
	E-mail:
	

	
	My Ref:
	[Initial & File Reference or Unique reference Number]

	
	Your ref
	[From Supplier/ suppliers named contact]


Date: 

Dear Addressee’s name or company name
Title & Reference Number - Request for Quotation (RFQ) 
The Council is letting a contract for

[Description of the type of goods or service.  This may include:

· Brief background information

· Planned start date

· Likely duration of contract

· Maintenance or other on going nature of the contract

You are invited to quote.  The specification is attached but before submitting any information, please ensure you have read the attached instructions carefully.   

[Any quote 
that is accepted will be awarded to the lowest quote only
.]

[Any quote 
that is accepted will be awarded to the most economically advantageous quote in accordance with the following award criteria in descending order of importance:]
[Insert sub-criteria]

Examples:

· Compliance with the specification

· Cost

· Time of delivery

· Relevant experience / track record

· Any other relevant matter]

[All quotes should be returned in the envelope provided].  The envelope shall be marked:  

RFQ for [INSERT NAME], 

and addressed to 
[Job Title, 

East Cambridgeshire District Council,

The Grange, 

Nutholt Lane, 

Ely

Cambridgeshire, 

CB7 4EE

And shall arrive there by [12:00 (noon)} on [INSERT DATE].

Suppliers shall ensure that their quotation arrives on time. No quotation will be accepted if it is received after any of the other suppliers have been opened.    

Where quotes are delivered by courier or by any method other than by Royal Mail they must be delivered to the Council main reception at The Grange, Nutholt Lane, Ely, Cambridgeshire CB7 4EE during normal working hours (8.30 am to 5.30 pm Monday to Thursday and 8.30 am to 4.30 pm on Friday excluding statutory holidays).  Quotations shall not be handed to any other Council officer or member.  Quotations delivered by hand to any other location will not qualify and will be rejected. 

Quotations shall not be sent and will not be accepted by fax [or e-mail.]
The Council expects to decide award of contract [within (14( days of the closing date 
for submission of quotes] [on the closing date 
for submission of quotes].  

The Council’s Contract Terms are available are attached.  This is the Council’s preferred contractual base for the supply.  Any queries about any terms should be raised and agreed with the Authorised Officer prior to quotation submission.  

All applicants shall be notified of the outcome.  Acceptance of the quotation by the Council shall be in writing.  Suppliers must not undertake work until they have received written notification that they have been awarded the contract, have signed the Contract and are required to start work.  

Yours sincerely

[Name]

[Job Title and Department
]

Enclosures:

Purchaser Specification

Price Schedule

Quote Instructions

Quote Certificate
Purchaser Specification
 /Method Statement
Pricing Schedule

	Costs

	Cost for XXXXXXX
	£

	Cost for XXXXXXX
	£

	Cost for XXXXXXX
	£

	Expand as required
	£

	Total Cost
	£



QUOTE CERTIFICATE

(to be completed by SUPPLIER)

QUOTE FOR THE Provision oF PROJECT NAME GOODS/SERVICES
CONTRACT PERIOD:
 as agreed between the parties hereto

1. We,


(carrying on business) as


(whose registered office is) at


hereby offer to provide the Services described in the quote in accordance with the terms of the Quote at the rates, which we have indicated in the Proposal constituting this Quote.

2. We agree that the insertions by us of any conditions qualifying this Quote or any unauthorised alteration to any of the quote documents shall not affect the Agreement and may cause the Quote to be rejected

3. We agree that this Quote is submitted on the basis that the offer herein contained shall remain in force without variation for a period of three months from receipt of this Quote.

4. If this Quote is accepted by the Council then we undertake to enter into a formal contract in the form of the Agreement prepared at the Council’s expense for the proper and complete fulfilment of the Services

5. We understand that the Council is not bound to accept the lowest or any quote they may receive nor to pay any expense incurred by us in connection with the preparation and submission of this Quote

6. We declare that we are not a party to a cartel involving or including any commercial or other arrangement between individuals and/or corporations which is intended to or organised so as to share or control marketing arrangements or prices

7. We declare that we have not offered to pay or give or agree to pay any sum of money or valuable consideration directly or indirectly to any person nor entered into any agreement or arrangement with any person that he/she shall refrain from quoting or as to the amount of any quote to be submitted

8. We undertake not to disclose the amount of our Quote to any person or body before the date and time for the opening of the quotes except where the disclosure, in confidence, of the approximate amount of the quote is necessary to obtain insurance premium quotations required for the preparation of the quote

9. We agree that we have satisfied ourselves before submitting this Quote as to the correctness and sufficiency of the rates quoted.

