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1.1     INVITATION TO TENDER LETTER
Dear Sir/Madam,
Contract: Supply of Audio Visual Hardware for New Stonehenge Visitor Centre

1
You are invited to submit a Tender in triplicate for the above in accordance with the enclosed Instructions to Tenderers.

Your tender must be received by 12.00 hours on 22nd March 2013 and shall remain open for acceptance for not less than sixty (60) days from such date, or in the event that the aforementioned date is extended, the final date for submission of Tenders.

2.
You are required to complete and return the Form of Tender together with all appendices attached thereto and all other priced or pertinent documents in accordance with the Invitation to Tender. 

3.
The Timetable:

Issue ITT




25 February 2013
Tender Return




22 March 2013 
Shortlist tenders by



5 April 2013
Interview shortlisted contractors


w/c 15 April 2013
Appointment of Contractor


19 April 2013
Off Site Work 




19 April – 27 August 2013


On Site installation window


End August – 19 November 2013
4.
Contract Award Criteria 


Tenders will be assessed on the following criteria: 


Quality
- Contractor’s Proposals 
50%


Price 
- Contractor’s Price 

50%

5.
For additional information about the contract please contact:

Name: Robert Campbell

Address: 29 Queens Square


  Bristol


  BS1 4ND
Tel: 07775003115

e-mail : Robert.Campbell@english-heritage.org.uk

6.
Please ensure that you confirm your intention to submit a tender in the manner 



and by the time described in the Instructions and Information for Tenderers, item 



3.

Yours 


Robert Campbell


Head of Interpretation (Stonehenge)
1.2   
INSTRUCTIONS AND INFORMATION FOR TENDERERS

1.
Tenders must be submitted in accordance with these instructions and the other documents in the invitation to tender documents (together with all other relevant information required to sufficiently describe the tender fully) not later than the time and date stated in the invitation to tender letter.

Tenders must be enclosed in a plain sealed envelope or package.  Please use the enclosed pre-addressed label when sending your tender.  The envelope must bear no external means by which the tenderer may be identified.

2.
Tenderers must check that all the documents listed in the Invitation To Tender documents have been received and are complete in all respects.  No claims will be considered by English Heritage arising out of failure to study the details contained herein or to obtain such information, and no tender shall be conditional upon the availability of labour, equipment, offices or any other facilities required to be provided by the contractor in the performance of the contract.



3.
Tenderers must acknowledge receipt of the invitation to tender to the signatory on the Invitation to Tender letter by 8th March 2012 thereby confirming receipt of the invitation to tender documents and their intention to either submit a tender or decline this invitation to tender.



4.
Tenders received after the date for receipt of tenders set out in the invitation to tender letter or not strictly in accordance with these instructions, may, at the sole discretion of English Heritage, be disregarded and returned.


5.
Tenderers shall bear all their own costs and expenses incurred in the preparation and submission of the tender.



6.
If tenderers have any queries or requests for further information they must be submitted to the signatory on the Invitation to tender letter, in time to enable a considered response, not less than 6 days prior to the date for receipt of tenders. 



7.
No alterations or qualifications to any of the invitation to tender documents shall be made unless they have been notified in writing by English Heritage.



8.
English Heritage does not bind itself to accept the lowest or any tender.



9.
Tenders are to be submitted in triplicate.  Tenderers are to mark the original of the documents 'Original'.  The remaining sets are to be marked 'Copy’. Tenderers should also supply two electronic copies on CD. All design files should be viewable in PDF and CAD if applicable
10.
Tenderers shall treat the invitation to tender documents as confidential and restrict their circulation and distribution to a 'need to know' basis within the tenderer's organisation.  Tenderers shall not disclose their tender in whole or in part to any third party prior to either the award of a contract by English Heritage or receipt of notification that the tender has not been accepted as the case may be.



11.
No tender nor any part of it shall be deemed to have been accepted unless such acceptance shall have been notified to the tenderer in writing by English Heritage.



12.
Tenders shall remain valid for acceptance for a period not less than sixty calendar days from the final date for submission of tenders.



13.
All communications in respect of this invitation to tender must be solely with the signatory on the invitation to tender letter.  Tenderers are cautioned that any other communications whether or not in writing, shall not form part of any contract and may result in your tender being disqualified.



14.
Tenderers are to return, with their tender such planning information and charts as described in the invitation to tender, and (where applicable), this shall be related to the milestones in the Pricing Schedule.  This information shall, when agreed with the Contract Manager, form part of any contract.



15.
Tenderers are to return with their tender proof of qualification for all professional staff they propose to use for the execution of the contract.



16.
It is the tenderer's responsibility to familiarise itself with the work to be performed, contract conditions, location of work, programme and all other matters requiring consideration in order that the tender will be firm and comprehensive. 

17.       Freedom of Information Act 2000  

17.1
Public Authorities are committed to open government and to meeting  their responsibilities under the Freedom of Information Act 2000 and the Environmental Information Regulations 2004.  Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  English Heritage may also decide to include certain information in the publication scheme that we maintain under the Act and the Regulations.

17.2
 If tenderers consider that any of the information included in their tender is commercially sensitive, it should be identified and an explanation given (in broad terms) of what harm may result from disclosure if a request is received and the time period applicable to that sensitivity.  Please use Section 5.7 of this Invitation to Tender for this purpose.



17.3  
Tenderers should be aware that, even if they have indicated that information is commercially sensitive, English Heritage may be required to disclose it under the Act or the Regulations if a request is received.  Please also note that the receipt of any material marked “confidential” or equivalent by the pub



  18. 
Tender Evaluation Criteria   

The criteria detailed in 1.3 are those by which tenders and tenderers will be evaluated (apart from price), leading to an award of contract under the EU Regulations on Public Procurement.  No other criteria will be used in the evaluation process.  It is the tenderer's responsibility to submit with their tender information requested which will enable the evaluation to be carried out fully.  
The selection will not necessarily be based on the lowest priced tender.

1.3
INFORMATION TO BE SUBMITTED BY THE CONSULTANT/CONTRACTOR 
                          (SELECTION/QUALIFICATION CRITERIA) AND TENDER EVALUATION / AWARD CRITERIA
Notes for completion:

Please answer every question. Failure to do so may result in your application being disqualified. If the question does not apply to you please write N/A; if you don’t know the answer please write N/K.

“Authority” means the purchasing organisation that is seeking to award a contract.

“You”/ “Your”, “Contractor” or “Potential Provider” means the business or company which is completing this tender return.

Verification of Information Provided:

However, the purchasing organisation may ask to see supporting documents at a later stage, so it is advisable you ensure they can be made available upon request. You may also be asked to clarify your answers or provide more details about certain issues. 

Sub Contracting Arrangements 

Where a sub-contracting approach is proposed, all information requested should be given in respect of the prime contractor.

Where sub-contractors will play a significant role in the delivery of the services or products under any ensuing contract, please indicate in a separate annex (by inserting the relevant company/organisation name) the composition of the supply chain, indicating which member of the supply chain will be responsible for the elements of the requirement.

It is recognised that arrangements in relation to sub-contracting may be subject to future change.  However, Potential Providers should be aware that where sub-contractors are to play a significant role, any changes to those sub-contracting arrangements may constitute a material change and therefore may affect the ability of the Potential Provider to proceed with the procurement process or to provide the goods and/or services. 

Consortia Arrangements 

If the Potential Provider bidding for a requirement is a consortium, the following information must be provided:

-   full details of the consortium; and

-  the information sought in this ITT in respect of each of the consortium’s constituent members as part of a single composite response.

Potential Providers should provide details of the actual or proposed percentage shareholding of the constituent members within the consortium in a separate Annex.  If a consortium is not proposing to form a corporate entity, full details of alternative proposed arrangements should be provided in the Annex.  However, please note the Authority reserves the right to require a successful consortium to form a single legal entity in accordance with regulation 28 of the Public Contracts Regulations 2006.

The Authority recognises that arrangements in relation to consortia may (within limits) be subject to future change. Potential Providers should therefore respond in the light of the arrangements as currently envisaged. Potential Providers are reminded that any future proposed change in relation to consortia must be notified to the Authority so that it can make a further assessment by applying the selection criteria to the new information provided.

