


Instructions to Suppliers

The purpose of this Invitation to Quote (ITQ) is to provide potential suppliers with sufficient information to enable them to compile a comprehensive quote that meets our requirements for the delivery of the goods, services or works described within this ITQ.

Unless required specifically to do so, bidders are not required to submit any other information.  Please note that any additional information supplied by bidders that was not requested will be disregarded.

If you have any queries about this ITQ you should send your query to the Gwynedd Council in section 2.  Any queries should clearly reference the appropriate paragraph or section in the ITQ and, to the extent possible, should be aggregated rather than sent individually.


1. Tender Conditions and Contractual Requirements 

This section sets out Gwynedd Council’s contracting requirements and the general conditions relating to this procurement process.

1.1	Terms and Conditions of contract
1.1.1	Gwynedd Council’s standard terms and conditions of contract are included with this ITQ.  

1.1.2	This ITQ, the terms and conditions of contract and the supplier’s quote will form the basis of the Contract between the successful supplier and Gwynedd Council.

1.1.3	The terms and conditions of the supplier will not apply unless in special circumstances this has been agreed by Gwynedd Council.

1.1.4	In the event that suppliers have any concerns or queries about the Contract, they should submit a request for clarification before submitting their quote.  Any changes to the Contract that become necessary will be notified to all potential suppliers.

1.1.5	Gwynedd Council is under no obligation to consider any requests for clarification about the Contract received after the deadline for submitting your quote.  

1.1.6	Any proposed amendments to terms and conditions received from a potential supplier as part of their quote shall entitle Gwynedd Council to reject that quote and to disqualify that potential supplier from this procurement process.

1.2	Conflict of interest 
1.2.1	Gwynedd Council is required to take appropriate measures to effectively prevent, identify and remedy conflicts of interest to ensure that competition is open and fair, and to ensure equal treatment of suppliers. In order to help us manage any conflicts of interest suppliers are required to declare any conflicts or potential conflicts of interest in relation to this procurement process and the means of resolving it.

1.2.2	Failure to declare any actual or potential conflict and/or failure to address such conflict to the reasonable satisfaction of Gwynedd Council may result in a supplier being disqualified from this procurement process.

1.3	Contracting with ex-employees of Gwynedd Council
1.3.1	Suppliers who are ex-employees of Gwynedd Council or who employ ex-employees of Gwynedd Council are required to declare this as an actual or potential conflict of interest.

1.3.2	Where a conflict of interest or potential conflict of interest is declared, Gwynedd Council will assess whether this conflict is likely to result in a distortion of competition and will take appropriate measures to remedy such conflicts.  

1.3.3	Suppliers will be given the opportunity to demonstrate that their involvement is not capable of distorting competition.  Gwynedd Council will assess the bidder’s representations and consider if a real risk of a conflict or distortion still exists.  In the event that the conflict or potential conflict of interest cannot be remedied Gwynedd Council reserves the right at its absolute discretion to exclude the supplier from the procurement process.

1.4	Confidentiality
1.4.1	All information supplied to the bidder by Gwynedd Council, including this ITQ and all other documents relating to this procurement process, either in writing or orally, must be treated in confidence and not disclosed to any third party (except to the bidders professional advisors, consortium members and/or sub-contractors strictly for the purposes only of helping them to participate in this procurement process and/or prepare their quote) unless the information is already in the public domain or is required to be disclosed under any applicable laws.

1.4.2	Bidders shall not disclose, copy or reproduce any of the information supplied to them as part of this procurement process other than for the purposes of preparing and submitting a quote.  

1.4.3	There must be no publicity by bidders regarding the procurement process or the future award of any contract unless Gwynedd Council has given express written consent to the relevant communication.

1.4.4	This ITQ and its accompanying documents shall remain the property of Gwynedd Council and must be returned on demand.

1.4.5	Gwynedd Council reserves the right to disclose all documents relating to this procurement process, including without limitation the supplier’s quote, to any employee, third party agent, adviser or other third party involved in the procurement in support of, and/or in collaboration with, Gwynedd Council.  By participating in the procurement process, suppliers agree to such disclosure by Gwynedd Council in accordance with such rights reserved by it under this paragraph.

