

	
	
	



Request for Quote (RfQ) for Business Continuity Planning









Contract Title:  Business Continuity Planning
Contract Reference:  CCHA-(2025-2026)-019
Date: 29/10/2025
Submission due date: 26/11/2025
Contract Manager: Rhys Hutchings

Request for Quote from: 
Cardiff Community Housing Association Limited 
Tolven Court Dowlais Road  
Cardiff  
CF24 5LQ 
Reg no: 21667R 
 
Quote for (bidders to populate): 
[NAME] 
[Company name] 
[Company address] 
[Company phone & email address] 
[Date submitted] 
[reg. no xxx] 
 	
Dear Bidder,  
 
I’m writing on behalf of Cardiff Community Housing Association Limited “CCHA” (the “Buyer”) to request a formal quote on providing BCP Policy Enhancement & Playbook Integration .   
 
To procure services for the enhancement of the organization’s Business Continuity Planning (BCP), including the development of detailed playbook activity documents and the review and customization of the overarching BCP document.

1. Term: 
 
The contract will cover provision of consultancy service required commencing in December 2025 for the length of 12 weeks. 
 
2. Requirements 

Scope of works

A. Playbook Activity Documentation

For each BCP playbook activity listed in the current register, the supplier must produce a 1–2-page document that includes:

· Severity Level: Clear classification of the activity’s impact (e.g., Category 1, 2, or 3).
· Involved Personnel: Identification of roles and teams required to respond (e.g., CLT, OMT, Managers, Staff).
· Response Summary: Concise description of the response actions, escalation procedures, and communication plans.
· Dependencies: Systems, services, or external partners involved in the response.
· Review Date: Suggested frequency for review and update of each playbook.

Playbook Activities (This is a guide and may not be the exhaustive list)

	Department
	Activity

	Assets
	Death from a property defect

	Assets & Housing
	Inclement weather

	People
	Insider Threats & Malicious Actions

	Housing
	Open Housing disruption in service

	Housing
	Unexplained Death at a property

	Housing
	Health crisis

	Housing
	Serious ASB/ crime

	Office
	Lockdown/Threat type incident at office

	Housing 
	Issue with Loudoun- emergency issue 

	Housing 
	Support provider- goes under/ gives notice

	Assets
	Legionella outbreak

	Assets
	Commercial lift out of service

	Assets & Housing
	Fire- Major

	Assets & Housing
	Explosion

	Assets & Repairs
	Supply chain disruption 

	Repairs
	Connect system disruption in service

	Repairs/ Housing
	Community unrest e.g. riots

	People
	Resource Unavailability

	People
	Loss of Key People

	IT
	Microsoft programs disruption in service

	IT
	Malware Breach 

	IT
	Cyber Incident

	IT
	Phone System Outage

	IT
	Office WIFI Outage

	IT
	Mobile Phone Outage

	Finance 
	Finance payment system disruption in service

	Finance 
	Finance hack/scam wiping current account 

	Finance 
	Payment of Salaries / Allowances

	Governance
	Data Breach- Major

	Governance
	Data Breach- Intermediate

	All
	War

	Development 
	On site Fire - Major 

	Development 
	Death / serious injury on site 




B. Overarching BCP Document Review

· Review the existing overarching BCP document.
· Modify and tailor the document to reflect the specific operational and structural context of the organization.
· Integrate the newly developed playbook activity documents into the overarching BCP framework.
· Ensure alignment with regulatory requirements, sector best practices, and internal governance standards.
· Provide a version-controlled master document and a summary of changes made.


Deliverables

· Individual playbook activity documents (1–2 pages each) in an editable word format.
· Updated overarching BCP document with embedded or linked playbook activities.
· Summary report outlining methodology, changes, and recommendations for future updates.


Timeline

· Initial draft of BCP document: 4 weeks of contract award.
· Draft playbook documents: within 8 weeks of contract award.
· Final version of all documents: within 12 weeks.

Review meetings: bi-weekly progress updates.


Evaluation Criteria

· Demonstrated experience in BCP development and production of BCP Playbook documentation.
· Understanding housing, asset management, IT, and people-related risks.
· References from similar projects.
 
3. Commercial Response (bidder to populate): 

Please quote for each element of the service.  The price submitted should be the rate required to provide the specific service, as set out in the scope (section1), and excluding VAT.  Note that the budget range for this project is between £5,000 - £10,000 excluding VAT.
 