FORM A: Organisation and Contact Details

	Full name of organisation tendering (or of organisation acting as lead contact where a consortium bid is being submitted)


	

	Organisation Details



	Registered office address
	Company or charity registration number
	

	
	VAT registration number
	

	
	Name of immediate parent company
	

	
	Name of ultimate parent company
	

	Type of organisation 


	i) a public limited co.

ii) a limited company

iii) a limited liability partnership

iii) other partnership

iv) sole trader

v) other (please specify)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Contact details

	Contact details for enquiries about this tender

	Name
	Robert Campbell, Head of Interpretation Stonehenge

	Address
	English Heritage

29 Queens Square

Bristol



	Post Code
	BS1 4ND

	Country
	England

	Phone
	07775003115

	Email
	Robert.Campbell@English-Heritage.org.uk


	Consortia and Sub-Contracting


	a) Your organisation is bidding to 

    provide the services required itself

b) Your organisation is bidding in the 

    role of Prime Contractor and intends 

    to use third parties to provide some 

    services

c) The Potential Provider is a  

    consortium
	

	
	a) 
	

	
	b) 
	

	If your answer is (b) or (c) please indicate in a separate annex (by inserting the relevant company/organisation name) the composition of the supply chain, indicating which member of the supply chain (which may include the Potential Provider solely or together with other providers) will be responsible for the elements of the requirement. 



          Tender Evaluation Criteria
                       Respondents should demonstrate their ability to meet the criteria by supplying the following:
	Category 
	Required Response
	Score %

	Technical Capacity
	Completed Healthy and Safety Competency Questionnaire
	Pass/Fail

	
	CVs for the main responsible staff members who will be involved with the project. To include the named representative who will lead the work on site.


	n/a

	
	Details of at least 2 projects. These should display:
· Demonstrable experience of delivering interpretive AV installations in a heritage environment

· Demonstrable experience of work on a project as high profile as the new Stonehenge Visitor Centre

· Demonstrable experience of work on a project of a similar scale as this

The projects should have been completed within the last 5 years. 

It should be possible for the team to visit these projects or check quality and scope with the relevant client team member(s). Please supply contact information to facilitate this.


	25

	Design
	Highlight any issues and risks you see with the project
	N/A

	
	Comment on how you would propose to ensure that the edge blended projectors achieve their edge blend and what re-callibration service you would propose be accounted for. Please also include a reference to this in your response to the maintenance schedule query detailed below.
	N/A

	
	Supply a diagramatic representation of the rack layout
	5

	
	Provide information on how you will work to Green IT best practice principals in general and specific to this job
	5

	Quality 
	Describe the organization and resources to control the quality of the works including the work of subcontractors.

                 Please note whether you hold certification under the BS5750/ISO9000 Quality Assurance 

                 schemes and if so whether this includes BS 5750 parts 1, 2 and 3 (or equivalent), and 

                 provide a copy of the current certification.

                 Please note whether you have a published Quality Management Policy (copy to be submitted 
                 with tenders) and if so at what level is the quality programme initiated.

Identify in the statement the number and type of staff responsible for quality control with details of their qualifications and duties.

	5

	
	Project Approach and programme. To include: 

· Proposals for managing the contract including proposed management structure both on and off site (this should include an organization chart)

· Execution plan describing how the contractor intends to undertake the works

· A detailed bar chart programme showing the sequence and timing of the principal parts of the works and periods for planning and design, clearly indicating critical paths. The programme should detail the pre-site works before commencement of work on site

· An information required schedule

· Information as required in 3.6 of the preliminaries


	5

	
	Quality of Tender Return
· All required items are returned

· Information is clear and easy to understand

· Information is presented well
	5

	Price
	Completion of Pricing Schedule
	50

	
	Invoicing Schedule
	N/A

	
	Detailed explanation of maintenance proposal as o
utlined in the General Scope of Works
	N/A


2.
SCOPE

2.1
Description of Scope
Please see accompanying schedule and drawings:

· 8877-1c AV and IT Hardware Schedule – Stage F- Rev 8
· SEIP AV Hardware General Scope of Works 
2.2 Documents Issued With Tender

Visitor Centre Information

· 6398-MP-A-G100-P-03VC – Site Plan

· 8877 (A) VC 003 – Proposed Visitor Centre Layout

· 8877 (A) VC 004 – AV and IT, Graphic Panel and Display Case Layout

· 8877 (C) VC 001 – Reflected Ceiling Plan
· 8877 (M) VC 004 – Wall Setting Out and Fire Rating Plan

· 8877 (m) VC 005 – Small Power and Data Plan

· 8877 (E) VC 004 – Display Case Details (showing screen location)
· 8877 (E) VC 005 – Landscape Projection Wall Details
· 8877 (E) VC 006 – Meaning Display Details

· 8877 (E) VC 020 – Standing in the Stones Projection Details
N/B – The fixing details for the AV equipment into the ceiling of the interpretive space are still to be agreed with the ceiling provider. 
· 6398-NP-A-G200-P-RCP – North Pod Reflected Ceiling Plan (showing location of education centre)

· 6398-NP-A-G300-A-01a – Education Centre Detailed Plan
· 6398-NP-A-G300-A-01 – Education Centre Elevation (Showing potential location of amp for speaker system)
· 6398-NP-A-G300-A-02 – Education Centre Elevations (showing potential location for retractable projection screen and connections for interactive whiteboard)
· 6398-NP-A-G401-D-03 – Education Centre Elevation (Showing potential location of amp for speaker system)

· 6398-SP-A-G251-E-NE – Members area and concourse area Elevation
· 6398-SP-A-G300-A-01.a – Membership Area Detailed Plan

· 6398-SP-A-G300-A-01 – Membership Area Detailed Elevation
Health and Safety

· Pre-Construction Information and Questionnaire

Programme

· A master Programme

Organisation Chart

· Client side organization chart showing relationship to the AV Hardware Contractor contractor

3.   
CONDITIONS OF CONTRACT 

As per the goods and services framework agreement for the provision of events, exhibitions and technical services incorporating data handling and protective marketing. Lot 10.
Contract Administration (CA) will be provided by Haley Sharpe Design.

	
	
	£
	p

	1
	THE SITE/EXISTING BUILDINGS
	
	

	
	
	
	

	1.1
	THE SITE: 

· The new exhibition area at the new Stonehenge Visitor Centre (Ground Floor)

· The site is within a newly built visitor centre which will not be open to the public during the project
· Other contractors will be on-site during the project
The Employer shall only give the Contractor access to such parts of the site as may be necessary to complete the work.
	
	

	
	
	
	

	1.2
	EXISTING STRUCTURES ON/ADJACENT TO THE SITE: All structures immediately bounding the site and all other buildings within the grounds of the New Visitor Centre are historic land of international importance and the greatest care must be exercised to avoid damage of any nature whatsoever. 

The Contractor should also note and make due allowance in the Tender for any inconvenience or additional costs due to other Contractors that may employed by English Heritage working in other areas in and around the site.
	
	

	
	
	
	

	1.3
	Notwithstanding other more specific clauses, all work must be carried out in such a manner which gives due consideration to the status of the Stonehenge landscape, in terms of it being a place of worship, a symbol of our national heritage and a popular tourist attraction.  The new Visitor Centre is the most high profile heritage project in England. Such considerations will include but will not be limited to the following:
	
	

	
	
	
	

	1.3.1
	The Site must be clean and tidy at all times.  Should the CA request that certain areas are cleared of materials, plant, rubbish or any other item considered by the CA to be unsightly, this should be dealt with by the Contractor within four hours of receiving such a request or formal instruction.
	
	

	
	
	
	

	
	· Stored materials and machinery must be located in as concentrated an area as possible.  Ensure that materials and machinery are stored clear of manhole covers, stopcock pits, hydrant covers and the like.
	
	

	
	
	
	

	
	· Careful consideration must be given to the size, shape and colour of machinery, hoardings and scaffolding etc., in order to prevent unnecessary unsightliness and must be approved by the CA before being delivered to the site.
	
	

	
	
	
	

	
	· All persons engaged by the Contractor on the site must be appropriately dressed and shirts must be worn at all times, shorts are not permitted to be worn inside existing buildings at any time.  Under no circumstances should indecent or distasteful slogans or images be displayed.   Inappropriate behaviour and audible foul language will not be permitted.  In all cases the judgement will be that of the CA.
	
	

	
	
	
	

	
	· No advertising of any kind is to be displayed from or on the scaffolding or site accommodation
	
	

	
	
	
	

	1.3.2
	NOIST, DUST AND INCONVENIENCE during the erection and dismantling of the scaffolding and during the works shall be kept to a minimum and any noisy work shall cease upon notice being given by the CA 
	
	

	
	
	
	

	1.3.3
	WORKING HOURS RESTRICTIONS: 

Work can be carried during normal working hours. This is still to be confirmed but is likely to be Monday – Friday 08:00 – 18:00
	
	

	
	
	
	

	1.4
	ACCESS AND RELATED PROTECTION AND RESTRICTIONS

· Please see the Pre-Construction Information included with the Invite to Tender Documents
· It will be necessary for the contractor to protect the ground and paving from the unloading point at the Visitor Transport departure point to the chosen entrance way to the exhibition area. 
	