1.5	Freedom of Information
1.5.1	The Freedom of Information Act 2000 (FOIA) and the Environmental Information Regulations 2004 (EIR) apply to Gwynedd Council.   Suppliers should be aware of Gwynedd Council’s obligations and responsibilities under these Regulations to disclose information held by Gwynedd Council.  Information provided by suppliers in connection with this procurement process, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by Gwynedd Council as a result of our obligations, unless Gwynedd Council decides that one of the statutory exemptions under the FOIA or the EOPT applies.

1.5.2	Information may be exempt from disclosure under FOIA where its disclosure would be likely to prejudice the commercial interests of any person but Gwynedd Council can give no assurance as to whether information received from suppliers in connection with this bid would be disclosed in response to a request made under FOIA.

1.5.3	In the event that such a request is received by Gwynedd Council, Gwynedd Council shall, in accordance with its obligations under the Code of Practice made under section 45 FOIA, consult with any party whose interests are likely to be affected by disclosure.   However, Gwynedd Council shall be responsible for determining at its absolute discretion whether any such information is exempt from disclosure in accordance with the provisions of the FOIA or EIR and whether any such information is to be disclosed in response to an information request.

1.6	Costs
1.6.1	Suppliers are responsible for obtaining all information necessary for the preparation of their quotes and for all costs and expenses incurred in preparation of their quotes.

1.6.2	By submitting a quote suppliers accept that they will not be entitled to claim from Gwynedd Council any costs, expenses or liabilities that they may incur in quoting for this requirement irrespective of whether or not their quote is successful.

1.7	Payment and Invoicing
1.7.1	Gwynedd Council will pay correctly addressed and undisputed invoices within 30 days in accordance with the requirements of the contract.  

1.7.2	Suppliers to Gwynedd Council must ensure comparable payment provisions apply to the payment of their sub-contractors and the sub-contractors of their sub-contractors.

1.7.3	All invoices must contain a description of the goods/service supplied and be sent for payment to the Payment Unit Gwynedd Council, Shirehall St, Caernarfon LL55 1SH or by email to: AccountPayable@gwynedd.llyw.cymru

1.7.4	Suppliers must quote a valid Gwynedd Council purchase order number on all invoices.  Invoices that do not quote a valid Gwynedd Council purchase order number will be returned to the supplier.

1.8	Quote Validity
1.8.1	Suppliers’ quotes must remain open for acceptance by Gwynedd Council for a period of no less than 30 days from the date of submission, unless stated otherwise in the specification.  

1.9	Governing Law
1.9.1	The laws of England and Wales (as applied in Wales) and the exclusive jurisdiction of the Courts of England and Wales shall apply to this ITQ and, subject to applicable law, any dispute, including any non-contractual dispute arising therefrom.

1.10	Disqualification
1.10.1	Gwynedd Council shall be entitled to reject a suppliers quote and to disqualify the supplier from this procurement process if they breach these Conditions, if there are any errors, omissions or material adverse changes relating to any information supplied by the bidder at any stage in this procurement process, if any other circumstances set out in this ITQ, and/or in any supporting documents, entitling Gwynedd Council to reject a tender response apply, and/or if the bidder or their appointed advisers attempt:
i.	to inappropriately influence this Procurement Process; 
ii.	to fix or set the price for goods or services; 
iii.	to enter into an arrangement with any other party that such party shall refrain from submitting a quote; 
iv.	to enter into any arrangement with any other party (other than another party that forms part of the bidder’s consortium bid or is the bidder’s proposed sub-contractor) as to the prices submitted;
v.	to collude in any other way; 
vi.	to engage in direct or indirect bribery or canvassing by the bidder or their appointed advisers in relation to this Procurement Process; or 
vii.	to obtain information from any of the employees, agents or advisors of Gwynedd Council concerning this Procurement Process (other than as set out in these Conditions) or from another potential bidder or another quote.
 
1.10.2	By participating in this procurement process the bidder accepts that Gwynedd Council shall have no liability to a disqualified potential bidder in these circumstances.