10. We agree that unless and until a formal contract is prepared and executed, this Quote together with the Council’s written acceptance thereof shall form a binding contract in the terms of the Agreement (as defined in clause 1 of this Form of Quote)

DATE



COMPANY* (1) Signature:



Name:


Position in Company:



For and on behalf of:






(Print Company's full name and registered number)

NOTE:

i) Where the bidder is a limited company the Quote must be signed on behalf of the company by an authorised officer whose designation must be stated and the address of the registered office of the company must be given.

ii) In the case of a partnership the names of all the partners must be given on a separate sheet and attached to this Form of Quote and must be signed by one of the partners on behalf of the partnership.

iii) Where the bidder is a private firm the Quote must be signed with the firm's name.

Quote Instructions

· This request for quotation does not constitute an offer and the Council does not undertake to accept any quote or offer.  

· The Council reserves the right to accept any part of any quote or offer.  The Council will not reimburse any RFQ costs.

· Suppliers shall not discuss the quote they intend to make other than with professional advisers or joint bidders who need to be consulted.  

· Quotes shall not be canvassed for acceptance or discussed with the media or any other supplier or member or officer of the Council.

· All quotes received shall be unconditional offers.  

· Qualified quotes may be rejected.  The Council’s decision as to whether or not a quote is in an acceptable form will be final.

· [A supplier may submit a modified or alternative quote and the alternative may or may not be considered by the evaluating officer.  
· Any modified or alternative quote must be free of qualifications. Any deviations from the specification and all risks, costs and contingencies must be identified.]
· Suppliers are responsible for all information necessary for the preparation of their quotation.  

· Information supplied to suppliers by the Council’s staff or contained in the Council’s publications is supplied only for general guidance in the preparation of the RFQ.  

· Suppliers must satisfy themselves as to the accuracy of any such information and no responsibility is accepted by the Council for any loss or damage of whatever kind and howsoever caused arising from the use by suppliers of such information.

Example of quote submission envelope:
	Quote Ref No. 123


Head of Legal & Democratic Services

East Cambridgeshire District Council

The Grange, 

Nutholt Lane, 

Ely

Cambridgeshire

CB7 4EE 


· Ensure all necessary documents are enclosed:

· Specification

· Price schedule 

· Quote certificate:
EAST CAMBRIDGESHIRE


DISTRICT COUNCIL


Head of XXXXXXX Services


THE GRANGE, NUTHOLT LANE, ELY


CAMBRIDGESHIRE CB7 4EE


Telephone: Ely (01353) 665555


DX41001   ELY   Fax: (01353) 665240








Instructions.  Text marked with yellow to be substituted with the actual details or deleted (as required).





Strongly recommend using a price matrix:  


Encourages suppliers to breakdown prices and discourages ‘bundling’, which improves transparency and aid comparison..








� For exceptions to this process see Contract Procedure Rules in Part 4 of the Constitution – you should evidence why you are unable to obtain a quote from the local district area.





�PAGE \# "'Page: '#''"  �Page: 1���Include here any useful background information; specific instructions not otherwise covered in the specification or the following points; reference to any drawings; any annexes with statistical information on past and current performance to help the supplier price, etc.


�PAGE \# "'Page: '#''"  �Page: 2���If the contract is to be awarded on basis of LOWEST PRICE ONLY, delete square brackets and the next paragraph.


�PAGE \# "'Page: '#''"  �Page: 2���If, despite the advertisement of the Most Economically Advantageous (MEA) criteria, award is always made to the lowest price, then the criterion ought to be stated to be the lowest price.  If the council chooses to use the MEA criteria, the sub-criteria must be ranked and the evaluation methodology should be determined in advance.  The award criteria must then be applied to all offers.





If the award is made to the lowest price, it may be appropriate to evaluate only the lowest priced supplier initially.  If that supplier meets the specification requirements in full, then the award should be made.  





By contract, if the MEA criterion is used, then all quotes must be evaluated, not just the lowest priced quote.  .


�PAGE \# "'Page: '#''"  �Page: 2���If criteria other than lowest price only (e.g. previous experience, quality, ability to meet specification requirements, etc), delete square brackets and the preceding paragraph.  The award criteria MUST be specified.


�PAGE \# "'Page: '#''"  �Page: 2���Insert the name of the supplier.


�PAGE \# "'Page: '#''"  �Page: 2���Insert the date the quotation is to be returned.


�PAGE \# "'Page: '#''"  �Page: 2���Choose this if you require some time to evaluate the returned quotations.  The number of days may vary and will depend on what resources are available to evaluate the quotation.  


�PAGE \# "'Page: '#''"  �Page: 2���Choose this if evaluation of the quotation is simple.  


�PAGE \# "'Page: '#''"  �Page: 3���Enter your name and job title.


�PAGE \# "'Page: '#''"  �Page: 4���Enter your service or supply requirements here.  You may wish to consider other things like service/supply standards, reporting arrangements, management information requirements, project management, etc.


�PAGE \# "'Page: '#''"  �Page: 4���Enter your service or supply requirements here.  You may wish to consider other things like service/supply standards, reporting arrangements, management information requirements, project management, etc.