12 weeks: 
	Item ID 
	Description 
	Quantity 
	Unit Price (excl. VAT) 
	Total cost (excl. VAT) 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	Total cost (excl. VAT) 
	 


 
 
4. RfQ Timetable  
 
The key dates for this Procurement are currently anticipated to be as follows:  
 
	Stage:  
	Date:  
	Initiated by:  
	Submit to:  

	RfQ issued  
	29-Oct-25
	The Buyer  
	All Bidders  

	Deadline for clarification questions  
	19-Nov-25 at 5pm 
	Bidder  
	The Buyer  

	The Buyer publishes answers to the final clarification questions   
	21-Nov-25   
	The Buyer  
	All Bidders  

	Bid deadline  
	26-Nov-25 at 2pm
	Bidder  
	The Buyer  

	Bid evaluation  
	w/c 3-Dec-25
  
	The Buyer  
	N/A  

	Bid moderation  
	w/c 3-Dec-25

	The Buyer  
	N/A  

	Contract award  
	Week commencing 10-Dec-25

	The Buyer  
	The successful bidder(s), now ‘supplier’.  


   
Please send any clarification questions to Sell2Wales postbox by the 19th of November at 17:00.
Please provide your response via Sell2Wales by 21st November at 14:00.  
 
5. Award Criteria 
 
CCHA assesses a proposal based on a combination of Quality/Technical, Social Value and Commercial elements. The Buyer shall award the Contract to the Tenderer which submits the highest scoring response.  
 
Any responses that score 40 or below will automatically be excluded from proceeding to the commercial stage, and therefore the bidder will be eliminated from the procurement process.    
 
The table below shows the evaluation ratio:  
   
	1. Quality  

	#  
	Criteria  
	Weighting  
	Comments  

	1.1  
	Based on the requirements stated above, pick one activity from the playbook list and produce one playbook. 
The example is to be maximum 2 A4 word document, Arial 12pt. 
	30%  
	Word Limit: 1000

	
	1.2
	What is the project team/staff that would be allocated to this contract including their roles and responsibilities. Please also include their relevant expertise for this project.
	15%  
	Word Limit: 500

	
	1.3
	What is your  expertise working for social housing clients 
	15%  
	Word Limit: 250

	







	2. Social Value  

	#  
	Criteria  
	Weighting  
	Comments  

	2.1  
	Please detail what added value your organisation will deliver in relation to CCHA’s Community Benefits commitment to our tenants, residents and communities. What will you offer and how will you monitor and measure this throughout the course of the contract?
Please refer to our Community Benefits Statement. 
	10%  
	Word Limit: 400

	

	3. Price*  

	#  
	Criteria  
	Weighting  
	Comments  

	3.1  
	Please detail the cost for delivering a review of the existing BCP policy and creation of the playbooks and integration of the two documents.
	30%  
	Please populate section 3

	


  
6. Quality/Technical and Social Value Scoring  
 
Responses will be scored in the following manner:  
 
	Capability
	Evidence
	Remark
	Scores

	Bidder is likely to be able to meet the needs of the project.
	Evidence is consistent, comprehensive, compelling, directly relevant to the project in all respects and highly credible (by being substantiated by independent sources where possible.)
	Absolute Confidence
	100

	
	Evidence is sufficient, convincing, and credible.
	Confidence
	80

	Small risk that Bidder will not be able to meet the needs of the project.
	Evidence has minor gaps, or to a small extent is unconvincing, lacks credibility or irrelevant to the project.
	Minor Concerns
	60

	Moderate risk that the Bidder  will not be able to meet the needs of the project.
	Evidence has moderate gaps, is unconvincing.
	Moderate Concerns
	40

	Significant risk that the Bidder  will not be able to meet the needs of the project.
	Evidence has major gaps, is unconvincing, lacks credibility, or irrelevant to the project.
	Major Concerns
	20

	Bidder will not be able to meet the needs of the project.
	No evidence or misleading evidence.
	Not acceptable
	0


  
7. Commercial Scoring 
 
For the pricing element, the total marks available for price shall be 30%. The marks for commercial shall be calculated based on the lowest priced complaint day rate gaining the full % available with the remaining quotes being allocated marks using the following formula (rounded to 2 decimal points):   
	Score =   
	Lowest Tender Price   
	30 % available   

	
	Tender Price   
	


  
8. Terms and Conditions  
 
CCHA will be using their own standard Contractual Terms and Conditions to form the agreement, should the proposed terms not be viable.   
  
CCHA would like to thank your organisation for showing an interest in this requirement and we look forward to receiving your proposal via Sell2Wales by 26th November at 14:00.  
 
 Kind regards,  
 
Monia Lisa Carvalho
Senior Procurement Officer 
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