1.11	Right to cancel or vary the process
1.11.1	By issuing this ITQ, entering into clarification communications with potential bidders or by having any other form of communication with potential bidders, Gwynedd Council is not bound in any way to enter into any contractual or other arrangements with any bidder or potential bidder.  

1.11.2	Gwynedd Council reserves the right to terminate, suspend, amend or vary this procurement process by notice to all potential bidders in writing.

1.11.3	Gwynedd Council will have no liability for any losses, costs or expenses caused to bidders as a result of such termination, suspension, amendment or variation.

1.12	General Requirements	
1.12.1	Prices quoted must be stated in Sterling (GBP) and be exclusive of VAT. 


2. Adherence to Regulatory and Gwynedd Council Policy requirements

This section sets out the Regulatory and policy requirements that Gwynedd Council expects its suppliers to comply with and take into consideration when bidding for work with Gwynedd Council.

2.1	Sustainability
2.1.1	Sustainable procurement takes into account the economic, environmental and social impacts of purchasing.  It allows Gwynedd Council to meet its need for goods and services in a way that achieves value for money and generates benefits not only to the organisation but to society and the economy, whilst also considering the environmental impact.

2.1.2	Gwynedd Council is also committed to working with suppliers in order that they can deliver contracts in the most sustainable way, and expects that suppliers consider sustainability when submitting their quotes.

2.2	Environmental policy
2.2.1	Gwynedd Council’s Environmental Policy sets out the organisation’s commitment to minimise Gwynedd Council’s environmental impact by, amongst other things:
· Reducing the amount of energy, water and resource Gwynedd Council uses
· Minimising the amount of waste that Gwynedd Council generates
· Minimising Gwynedd Council’s use of harmful materials and preventing pollution
· Procuring goods and services from sustainable sources and encouraging Gwynedd Council’s suppliers/contractors to improve their own environmental performance
· Minimising greenhouse gas emissions from all Gwynedd Council operations and activities

2.2.2	All suppliers are encouraged to be aware of Gwynedd Council’s Environmental Policy and demonstrate best environmental practices when supplying goods to or providing services on behalf of Gwynedd Council.  

2.3	Ethical employment practices
2.3.1	Gwynedd Council supports the Welsh Government’s commitment that workers in public sector supply chains are employed ethically and in compliance with both the letter and spirit of UK, EU, and international laws.  

2.3.2	Gwynedd Council will seek to ensure that unlawful and unethical employment practices are eradicated from its supply chains and that all workers at every stage of the supply chain are treated fairly.  We expect our suppliers to ensure that ethical working practices are employed in relation to their own workforce, sub-contractors and supply chains.

2.4	Equality and diversity
2.4.1	Gwynedd Council will always consider equality, diversity and inclusion when conducting procurement activities.  Gwynedd Council requires all its suppliers to meet their duties under the Equality Act 2010 and may ask for evidence that they are aware of and operate in accordance with those requirements. 


2.5	Welsh language standards
2.5.1	Gwynedd Council’s Welsh Language Standards state that contracts, agreements or arrangements with third parties which relate to the provision of services to the public in Wales that would have otherwise been provided by ourselves, will comply with the relevant parts of Gwynedd Councils Welsh Language Standards.  

2.5.2	All Gwynedd Council’s suppliers are encouraged to be aware of its Welsh Language Standards when providing services to the public on behalf of Gwynedd Council.  Further information is available on Gwynedd Council’s website using the following link: Welsh Language Standards and Policy

2.6	Health and Safety
2.6.1	The health, safety and wellbeing of Gwynedd Council’s employees, suppliers/contractors, volunteers, and people who use its resources is of the utmost importance to Gwynedd Council. Gwynedd Council will ensure arrangements are in place so that everyone remains healthy, well and injury free.

2.6.2	Suppliers may be excluded for proven non-compliance with relevant health and safety legislation, or for a poor track record on previous contracts involving health and safety requirements. 