	

	
	
	
	

	
	
	
	

	1.5
	LOCATION OF SITE FACILITIES 

Other works will be carried out concurrent with the AV installation. The exact arrangement on site are still to be defined to accommodate these contractors. It is likely that English Heritage will provide shared site welfare facilities for all the contractors.

The contractor should provide with the tender an estimation of the amount of storage area required for materials and tools. It is anticipated that these will all be stored in the exhibition area overnight. The contractor should provide adequate provision to keep all tools and materials safe and secure within the site.


	
	

	
	
	
	

	1.6
	SECURITY: The works must be kept secure at all times against unauthorised access by whatever means. 

English Heritage will take responsibility for securing the site out of working hours. It is hoped that it will be possible to ‘lock down’ the exhibition area of the site each night and that there will be a 24 hours security provision on site. However, it is the contractor’s responsibility to ensure that all tools as easily portable materials are kept safely secured.

	
	

	
	
	
	

	1.7
	FIRE ESCAPE the Contractor shall ensure clear escape routes from the building in the event of an emergency 
	
	

	
	
	
	

	1.8
	PERMITTED WORK The approved works are those shown on the tender drawings and specification. 

Any deviation from the tender drawings or the specification, for whatever reason, must first be discussed with, and subsequently authorised by the CA, who may have to consult with the Employer.
	
	

	
	
	
	

	
	
	
	

	1.9
	EXISTING MAIN/SERVICES: Live electricity cables and other services and the like are to be provided prior to start onsite, any information provided on locations of mains and services is indicative only.  Before starting work, the Contractor shall notify the CA that work will be proceeding and shall establish the positions of all services.  When working in the vicinity of these services the Contractor shall exercise due caution and implement all safety measures, and shall allow for indemnifying the Employer against all claims arising from their failure to comply with the foregoing requirements.
	
	

	
	
	
	

	
	The Contractor shall not interfere with the operation of any existing services without the consent of the Employer.
	
	

	
	If any damage results from the execution of the Works, the Contractor shall immediately:
	
	

	
	(a) Notify the CA
	
	

	
	(b) Make arrangements for the work to be made good without delay to the satisfaction of the Employer.
	
	

	
	The CA may issue instructions or make such other arrangements as the CA deems necessary to repair any essential services damaged during the execution of the Works.  Such arrangements shall not affect any liability to pay for making good.
	
	

	
	
	
	

	1.10
	ACCESS TO THE SITE: 
- Access to the site will be from the A344 at Airman’s Corner

- Pedestrian access is via the pathway from the carpark to the Visitor Centre

- Width, height and weight restriction are still to be established

Before submitting the tender the Contractor is to ascertain weight, height and width restrictions for vehicles travelling from the public road to the working area and any designated storage area etc.  This will include heights and widths, turning circle, diameters and the like and consideration should also be given to differing heights and widths of vehicles depending on loading. The Contractor is to keep the site and approaches clear of debris, mud and the like at all times. Vehicles leaving from and arriving at the site must be clean to the extent that the designated route from the site and to the main public road also remains clean. Any vehicle, which arrives at the new Stonehenge Visitor Centre, which does not comply with this requirement, will not be permitted to enter. Any accidental spillage is to be dealt with within one hour of this occurring and in the case of spillage onto vulnerable surfaces, is to be picked up by hand. The Contractor shall allow at all times for maintaining the vehicular access, emergency services access and access to any other areas.
	
	

	
	
	
	

	1.11
	COMPLIANCE WITH REGULATIONS OF LOCAL AUTHORITIES, STATUTORY AUTHORITIES AND THE EMPLOYER: The Contractor is to allow for compliance with regulations of Local Authorities, Statutory Authorities and the Police applicable to the execution of the Works and is to allow here for any extra costs incurred should any works need to be executed out of normal working hours because of restrictions imposed by them.
	
	

	
	
	
	

	1.12
	PARKING: Car parking is provided in the visitor carpark adjacent to the site
	
	

	
	
	
	

	1.13
	USE OF THE SITE: Do not use the site for any purpose other than carrying out the Works.
	
	

	
	
	
	

	1.14
	SURROUNDING LAND/BUILDING USES: The public will have access to no part of the site
	
	

	
	
	
	

	1.15
	RISKS TO HEALTH AND SAFETY: (See also CDM Pre Construction information)
	
	

	
	Due care and attention must be given to ensure that the health and safety of visitors and residents is not endangered and the Contractor is to use whatever means are necessary to remove all risk of personal injury, including; crowd-proof barriers; adequate signage and the like. The Contractor must ascertain or request and obtain all information they may require, to ensure the safety of all persons and the Works and adjacent structures.  The accuracy and sufficiency of this information is not guaranteed by the Employer or the CA and the Contractor must ascertain for themselves any information he may require to ensure the safety of all persons and the Works.
	
	

	
	
	
	

	1.16
	SITE VISIT: The Contractor shall be deemed to have visited the site (or by other means) before tendering to ascertain the nature of the site, access thereto, character and topography of the ground, the conditions affecting supply of labour and materials and any other matters of a like nature, locations for material storage, compounds, hutting and all local conditions and restrictions likely to affect the execution of the Works, as no claim based upon want of knowledge in these respects will be entertained.
	
	

	
	
	
	

	1.17
	SITE VISIT: shall be made by prior appointment with Robert Campbell
	
	

	
	
	
	

	2
	DESCRIPTION OF THE WORK
	
	

	
	
	
	

	2.1
	PREPARATORY WORK BY OTHERS:

Interpretation:

· The Basebuild Contractor Vinci will have left the site with a level polished concrete floor.
· Vinci will have left a completed ceiling with a delicate finish that will require careful working with
· Vinci will have left the relevant ceiling mounted power
· Vinci will have left cables or draw wires for all associated data in place
· Vinci will have left the relevant access hatches in place in the ceiling of the space where required

South Pod Rack Room

· Vinci will have left the relevant power provision in the rack-room 

· Vinci will have terminated the data cables in the rack room

· There will be one other rack in the rack room
Members Space

· Vinci will have left the relevant power sockets ceiling mounted power
· Vinci will have left cables or draw wires for all associated data in place
Information Wall

· Vinci will have left the relevant ceiling mounted power
· Vinci will have left cables or draw wires for all associated data in place
North Pod Education Space
· The Basebuild Contractor Vinci will have left the site with a level polished concrete floor.
· Vinci will have left a completed ceiling with a delicate finish that will require careful working with
· Vinci will have left the relevant ceiling mounted power
· Vinci will have left cables or draw wires for all associated data in place

	
	

	
	
	
	

	2.2
	THE WORK: As per drawings and specifications found in Section 2.1
	
	

	
	
	
	

	2.3
	CONCURRENT WORKS OR WORKS BY OTHERS EMPLOYED BY ENGLISH HERITAGE
	
	

	
	Please see the Pre-Construction information provided by the CDM Consultant.
	
	

	2.4
	INSPECTION OF THE WORKS: Allow for a joint inspection of the works with the CA before the commencement of any work or the erection of scaffolding and temporary works to ascertain, agree and record the condition of the existing building and its surroundings and for carrying out a further inspection prior to practical completion of the works and again at the end of the rectification period
	
	

	
	
	
	

	2.5
	INSTRUCTIONS only the Contract Administrator is authorised under the terms of this contract to issue instructions to the Contractor. If the Contractor receives what they consider to be an instruction from anyone else they should politely refer them to the Architect/Contract Administrator and not act on any such instruction until confirmed or otherwise by the Architect/Contract Administrator unless it is a matter which directly concerns the safety of people on or near the site
	
	

	
	
	
	

	3
	MAIN CONTRACT TENDERING
	
	

	
	
	
	

	3.1
	SCOPE: These conditions are supplementary to those stated in the Invitation to Tender and on the Form of Tender.
	
	

	
	
	
	

	
	TENDERING PROCEDURE: The Contractor shall check that they have all the tender documentation, for completeness, which is listed on the invitation to tender.  No unauthorised alterations, additions, notes or qualifications are to be made to the Tender documents.  Alterations or qualifications to the Tender Documents made without the written consent of the CA will be ignored and the unamended text adhered to.  All pricing shall be in black ink.  The Contractor shall write NIL or INC (included) against any item for which no payment is required.  No additional monies shall be allowed to the Contractor due to their failure to meet this requirement.
	
	

	
	
	
	

	3.2
	ACCEPTANCE OF TENDER: The Employer and the Employer’s representatives:
	
	

	
	· Offer no guarantee that the lowest or any tender will be recommended for acceptance or accepted.
	
	

	
	· The Employer shall not be liable for any costs, expenses, charges and the like, whatsoever incurred in the preparation of any tender.
	
	

	
	
	
	

	3.3
	PERIOD OF VALIDITY: Tenders must remain open for consideration (unless previously withdrawn) for not less than 90 days from the date fixed for the submission or lodgement of tenders.
	
	

	
	
	
	

	3.4
	PRICING/SUBMISSION OF DOCUMENTS
	
	

	
	
	
	

	3.4.1
	PRICING OF PRELIMINARIES, BILL OF QUANTITIES, PROVISIONAL SUMS AND DAYWORK: It is essential that each item in each section be priced individually in the right hand margin, carried to the Collection at end of each Section and thence to the Main Summary and then to Tender Form.

Alterations and qualifications to the tender documents must not be made without the written consent of the CA.  Tenders containing unauthorised alterations or qualifications may be rejected.  The cost of carrying out obligations or items in the Preliminaries and Bill of Quantities which are not priced will be deemed to have been included elsewhere in the tender and hence the sum carried to and included within the Tender Form.  Unless otherwise indicated it will be assumed that the price against an item is only in respect of that item and that all such items are inclusive of profit The Contract Sum will be a fixed price and all pricing is deemed to allow for any fluctuations in price.
	
	

	
	
	
	

	3.4.3
	QUANTITIES: The items of work are deemed to include everything necessary to complete the Works described.  The Contractor will be deemed to have included for all work shown or described in the tender documents as a whole or clearly apparent as being necessary for the complete and proper execution of the Works.
	
	

	
	
	
	

	3.4.3
	PROVISIONAL SUMS: The Provisional Sums if any included in the Daywork and Provisional Sums section shall be used as directed by the CA or deducted wholly or in part if not required.  The work covered by such Provisional Sums, where practicable, shall be measured and valued at the same and pro-rata rates to those inserted in the Preliminaries and Bills of Quantities.
	
	

	
	
	
	

	3.5
	PROGRAMME: The Contractor's proposed programme as specified in their return or a summary thereof showing the sequence and timing of the principal parts of the works, periods for planning and design, and itemising any work which is excluded must be submitted with the tender.
	
	

	
	
	
	

	3.6
	TENDER STAGE METHOD STATEMENTS must be submitted with the tender describing, with specific reference to the restraints imposed by the Site requirements, how and when the Contractor proposes and undertakes to carry out the following: -
	
	

	
	· Proposals for protecting the existing structures
	
	

	
	· Access for and method of storage, handling and removal of labour, plant, goods and materials to and from site, and within the site, especially when moving from one phase to the next, ensuring minimum disruption 
	
	

	
	· Safe storage of materials and proposals for protection to persons, existing structures and equipment on site.
	
	

	
	· The Contractor should submit method statements which demonstrate a thorough understanding of the processes required to carry out key elements of the project 
	
	

	
	
	
	

	3.7
	HEALTH & SAFETY INFORMATION: A statement must be submitted with the Tender describing the organisation and resources which the Contractor proposes and undertakes to provide to safeguard the health & safety of operatives, including those of Sub-Contractors and of any person who may be affected by the Works, including:
	
	

	
	· A copy of the Contractor's Health & Safety Policy Document, including risk assessment procedures.
	
	

	
	· Accident and illness records for the past three years.
	
	

	
	· Records of previous Health & Safety Executive enforcement action.
	
	

	
	· Records of training and training policy.
	
	

	
	· The number and type of staff responsible for Health & Safety on this project with the details of their qualifications and duties.
	
	

	
	Where such information has been supplied to the Employer within the previous six months, provide details of that submission and either confirm that the information is still valid or provide updated information where appropriate. 
	
	

	
	
	
	

	3.8
	AN OUTLINE CONSTRUCTION PHASE HEALTH AND SAFETY PLAN must be developed and submitted within two weeks of request and is to include the following :-
	
	

	
	· Method Statements related to the hazards identified in the tender documents and /or statements on how the hazards will be addressed and other significant hazards identified by the Contractor.
	
	

	
	· Details of the management structure and responsibilities.
	
	

	
	· Arrangements for issuing Health and Safety directions.
	
	

	
	· Procedures for informing other Contractors and Employees of Health and Safety hazards.
	
	

	
	· Selection procedures for ensuring competency of other Contractors, the self-employed and designers.
	
	

	
	· Procedures for communications between the Project Team, other Contractors and site operatives.
	
	

	
	· Arrangements for co-operation and co-ordination between Contractors.
	
	

	
	· Procedures for managing design work carried out during the construction phase.
	
	

	
	· Procedures for carrying out risk assessment and for managing and controlling the risk.
	
	

	
	· Emergency procedures including fire precautions.
	
	

	
	· Arrangements for ensuring that all accidents, illness and dangerous occurrences are recorded.
	
	

	
	· Arrangements for welfare facilities.
	
	

	
	· Procedures for ensuring that all persons on site have received relevant Health and Safety information and training.
	
	

	
	· Arrangements for consulting with and taking the views of the people on site.
	
	

	
	· Arrangements for preparing site rules and drawing them to the attention of those affected and ensuring their compliance.
	
	

	
	· Arrangements for collecting and collating information for the health and safety file.
	
	

	
	· Monitoring procedures to ensure compliance with site rules, selection and management procedures, health and safety standards and statutory requirements.
	
	

	
	· Review procedures to obtain feedback.
	
	

	
	
	
	

	4.
	SUBLETTING/SUPPLY
	
	

	
	
	
	

	4.1
	CONDITIONS RELATING TO SUB-CONTRACTING OR SUB-SUB CONTRACTING: shall be on the same basis and conditions as this Contract.
	
	

	
	
	
	

	4.2
	DOMESTIC SUB-CONTRACTORS: Submit, a list identifying all Sub-Contractors and the work for which they will be responsible and obtain the consent of the CA in writing. The Contractor is responsible for ensuring that pass application forms for all those required to work on, or visit site are correctly submitted at the appropriate time.
	
	

	
	
	
	

	4.3
	‘LISTED’ DOMESTIC SUBCONTRACTORS: Where work must be carried out by a firm of the Contractor’s choice selected from the lists of firms given then: 

· The selected firm shall be a domestic subcontractor as provided for in the Contract Condition for Sub-letting. 
· The CA may add additional firms to the list at any time prior to the execution of a binding subcontract agreement. 
· The Contractor may, but only with the consent of the CA, add an additional firm to the list and shall submit to the CA evidence of the suitability of such additional firm. 
· Submissions by the Contractor for the addition of an alternative firm must be made, and consent obtained from the CA, before the return of the tender. 
· When any submission for addition of firm is made with the tender the consequences, if any, to the tender price compared to the use of the listed firms are to be made clear or the tender will be treated as qualified. 
· If at any time prior to the execution of a binding subcontract agreement less than the original number of firms named in the list (including any firm added as provided above) are able and willing to carry out the relevant work, the Contractor must notify the CA without delay. 

· Before the start of the design and/or construction work to which the list relates, the Contractor must enter into a binding subcontract agreement and confirm to the CA that this has been done, giving the name of the selected subcontractor.
	
	

	
	
	
	

	5.
	PROVISION, CONTENT AND USE OF DOCUMENTS
	
	

	
	
	
	

	
	DEFINITIONS AND INTERPRETATIONS
	
	

	
	
	
	

	
	DEFINITIONS: The meaning of terms, derived terms and synonyms used in the tender documents is as defined below or in the appropriate British Standard or British Standard glossary.
	
	

	
	
	
	

	
	THE WORKS: The whole of the works envisaged by this Contract.
	
	

	
	
	
	

	
	IN WRITING: When required to advise, notify, inform, instruct, agree, confirm, obtain information, obtain approval or obtain instructions do so in writing.
	
	

	
	
	
	

	
	APPROVAL (and words derived therefrom) means the approval in writing of the CA unless specified otherwise.
	
	

	
	
	
	

	
	SUBMIT (and words derived therefrom) means to the CA unless otherwise instructed.
	
	

	
	
	
	

	
	PRODUCTS: means materials (including naturally occurring materials) and goods (including components, equipment and accessories) intended for permanent incorporation in the Works.
	
	

	
	
	
	

	
	CROSS-REFERENCES TO THE MATERIALS & WORKMANSHIP SPECIFICATION: - The Contractor must, before proceeding, obtain clarification or instructions in relation to any discrepancy or ambiguity which they may discover.  No claim for additional monies during the Construction work will be entertained relating to any ambiguity or discrepancy not brought to the attention of the CA by the Contractor during the tender period. Cross-references to the Specification for a particular material, product or section of work shall be read in conjunction with all other applicable specification clauses. 