2.7	Data protection
2.7.1	Quotes are submitted on the condition that the appointed supplier will only process personal data (as may be defined under any relevant data protection laws) that it gains access to in performance of this Contract in accordance with Gwynedd Council’s written instructions and will not use such personal data for any other purpose. 

2.7.2	The contracted supplier will undertake to process any personal data on Gwynedd Council’s behalf in accordance with the relevant provisions of any relevant data protection laws and to ensure all consents required under such laws are obtained.  


3. Evaluation of Quotes

Quotes will be evaluated either based on both quality and price criteria; or, where all other factors are equal and price is the only variable, on price only.

3.1	Price Only Evaluation
3.1.1	Price only evaluation will involve a straightforward identification of which is the lowest quote based on the whole-life cost of the product or service.  The contract will be awarded to the supplier who meets the criteria and who has offered the best price.  No additional quality criteria may be taken into account.  

3.1.2	In the event that any prices are expressed by the supplier as being subject to any pricing assumptions, qualifications or indexation not provided for by Gwynedd Council, Gwynedd Council may reject the quote.  

3.1.3	Gwynedd Council may also reject any quote where the price for the goods and/or services is considered by Gwynedd Council to be abnormally low.

3.2	Quality and Price Evaluation
3.2.1	This system evaluates on both quality and price criteria.

3.2.2	Quality is evaluated using the following methodology:

	0
	Fails to provide any information / information totally inadequate.

	1
	Information Incomplete

	2
	Brief information provided but concerns that the company lacks the knowledge or provision for the service delivery.

	3
	Information provided but concerns that the company may lack certain essential requirements to achieve the required standard of service delivery.

	4
	Information provided meets the requirements for delivering the service.

	5
	Information provided excels at meeting the requirements.




· The score allocated for each question will then be multiplied by the relevant weighting for each individual question and divided by 100 to get the weighted score. 

· All the weighted scores for every question are added together to give the overall weighted quality score for each of the quotes.

· Points are then awarded to each overall weighted quality score to reflect the position of each quote against the best quote.  This is done by awarding 100 points to the highest weighted score (the best score).  All the other quotes are then awarded points by taking their weighted score and dividing it by the highest weighted score and multiplying by 100.

· The overall quality ratio (see Part A, section 7) is applied to the quality points by dividing the quality ratio by 100 and multiplying by the quality points awarded.  

3.2.3	In the event that any prices are expressed by the supplier as being subject to any pricing assumptions, qualifications or indexation not provided for by Gwynedd Council, Gwynedd Council may reject the quote.  

3.2.4	Gwynedd Council may also reject any quote where the price for the goods and/or services is considered by Gwynedd Council to be abnormally low.


Invitation to Quote Form

Part A - Contract Details

	1.
	Deadline for Return of Quotes

	1.1
	Completed quotes must be returned by:
	20/02/2026 
One Month
Clarification period until end of week 2
Quotes to be submitted by end of week 4



	2.
	Gwynedd Council Contact Details

	2.1
	Name of Gwynedd Council Contact:
	Elen Jones

	2.2
	Address for correspondence / return of completed quotes:
	Any queries and completed quotes should be returned via the Sell2Wales portal



	3.
	Basic Contract Information

	3.1
	Contract Title:
	Retention Labels – SharePoint Online

	3.2
	Planned start date for contract:
	End of March 2026

	3.3
	Duration of contract 
	One year

	3.4
	Brief background information on what the contract is about and why it is needed (see full specification at section 5 below):

	Apply and implement retention labels within SharePoint Online (E3 license)  to ensure that it complies with Cyngor Gwynedd’s retention schedule
  



	
	4.
	Terms and Conditions of contract

	4.1
	[bookmark: _MON_1634126914]The Council’s terms and conditions will apply to this contract 