Where a numerical cross reference to a specification section, clause, particular type of work, feature, material or product is given on the drawings or in any other document the Contractor must verify its accuracy by checking the remainder of the annotation or item description against terminology used in the referred to section or clause.
	
	

	
	
	
	

	
	SUBSTITUTION OF PRODUCTS: Where substitution of a product different to that specified is permitted before ordering the product inform the CA of the reasons for the substitution.  When requested, submit for verification documentary evidence that the alternative product is equivalent in respect of material, safety, reliability, function, compatibility with adjacent construction, availability of compatible accessories and appearance.  Submit certified English translations of any foreign language documents.
	
	

	
	
	
	

	
	Any proposal for use of an alternative product must also include proposals for substitution of compatible accessory products and variation of details as necessary, with evidence of equivalent durability, function and appearance of the construction as a whole. If such substitution is approved, and before ordering products, provide revised drawings, specification and manufacturer’s guarantees.
	
	

	
	
	
	

	
	EQUIVALENT PRODUCTS: Wherever products are specified by proprietary name and the phrase ‘or equivalent’ is not included, it is to be deemed included.
	
	

	
	
	
	

	
	CURRENCY OF DOCUMENTS: References to standards, type approval certificates, catalogues, codes of practice and the like are to the editions, revisions, versions and amendments current at the date 10 days prior to the return date for tenders. 
	
	

	
	
	
	

	
	References to BSI documents are to the versions and amendments listed in the BSI Standards Catalogue, including updates, current at the date 10 days prior to the return date for tenders.
	
	

	
	
	
	

	
	MANUFACTURER AND REFERENCE: Where used in this combination ‘Manufacturer’ means the firm under whose name the particular product is marketed and ‘Reference’ means the proprietary brand name and/or reference by which the particular product is identified.
	
	

	
	
	
	

	
	SIZES: Unless otherwise stated:
	
	

	
	· Sizes are specified in millimetres
	
	

	
	· Products are specified by their co-ordinating sizes
	
	

	
	1 Cross section dimensions of timber shown on drawings or specified are nominal sizes before required planing.
	
	

	
	
	
	

	
	FIX ONLY: means all labours in unloading, handling, storing and fixing in position, including use of all plant.
	
	

	
	
	
	

	
	SUPPLY AND FIX unless stated otherwise all items given in the schedule of work and/or on the drawings are to be supplied and fixed complete.
	
	

	
	
	
	

	
	PROVIDE or INSTALL has the same meaning as SUPPLY AND FIX
	
	

	
	
	
	

	
	BEST: The word ‘best’ shall be taken in its literal sense, notwithstanding any trade custom to the contrary.
	
	

	
	
	
	

	
	TO MATCH EXISTING: means use products, materials and methods to match closely all visual characteristics and features of the existing work, with joints between existing and new work as inconspicuous as possible, all to approval of appearance.
	
	

	
	
	
	

	
	PIEICE IN: means carry out a small repair in a material to match the existing and make as necessary
	
	

	
	
	
	

	
	DOCUMENTS PROVIDED ON BEHALF OF EMPLOYER
	
	

	
	
	
	

	
	OMISSIONS OR ERRORS in the tender documents shall not vitiate the Contract nor release the Contractor from any of their obligations or liabilities under the Contract.
	
	

	
	
	
	

	
	ADDITIONAL COPIES OF DRAWINGS: Two copies of drawings (not counting any certified copy of the Contract Drawings) will be issued to the Contractor in accordance with the Contract.  Additional copies will be issued on request but may be charged to the Contractor.
	
	

	
	
	
	

	
	ADDITIONAL COPIES OF SPECIFICATION: After execution of the Contract, two copies of the Specification will be issued to the Contractor in accordance with the Contract.  Additional copies will be issued on request, if available, but may be charged to the Contractor.
	
	

	
	
	
	

	
	DIMENSIONS: The accuracy of dimensions scaled from the drawings is not guaranteed.  The Contractor’s attention is particularly drawn to the necessity for all dimensions and levels to be physically checked on site against drawings prior to manufacture or fabrication of components and/or commencement of construction work. Obtain from the CA any dimensions required but not given in figures on the drawings nor calculable from figures on the drawings.  
	
	

	
	
	
	

	
	QUANTITIES: For purposes of ordering products and constructing the Works the accuracy and sufficiency of any stated quantities is not guaranteed, the specification and drawings shall take precedence over stated quantities.
	
	

	
	
	
	

	
	PROCEDURE FOR DEALING WITH DISCREPANCIES (POST CONTRACT): After appointment of the Contractor, in the event of any discrepancy being detected between Drawings and Specification, this shall be immediately brought to the attention of the CA, who shall issue instructions to correct the discrepancy. (See also A20)
	
	

	
	
	
	

	
	THE TENDER DOCUMENTS: All sections of the tender documents must be read in conjunction with Main Contract Preliminaries/General conditions.
	
	

	
	
	
	

	6.
	DOCUMENTS PROVIDED BY CONTRACTOR/SUBCONTRACTORS/SUPPLIERS
	
	

	
	
	
	

	6.1
	PRODUCTION INFORMATION 

Contractor to provide drawings for approval indicating the following.

· Fixing methods for all items
· Rack layout
	
	

	
	
	
	

	
	Submit 

· Submit to CA for comment and make necessary amendments 

· sufficient copies of the final version for distribution by CA to all affected parties
	
	

	
	
	
	

	6.2
	RECORD DRAWINGS: Records of the ‘Final as built Works’ must be completed by the Contractor. (See also A33 &A37)
	
	

	
	
	
	

	6.3
	DRAWINGS: The Contractor shall, during the progress of the work, maintain on site an accurate and up to date record of the installation.  These record drawings, during preparation, shall be available at all times for inspection by the CA.
	
	

	
	
	
	

	
	
	
	

	7

	MANAGEMENT OF THE WORKS
	
	

	
	
	
	

	7.1
	SUPERVISION: The Contractor shall be entirely responsible for the co-ordination, supervision, administration and management of the Works, including all Subcontractors, Suppliers, Local Authority, Statutory Authorities and others.  Arrange and monitor a programme with each Subcontractor, supplier, local authority, statutory undertaker, and others. Obtain and supply information as necessary for co-ordination of the work.
	
	

	
	
	
	

	7.2
	SITE MANAGER: A competent person in charge is to be nominated with the Tender as Site Manager who is to be responsible for the Works both on site and off site for the full duration of the Works and to be kept constantly on the site and exclusively employed on the Works and their duties are to include those of practical organisation, direction and supervision and ensuring the quality of workmanship required by the CA.  The Site Manager shall not be replaced at any time without the express consent of the CA which shall not be unreasonably withheld. The name and CV of the proposed Site Manager must be submitted with the tender
	
	

	7.3
	INSURANCE: Before starting work on site submit documentary evidence and/or policies and receipts for the insurance required by the Contract.
	
	

	
	
	
	

	7.4
	INSURANCE CLAIMS: If any event occurs which may give rise to any claim or proceeding in respect of loss or damage to the Works, or Materials or injury or damage to persons or property arising out of the Works, forthwith give notice in writing to the Employer, the CA and the Insurers.  Indemnify the Employer against any loss which may be caused by failure to give such notice.
	
	

	
	
	
	

	7.5
	PUBLICITY: No photographs may be taken of either the building or the Works and no information relating to the Works may be used or disclosed to any third party without the written permission of the Employer.  The Contractor, Subcontractors and Suppliers must not under any circumstances enter into any dialogue or correspondence of any kind whatsoever with the press, television, radio or any other media body either directly or indirectly.  No information of any kind should be given to any person or persons regarding the project without prior permission from the Employer.  The Contractor, Subcontractors and Suppliers must inform the Employer immediately of any enquiry received from any person or persons regarding the design, the use or any other matter concerning the project, adjacent projects, the surrounding buildings or any land owned by the Employer.
	
	

	
	
	
	

	7.6
	POSTERS: The display of posters, photographs or literature will not be permitted on the site or in the Contractor’s temporary accommodation.  The Contractor will be responsible for ensuring that neither this nor graffiti are allowed to occur on the site or in his temporary accommodation.
	