	4.2
	Any special terms that will apply to this contract are listed below:

	N/a



	5.
	Description of the requirement

	5.1
	The specification is as follows:  

	Apply and Implement Retention Labels in SharePoint Online to ensure that is complies with Cyngor Gwynedd’s retention schedule.
This includes but not limitied to:-
1. Requirement: Retention Labels
· Gather and define Cyngor Gwynedd’s retention requirements to create retention labels for specific SharePoint Online sites using Microsoft 365 E3 functionality.
· Identify which SharePoint Online sites require retention labels and understand how they store, manage, and use information.
· Ensure all retention labels and policies comply with Microsoft licensing. 
· Ensure all retention labels and policies comply and align with Cyngor Gwynedd’s Retention Schedule.
2. Assess Retention Schedule
· Assess and review Cyngor Gwynedd’s existing retention schedule.
· Identify how classifications, retention periods, triggers, and disposal actions can be implemented within Microsoft 365 retention labels and retention policies.
· Identify gaps, inconsistencies or areas requiring revision to enable accurate implementation in M365.
3. Business Classification Scheme (BCS)
· Review Cyngor Gwynedd’s existing Business Classification Scheme (BCS).
· Provide guidance on applying the BCS within SharePoint
· Advise how the BCS can improve discoverability, consistency, and accuracy of retention label application.
4. Define Roles and Responsibilities
· Define clear responsibilities for Records Management, Information Technology, SharePoint administrators, SharePoint owners and end users.
5. Information Management 
· Define how retention labels and policies should be applied to ensure Cyngor Gwynedd’s information management practices comply with legislation, regulations, internal policies, and business needs.
· Define how retention labels and metadata should be applied in day‑to‑day operations 
· Identify information management risks and propose mitigation (e.g., incorrect classification, under-retention).
6. Plan and Design
· Design retention labels and retention policies using Cyngor Gwynedd’s Retention Schedule and Classification Scheme
· Design a structured set of retention labels grouped by function, activity, and record type
· Recommend improvements to the retention schedule for consistency with digital implementation (e.g., trigger types, disposal rules).
· Develop naming conventions, descriptions, logical grouping, and the structure of retention labels.
7. Create Labels
· Create and configure retention labels within Microsoft 365 Purview (e.g. Name, Description, Retention duration, Retention triggers, Disposition actions)
· Ensure retention labels can be selected and used by specific teams and sites.
8. Test and Apply Labels
· Implement retention labels and retention policies in a test environment.
· Validate that labels behave as expected across document libraries and sites.
· Deploy retention labels and policies to live environments once testing is successfully completed.
9. Disposition Review Actions
· Define how retention expiration should be Managed (Review, Deletion, Archival, Preservation)
· Document the disposition review actions and audit process. 
· Ensure evidence is captured for each decision e.g Item reviewed, reviewer’s name and role, approval for deletion, date and rationale for the decision, action taken.
· Define roles and responsibilities for reviewing and approving disposition decisions.
10. Metadata / Event-Based Retention
· Advise how metadata supports BCS and retention logic. 
· Recommend the use of managed metadata, content types and site columns
· Identify which ares require event based retention.
11. Preservation Hold Library
· Provide guidance on how items are managed within the Preservation Hold Library.
· Best practice for managing the Preservation Hold Library.
· Advise on the governance implications of preservation holds,
· Ensure that Preservation Hold Library behaviour is understood during retention testing and deployment.
12. Train Administrators
· Deliver Microsoft Teams–based training and resources on:
· Creating, configuring, applying, and managing retention labels and policies. 
· Understanding Microsoft Purview Records Management tools and interface. 
· Conducting disposition reviews. 
· Monitoring, reporting, and auditing retention. 
· Managing changes and troubleshooting issues.
13. Training and Workshops for End Users
· Conduct Microsoft Teams training and workshops to support:
· Understanding retention responsibilities and their role in compliance. 
· How to correctly apply and manage retention labels in day‑to‑day work. 
· Use of metadata and BCS-aligned practices 
· Awareness of risks and consequences of incorrect retention.
14. Pilot Scheme
· Lead a pilot across selected teams to test retention label application.
· Test workflows, user understanding, metadata, and retention accuracy.
· Document practical issues, user feedback, and system behaviour.
· Review the Process based on pilot findings.
15. Monitor Compliance
· Establish monitoring and reporting frameworks using M365 audit logs and Purview reporting tools
· Provide an overview of all retention labels within SharePoint sites.
· Identify non-compliance patterns or misapplied retention labels
· Recommend adjustments and improvements to enhance compliance.
16. Change Management for Retention Labels / Policies
· Define and document the process for updating, modifying and revising retention labels and retention policies e.g. Previous label details, Reason for change ,Approval date,Approver role/name. Ensure that there is a record of the request for change.  
17. Documentation
· Produce a final report to document the process, procedures and roles and responsibilities.

	5.2
	Details of the scope and nature of any extension options or review clauses that apply to this contract and the circumstances under which these options/clauses may be used are provded below:

	<provide details of any extension options you may wish to use or any planned reviews that will be conducted as part of the contract (e.g. “the contract may be extended by 4 months to allow for additional related works”; or “there will be a price review after the first year” etc.  Note that if you do not allow for the possibility of extending the contract you will not be allowed to do so beyond 10% of the original contract value)>



Timescale of one year for specific teams within Gwynedd Council


	
	6.
	List of attachments (if applicable)

	6.1
	The attachments relating to this requirement are listed below:

	<If you are attaching other documents to your ITQ as part of the specification (e.g. location maps, technical drawings etc.) insert details here.  Any additional documents should have a title and reference number so that they can be easily identified by the supplier, and so the supplier can check that they have received all the information they need to be able to quote>

Council’s standard terms and conditions






	7.
	Evaluation of Quotes

	7.1
	All quotes must meet the service requirement and evaluation criteria and will then be evaluated on a combination of both Quality and Price.


	7.2
	The overall ratios that will be applied to this invitation to quote are as follows:

	Quality = 
	30%

	Price    = 
	70%






Part B - Supplier’s Quote

	Privacy Notice


	The information on this form will be held and used by Gwynedd Council in accordance with the provisions of the General Data Protection Regulation and all relevant subsequent legislation.   If you have any further queries or concerns, please contact SwyddogDiogeluData@gwynedd.llyw.cymru

For further information on the processing of your personal details please see our Privacy Notice page Council Services Privacy notices





Please complete this section in full.

	8. 
	Contract / Supplier Details
	Evaluation - Pass/Fail

	8.1
	Title of the contract that you are bidding for (see Part A,section 3.1):
	

	8.2
	Reference number of the contract that you are bidding for (see Part A, section 3.2):
	

	8.3
	Full name of your Company:
	

	8.4
	Contact Name for this quote:
	

	8.5
	Mobile / telephone number:
	

	8.6
	Email address for correspondence:
	

	8.7
	Office address for correspondence:
	

	8.8
	VAT Reg number (if applicable):
	

	8.9
	Are you registered under HM Revenue and Customs’ Construction Industry Scheme?
	Yes / No




	9.
	Conflict of Interest Declaration
	Evaluation - Pass/Fail

	9.1
	Are you (if an individual) or any of your directors, partners, shareholders, owners, officers, employees, agents or associates (if an organisation) related or connected to any officer/employee of Gwynedd Council?
	Yes / No

	9.2
	If you have answered Yes to 9.1 please provide details below of your relation or connection (note that if you fail to declare a potential conflict of interest Gwynedd Council may cancel any contract awarded):

	
	

	9.3
	Are you a former employee of Gwynedd Council or do you employ any former employees of Gwynedd Council?
	Yes / No

	9.4
	If you have answered Yes to 9.3 please provide details below including the name(s) of the former employee(s), the role that you/they carried out within Gwynedd Council and the date you/they left Gwynedd Council (note that if you fail to declare a potential conflict of interest Gwynedd Council may cancel any contract awarded:

	
	



	10.
	Terms and Conditions
	Evaluation - Pass/Fail

	10.1
	Do you accept Gwynedd Council’s standard terms and conditions of contract and the special conditions as set out in section 4 of this form?
	Yes / No

	10.2
	If ‘No’ state why below (note that your quote may be rejected if you do not accept Gwynedd Council’s terms):

	
	




	11.
	Insurance Requirements
	Evaluation - Pass/Fail

	11.1
	Please indicate whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:

Note that it is a legal requirement that all Companies hold Employers Liability Insurance of £5 million as a minimum (this requirement is not applicable to Sole Traders). 