	

	
	
	
	

	7.7
	PROGRAMME/PROGRESS
	
	

	
	
	
	

	7.7.1
	PROGRAMME: - The programme must show earliest and latest start and finish dates for each activity and identify all critical activities.  It must make allowance for all:
	
	

	
	· Design, production information and proposals provided by the Contractor/Subcontractors/Suppliers, including inspection and checking
	
	

	
	· Planning and mobilisation by the Contractor
	
	

	
	· Sourcing materials, provision of samples and periods allowed for approval by the CA.
	
	

	
	· Hoarding and temporary works erection and removal
	
	

	
	· Work resulting from instructions issued in regard to expenditure of provisional sums
	
	

	
	· Where and to the extent that the programme implications for work which is not so defined are impossible to assess the Contractor should exclude it from his programme and confirm this when submitting the programme.

· Inspection on completion by CA 

· Submit copies to the CA
	
	

	
	
	
	

	7.7.2
	AGREEMENT OF PROGRAMME: Agreement (or lack of agreement) by the CA to the submitted programme will not relieve the Contractor of their responsibility for progress and completion of the Works by the due date.
	
	

	
	
	
	

	7.7.3
	MONITORING: Record progress on a copy of the programme kept on site.  In the event of progress falling behind schedule, causes shall be itemised together with proposals from those directly concerned, specifying precisely how lost time shall be made good in order that completion dates shall not be jeopardised.  In the event of progress running ahead of schedule, the CA should be advised of any earlier completion dates as soon as these become known.
	
	

	
	
	
	

	7.8
	PRE- COMMENCEMENT MEETING: Attend a meeting with the CA and other consultants before works commences to review the project and arrangements. Prepare and submit prior to the meeting a draft mobilisation programme
	
	

	
	
	
	

	7.9
	SITE PROGRESS MEETINGS: Regular progress meetings will be held as considered appropriate by the CA.  Meetings are likely to be held at intervals not exceeding one month during the progress of the works. Ensure availability of accommodation and attend all meetings and inform subcontractors and suppliers when their presence is required.
	
	

	
	
	
	

	7.10
	CONTRACTORS SITE MEETINGS: Hold meetings with appropriate Subcontractors, Suppliers, AV Media companies and others for the proper execution of the Works.
	
	

	
	
	
	

	8
	CONTROL OF COST
	
	

	
	
	
	

	8.1
	EXISTING WORK: The extent and location of renewal of existing work must be agreed with the CA before the work is started.  Remove existing work in ways which will reasonably minimise the amount of removal and renewal.
	
	

	
	
	
	

	8.2
	ESTIMATED COST OF VARIATIONS: If the CA issues details of a proposed instruction with a request for an estimate of cost, submit such an estimate without delay and in any case within 7 days.
	
	

	
	
	
	

	8.3
	MITIGATING EXPENSES: The Contractor shall take all reasonable steps to mitigate the Employers liability when Variations to the Contract occur, including re-programming the Works, sharing plant, provided always that the Contractor shall use his best endeavours to complete the Works within the Contract Period.
	
	

	
	
	
	

	8.4
	MEASUREMENTS: The Contractor must inform the CA and the Quantity Surveyor not less than five working days prior to any work being covered up which may require inspection or measurement.  Failure to do this may lead to work being uncovered and re-instated at the Contractor’s expenses.
	
	

	
	
	
	

	8.5
	MEASUREMENTS: The Employer will not be liable for any costs incurred by the Contractor in measuring variations or in the adjustment of the Contract Sum. Arrange for a representative to attend the Works to take any measurements with the CA or Quantity Surveyor which may be necessary for the adjustment of the Contract Sum. If the Contractor’s representative fails to attend, the CA or Quantity Surveyor representative shall proceed to take measurements and the adjustments to the Contract Sum.  Provide assistance and every appliance necessary for measuring the Works. Whilst it is appreciated that the Contractor should confirm verbal instructions/directions/assistance given by the CA during site visits, for the avoidance of doubt, only confirmation of items which are admitted by the CA and would in any case be a variation to the works will be included in the adjustment of the Contract Sum.  The Contractor will be paid for their skill and expertise in accordance with the contract conditions and their tender and or rates must include for all costs associated with the proper execution of the Works.
	
	

	
	
	
	

	8.6
	RECORDS: The Contractor shall keep accurate records of all work executed which cannot subsequently be measured, and such records shall be submitted to the CA upon completion of each item of work.
	
	

	
	
	
	

	8.7
	SNAGGING AND URGENT DEFECTS: Rectification of defective work during the course of the Contract instructed by the CA is to be attended to immediately. This may include items of finishing which affect the appearance of the building and its contents as well as works affecting the contract programme.  Rectification work relating to any defect must in all cases commence within two working days after receipt of the CA instruction to do so and must be completed within a period to be agreed with the CA prior to commencement of the rectification.  The Contractor must exercise all means at their disposal to complete the work as quickly as possible and the agreed period for completion must reflect this.  If necessary, additional labour should be employed to carry out the remedying of defective work in order that overall progress is not affected.  Should the Contractor fail to commence or complete the work within the stipulated time, the Employer reserves the right to employ others to carry out the work and deduct the cost from money otherwise due to the Contractor.
	
	

	
	
	
	

	8.8
	DAY WORK VOUCHERS Give reasonable notice to the CA of the commencement of any work for which daywork vouchers are to be submitted.  Before being delivered each voucher must be :
	
	

	
	· Referenced to the instruction under which the work is authorised,
	
	

	
	· Signed by the Contractor’s Site Manager as evidence that the operative’s names, the time spent by each, the plant and materials shown are correct.
	
	

	
	
	
	

	8.9
	ADVANCES ON ACCOUNT: Applications submitted by the Contractor shall include details of amounts due under the Contract together with all necessary supporting information, including original invoices, receipts and vouchers for goods or work for Provisional Sums which are included in the application. The Contractor must arrange for Subcontractors to do likewise, as failure to do so at the proper time may cause Subcontractors’ amounts to be reduced or excluded for want of sufficient information.  Failure to provide breakdowns or build-ups of amounts may result in payment being reduced.
	
	

	
	
	
	

	8.10
	MATERIALS OFF SITE Only under rare and exceptional circumstances where approved by the CA will the value of materials off site be included in Interim Certificates.
	
	

	
	
	
	

	8.11
	PAYMENT TO SUBCONTRACTORS: Where the Contractor enters a subcontract with a supplier or contractor for the purpose of performing the Contract, they shall cause a term to be included in such sub-contract which requires payment to be made to the supplier or contractor within a specific period not exceeding 28 days from receipt of a valid invoice, as defined by the sub-contract requirements.
	
	

	
	
	
	

	8.12
	LABOUR AND PLANT RETURNS must be compiled on a weekly basis and submitted to the CA not later than the following week. They must show: -


	
	

	
	· The number and description of craft operatives, labourers and other persons, including those employed by Subcontractors.
	
	

	
	· The number, type and capacity of all mechanical and power operated plant.
	
	

	
	
	
	

	9
	QUALITY STANDARDS/CONTROL
	
	

	
	
	
	

	9.1
	GOOD PRACTICE: Where and to the extent that materials products and workmanship are not fully detailed or specified they are to be of a standard appropriate to the Works and suitable for the functions stated in or reasonably to be inferred from the project documents, and
	
	

	
	
	
	

	9.2
	GENERAL QUALITY OF PRODUCTS

Products to be new unless otherwise specified.

For products specified to a British or European Standard obtain certificates of compliance from manufacturers when requested by CA.
	
	

	
	· Where a choice of manufacturer or source of supply is allowed for any particular product, the whole quantity required to complete the work must be of the same type, manufacture and/or source unless otherwise approved.  Produce written evidence of sources of supply when requested by CA.  The Contractor is not permitted to make a change without the approval of the CA.
	
	

	
	· Ensure that the whole quantity of each product required to complete the work is of consistent kind, size, quality and overall appearance.
	
	

	
	· Where consistency of appearance is desirable ensure consistency of supply from the same source.  Unless otherwise approved do not use different colour batches where they can be seen together.
	
	

	
	· If products are prone to deterioration or have a limited shelf life, order in suitable quantities to a programme and use in appropriate sequence.  Do not use if there are any signs of deterioration, setting or other unsatisfactory condition.
	
	

	
	
	
	

	9.3
	PROPRIETARY PRODUCTS
	
	

	
	· Handle, store, prepare and use or fix each product in accordance with its manufacturer’s current printed or written recommendations/instructions.  Inform CA if these conflict with any other specified requirement.  Submit copies to CA when requested.
	
	

	
	· The Tender will be deemed to be based on the products specified and recommendations on their use as described in the manufacturers’ literature current at the date of the invitation to tender.
	
	

	
	· Obtain confirmation from manufacturers that the products specified and recommendations on their use have not been changed since that time.  Where such change has occurred, inform CA and do not place orders for or use the affected products without further instructions.
	