You will be required to evidence that you have the appropriate level of insurance in place prior to the start of the contract.

	11.2
	Employers (Compulsory) Liability Insurance = £5 million

	Yes / No

	11.3
	Professional Indemnity Insurance = £1 million

	Yes / No

	11.4
	Public Liability Insurance = £5 million
	Yes / No











	[bookmark: _Hlk23160679]12.
	Quality Criteria




	12.1
	Question 1
	Evaluation - Question 1 – Weighting 5%

	Provide details of the experience of the key personnel who will be involved in delivering this contract.  You should provide a brief outline of their qualifications and experience in working on contracts of a similar nature 

(word count – 500)

	<supplier please insert your response here>



	12.2
	Question 2
	Evaluation - Question 2 – Weighting 15% 

	Provide a methodology for the project showing the main activities required for delivery of brief and for a successful completion.

 (word count – 1000)

	<supplier please insert your response here>



	12.3
	Question 3
	Evaluation - Question 3 – Weighting 10% 

	Provide a programme to demonstrate how you will meet the requirement of the contract in the required timescale (e.g. gantt chart or excel spreadsheet)

	<supplier please insert your response here>








	13.
	Pricing Schedule (ex VAT)


	
Description – 
	 Quantity number of days
	Unit of measure – 
	Price (excluding VAT)- Total Cost 

	
Cost for day rate Consultancy 
	
	One Day
	

	

	
	
	

	Cost for total package
	£

	
	

	Confirm that this quote will remain valid for no less than 30 days from date of returned completed quotes (20/02/2026)  
	Yes / No

	If ‘No’ state the validity period of this quote:
	




	14.
	Declaration
	Evaluation - Pass/Fail

	
I declare that:
· This is a bona fide quote, intended to be competitive, and that I have not fixed or adjusted the amount of the quote by or under or in accordance with any agreement or arrangement with any other party;
· I have not communicated to any other party the amount or approximate amount of the quoted price other than in confidence for the express purpose of obtaining insurances or a bond in connection with this quote;
· I have not offered to pay or give or agreed 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 now or in the future;
· I am not aware of any connection with a member of Gwynedd Council’s personnel which could affect the outcome of the bidding process;
· I understand that the information submitted will be used to assess my organisation’s suitability to be awarded a contract and that Gwynedd Council may reject this quote if there is a failure to provide all the relevant information fully or if I provide false/misleading information;
· In submitting this quote I agree to and accept all of the conditions stated in this ITQ and any supporting documents provided by Gwynedd Council;
· Within the past five years, I or my organisation have not been in breach of obligations related to the payment of tax or social security contributions as established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which I or my organisation is established (if outside the UK);
· Within the past five years, I or my organisation (or any member of my proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control has not been convicted of any of the following offences: 
(a) conspiracy; 
(b) corruption; 
(c) bribery (common law offence);
(d) bribery within the meaning of section 1, 2 or 6 of the Bribery Act 2010, or section 113 of the Representation of the People Act 1983;
(e) fraud, including -
i. cheating the Revenue; 
ii. conspiracy to defraud; 
iii. fraud or theft; 
iv. fraudulent trading; 
v. defrauding the Customs/HMRC; 
vi. an offence in connection with taxation in the European Union; 
vii. destroying, defacing or concealing of documents;
viii. fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or 
ix. the possession of articles for use in frauds, or the making, adapting, supplying or offering to supply articles for use in;
(f) any offence listed-
(i) in section  41 of the Counter Terrorism Act 2008
(ii) in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by paragraph (f)
(h) money laundering;
(i) an offence in connection with the proceeds of criminal conduct;  
(j) an offence under section 4 of the Asylum and Immigration Act 2004; 
(k) an offence under section 59A of the Sexual Offences Act 2003; 
(l) an offence under section 71 of the Coroners and Justice Act 2009;
(m) an offence in connection with the proceeds of drug trafficking.

	Print Name:
	

	On behalf of (organisation/company):
	

	Role in organisation/company:
	

	Date:
	

	Signature:
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