	

	
	· Where British Board of Agreement certified products are used, comply with the limitations, recommendations and requirements of the relevant valid certificates.
	
	

	
	
	
	

	9.4
	CHECKING COMPLIANCE OR PRODUCTS: Check all delivery tickets, labels, identification marks and, where appropriate, the products themselves to ensure that all products comply with the project documents.  Where different types of any product are specified, check to ensure that the correct type is being used in each location.  In particular check that:
	
	

	
	· The sources, types, qualities, finishes and colours are correct, and match any approved samples.
	
	

	
	· All accessories and fixings which should be supplied with the goods have been supplied.
	
	

	
	· Sizes and dimensions are correct.  Where tolerances of components are critical, measure a sufficient quantity to ensure compliance.
	
	

	
	· The delivered quantities are correct, to ensure that shortages do not cause delay in the work.
	
	

	
	· The products are clean, undamaged and otherwise in good condition.
	
	

	
	· Products that have a limited shelf life are not out of date.
	
	

	
	
	
	

	9.5
	ORDERING AND SUPPLYING MATERIALS As soon as possible after the Contract has been awarded, the Contractor shall submit to the CA, a list of suppliers from whom they propose to purchase materials necessary for the execution of the Works.  Each supplier must be willing to admit the CA to their premises during ordinary working hours for the purpose of obtaining samples of the materials in question.  Alternatively, if required by the CA, the Contractor shall deliver the samples of the materials to the CA’s office.
	
	

	
	
	
	

	9.6
	PROTECTION OF PRODUCTS
	
	

	
	· Prevent over-stressing, distortion and any other type of physical damage.
	
	

	
	· Keep clean and free from contamination.  Prevent staining, chipping, scratching or other disfigurement, particularly of products exposed to view in the finished work.
	
	

	
	· Keep dry and in a suitably low humidity atmosphere to prevent premature setting, moisture movement and similar defects.  Where appropriate store off the ground and allow free air movement around and between stored products.
	
	

	
	· Prevent excessively high or low temperatures and rapid changes of temperature in the products.
	
	

	
	· Protect adequately from rain, damp, frost, sun and other elements as appropriate.  Ensure that products are at a suitable temperature and moisture content at time of use. 
	
	

	
	· Ensure that sheds and covers are of ample size, in good weatherproof condition and well secured.
	
	

	
	· Keep different types and grades of products separately and adequately identified.
	
	

	
	· So far as possible keep products in their original wrappings, packing or containers until immediately before they are used.
	
	

	
	· Wherever possible retain protective wrappings after fixing and until shortly before Completion.
	
	

	
	· Ensure that protective measures are fully compatible with and not prejudicial to the products/materials.
	
	

	
	
	
	

	9.7
	GENERAL QUALITY OF WORKMANSHIP:
	
	

	
	· Operatives must be skilled and experienced for the type and quality of work.
	
	

	
	· Take all necessary precautions to prevent damage to work from frost, rain and other hazards.
	
	

	
	· Inspect the components carefully before fixing and reject any which are defective.
	
	

	
	· Fix or lay securely, accurately and in alignment.
	
	

	
	· Provide suitable, tight packings at screwed and bolted fixing points to take up tolerances and prevent distortion.  Do not over tighten fixings.
	
	

	
	· Adjust location and fixing of components and products so that joints are to be finished with mortar or sealant or otherwise lefts open to view are even and regular.
	
	

	
	· Ensure that all moving parts operate freely.  Do not cut, grind or plane prefinished components and products to remedy binding or poor fit without approval from the CA.
	
	

	
	
	
	

	10
	SAMPLES/APPROVALS
	
	

	
	
	
	

	10.1
	APPROVAL OF PRODUCTS: Where approval of a product is specified the requirement for approval relates to a sample of the product and not to the product as used in the Works.  Submit a sample or other evidence of suitability.  Do not confirm orders or use the product until approval of the sample has been obtained.  Retain approved sample in good, clean condition on site.  Ensure that the product used in the Works matches the approved sample.
	
	

	
	
	
	

	10.2
	SAMPLES OF FINISHED WORK: Where a sample of finished work is specified for approval, the requirement for approval relates to the sample itself (if approval of the finished work as a whole is required this is specified separately).  Obtain approval of the stated characteristic(s) of the sample before proceeding with the Works.  Retain approved sample in good, clean condition on site.  Ensure that the relevant characteristic(s) of the Works match the approved characteristic(s) of the sample.  Remove samples which are not part of the finished Works when no longer required.
	
	

	
	
	
	

	10.3
	APPROVALS: Where and to the extent that products or work are specified to be approved or the CA instructs or requires that they are to be approved, the same must be supplied and executed to comply with all other requirements and in respect of the stated or implied characteristic(s) either:
	
	

	
	· To the express approval of the CA or
	
	

	
	· To match a sample expressly approved by the CA as a standard for the purpose.
	
	

	
	
	
	

	10.4
	APPROVALS: Inspection or any other action by the CA must not be taken as approval of products or work unless the CA so confirms in writing in express terms referring to:
	
	

	
	· Date of inspection
	
	

	
	· Part of the work inspected
	
	

	
	· Respects or characteristic(s) which are approved
	
	

	
	· Extent and purpose of the approval
	
	

	
	· Any associated conditions
	
	

	
	
	
	

	
	
	
	

	11
	SUPERVISION/INSPECTION/DEFECTIVE WORK.
	
	

	
	
	
	

	11.1
	SUPERVISION: In addition to the constant management and supervision of the Works all significant types of work must be under the close control of competent trade supervisors to ensure maintenance of satisfactory quality and progress.
	
	

	
	
	
	

	11.2
	SUPERVISION/INSPECTION: Any inspections carried out by the CA shall not be deemed to be in lieu of proper supervision and quality control at all times by the Contractor’s Site Manager.
	
	

	
	
	
	

	11.3
	OVERTIME WORKING: Whenever overtime is to be worked, give CA not less than 5 working days notice, specifying times, types and locations of work to be done.  Concealed work executed during overtime for which notice has not been given may be required to be opened up for inspection and reinstated at the Contractor’s expense.
	
	

	
	
	
	

	11.4
	OVERTIME: The Contract Sum shall be deemed to include for the extra cost of all overtime that may be necessary to complete the Works within the contract period or for any other reason, except where written instructions have been issued by the CA approving overtime working and accepting responsibility on behalf of the Employer for paying the extra cost.  In circumstances where the extra cost of overtime is accepted as being the Employers responsibility, this will be conditional upon adequate records being promptly submitted (no later than the Friday of the week following that during which the work takes place) for verification to ensure that only authorised overtime is included and to permit extra costs to be monitored
	
	

	
	
	
	

	
	Unless the terms of the authorisation provide otherwise, only the nett difference between overtime and plain time payments made to Craft operatives and Labourers will be reimbursed, Supervisor’s, Timekeepers and other non-manual workers being excluded.  No other payments in respect of overtime working will be made.
	
	

	
	
	
	

	11.5
	DEFECTS IN EXISTING CONSTRUCTION: to be reported to CA without delay.  Obtain instructions before proceeding with work which may:
	
	

	
	· Cover up or otherwise hinder access to the defective construction, or
	
	

	
	· Be rendered abortive by the carrying out of remedial work.
	
	

	
	
	
	

	11.6
	ACCESS FOR INSPECTION: Give CA not less than 10 days’ notice before removing scaffolding or other facilities for access.
	
	

	
	
	
	

	11.7
	ACCESS FOR WORKSHOPS: At all reasonable time, the CA shall have access to the Works and the workshops of the Contractor or Sub-Contractors or other places where work is being prepared or material stored for the work under the Contract.
	
	

	
	
	
	

	11.8
	TIMING OF TESTS AND INSPECTIONS: Agree dates and times of tests and inspections with CA several days in advance, to enable the CA and other affected parties to be present.  On the previous working day to each such test or inspection confirm that the work or sample in question will be ready or, if not ready, agree a new date and time.  The Contractor shall allow for presenting his work for inspection at regular intervals as identified specifically in the Works section.
	
	

	
	
	
	

	11.9
	TEST CERTIFICATES: Submit a copy of each certificate, free of charge, to CA as soon as practicable, and keep copies of all certificates on site.
	
	

	
	
	
	

	11.10
	PROPOSALS FOR RECTIFICATION OF DEFECTIVE WORK/PRODUCTS: As soon as possible after any part(s) of the work or any products are known to be not in accordance with the Contract, or appear that they may not be in accordance, submit proposals to CA for opening up, inspection, testing, making good, adjustment of the Contract Sum, or removal and re-execution. Such proposals may be unacceptable to the CA and he may issue contrary instructions.
	
	

	
	
	
	

	11.11
	MEASURES TO ESTABLISH ACCEPTABILITY: Wherever inspection or testing shows that the work or products are not in accordance with the Contract and measures (e.g. testing, opening up, experimental making good) are taken to help in establishing whether or not the work is acceptable, such measures:
	
	

	
	· will be at the expense of the Contractor, and
	
	

	
	· will not be considered as grounds for extension of time.
	
	

	
	
	
	

	11.12
	QUALITY CONTROL: Establish and maintain procedures to ensure that the Works, including the work of all Sub-Contractors, comply with specified requirements. Maintain full records, keep copies on site for inspection by the CA, and submit copies of particular parts of the records on request. The records must include:
	
	

	
	· Identification of the element, item, batch or lot including location in the Works.
	
	

	
	· The nature and dates of inspections by the Contractor or CA, tests and approvals.
	
	

	
	· The nature and extent of any non- conforming work found.
	
	

	
	· Details of any corrective action.
	
	

	
	
	
	

	12
	WORK AT OR BEFORE COMPLETION
	
	

	
	
	
	

	12.1
	RECORD DRAWINGS: Records of the “as repaired work” must be shown on Drawings submitted in their final form to the CA before practical completion of the Works. The Contractor will be required to provide as repairedrecord drawings in both hard copy and digital format to the CA before practical completion is certified by the CA.
	
	

	
	
	
	

	
	If in the event, upon completion of the works, or it being discovered that the Contractor has failed to comply with this requirement and it becomes necessary for the CA to examine or trace through installed works in order to update his contract drawings to become "as repaired" drawings, then the cost of this work will be time charged and the Contract Sum adjusted accordingly
	
	

	
	
	
	

	12.2
	GENERALLY: 
	
	

	
	· Make good all damage consequent upon the work.
	
	

	
	· Remove all temporary markings, coverings and protective wrappings unless otherwise instructed.
	
	

	
	· Clean the works inside and out including all accessible ducts and voids, remove all splashes, deposits, efflorescence, rubbish and surplus materials consequent upon the execution of the work.
	
	

	
	· Cleaning materials and methods to be as recommended by manufacturers of products being cleaned, and to be such that there is no damage or disfigurement to other materials or construction.
	
	

	
	· Obtain COSHH dated data sheets for all materials used for cleaning and ensure they are used only as recommended by their manufacturer.
	
	

	
	· Touch up minor faults in newly painted/repainted work, carefully matching colour, and brushing out edges.  Repaint badly marked areas back to suitable breaks or junctions.
	
	

	
	· Adjust, ease and lubricate moving parts of new work as necessary to ensure easy and efficient operation, including doors, windows, drawers, ironmongery, appliances, valves and controls.
	
	

	
	
	
	

	12.3
	MAKING GOOD DEFECTS: Make arrangements with the CA and give reasonable notice of the precise dates for access to the various parts of the Works for purposes of making good defects.  Inform the CA when remedial works to the various parts of the Works are completed.
	
	

	
	
	
	

	13.
	SECURITY/SAFETY/PROTECTION
	
	

	
	
	
	

	13.1
	DESIGNER RISK AND HAZARD ASSESSMENTS: see CDM Coordinator’s Project Information Document.
	
	

	
	
	
	

	13.2
	THE CONSTRUCTION PHASE HEALTH AND SAFETY PLAN must be submitted to the CA and CDM Coordinator not less than 60 days before the proposed date for start of construction work. Do not start construction work until the CDM Coordinator has confirmed in writing that the Construction Phase Health and Safety Plan includes the requirements by CDM Regulations 2007.
	
	

	
	
	
	

	13.4
	APPROVED CODES OF PRACTICE: Comply with the following:
	
	

	
	· Management of health and safety at work
	
	

	
	· Managing construction for health and safety
	
	

	
	
	
	

	13.5
	SECURITY: The Contractor shall be entirely responsible for safeguarding the Works, products, materials, plant, and any existing buildings affected by the Works from damage and theft.  Take all reasonable precautions to prevent unauthorised access to the site, the Works and adjoining property.  All temporary openings in the external perimeter of the site shall be closed at all times when the Contractor is not present.  The closing shall be made in stout material approved by the CA, with all fixings from the inside faces.  Allow for all costs in connection with site security. 
	
	

	
	
	
	

	13.6
	SECURITY: The Contractor shall treat everything contained in this Contract as confidential and shall not allow any data, drawings, specifications, photographs and the like (hereinafter referred to as confidential information) to be published, copied, given or disclosed to persons not directly connected with the Works, without the written consent of the Employer. 

The Contractor shall:

· ensure all staff and operatives employed to carry out the Works have been vetted, recruited and employed in a manner designed to ensure such security.

· provide training to all staff and operatives employed to carry out the Works in the handling and dissemination of confidential information

· not store, copy, disclose or use information provided by the Employer or the CA except as necessary for the performance of its obligations in carrying out the Works.

· ensure that all confidential information is held, stored, processed, backed up and communicated in  such a way as to maintain its security without corruption or loss. 

· restore at the Contractor’s expense any confidential information if corrupted or lost due to the Contractor’s negligence.

· ensure confidential information is only used, stored and communicated in accordance with instructions from the Employer or the CA.

· use the latest versions of anti virus software from an industry accepted anti virus software vendor to check and delete malicious software


	
	

	
	
	
	

	14.
	FREEDOM OF INFORMATION The Contractor is deemed to have acknowledged that the Employer is subject to the requirements of the Code of Practice on Government Information, Free of Information Act and the Environmental Information Regulations and shall assist and cooperate with the Employer to enable the Employer to comply with its information disclosure obligations.

The Contractor shall and shall procure that all subcontractors shall:

· transfer to the Employer all requests for information that it receives as soon as practicable and in any event within two working days of receiving such a request.

· provide the Employer with a copy of all information in its possession or power in the form that the Employer requires within five working days of the Employer’s request.

· provide all necessary assistance as reasonably requested by the Employer to enable the Employer to respond to the request for information within the time for compliance sect out in section 10 of the Free of Information Act or regulation 5 of the Environmental Information Regulations.

The Employer shall determine in its absolute discretion whether information is exempt from disclosure in accordance with the provisions of the Code of Practice on Government Information, Free of Information Act and the Environmental Information Regulations.

In no circumstances shall the Contractor respond directly to a request for information unless expressly authorised to do so by the Employer

The Employer may be obliged under the Free of Information Act or the Environmental Information Regulations to disclose information concerning the Contractor or the Works:

· in certain circumstances without consulting the Contractor

· following consultation with the Contractor and having taken their views into account
	
	

	
	
	
	

	15
	EMPLOYER’S REPRESENTATIVE’S SITE VISITS: Inform the CA in advance of all safety provisions and procedures (including those relating to materials which may be deleterious) which will require the compliance of the Employer and its representatives when visiting the site.  Provide protective clothing and/or equipment for the Employer and their representatives as appropriate.
	
	

	
	
	
	

	16

	PROTECT AGAINST THE FOLLOWING:
	
	

	16.1
	NUISANCE: All work shall be carried out to avoid a nuisance of any type being caused to the occupants of the buildings and all adjoining premises, and damage of clothing or personal belongings of staff working therein, or members of the Public.  The Contractor will be held solely responsible for ensuring that no nuisance arises and, if such nuisance shall arise through neglect of proper precautions, they shall indemnify the Employer against all or any claims which may be made in this respect.
	
	

	
	
	
	

	16.2
	FIRE: There will be no Hot Work whatsoever on the site, unless prior written approval has been obtained from the CA and Hot Work complies with the Employer’s requirements 
	
	

	
	
	
	

	16.3
	FIRE: For those operations which have been approved by the CA, the Contractor shall provide a trained firewatcher to be in attendance during all Hot Work operations. 
	
	

	
	
	
	

	16.4
	FIRE: Smoking will not be permitted on the site of the Works, adjacent areas or anywhere in the precincts of the site.  The CA will require the Contractor to immediately cease to employ in connection with the Contract any person found smoking in these areas.
	
	

	
	
	
	

	
	WATER: Prevent damage to existing retained fabric and new Works.
	
	

	
	
	
	

	
	WASTE:
	
	

	
	· Remove rubbish, debris, surplus material and spoil on a daily basis and keep the site and Works clean and tidy.  Removal should be co-ordinated with deliveries, when possible, to reduce overall vehicular traffic flow.
	
	

	
	· All rubbish is to be bagged before being removed.  
	
	

	
	· No skips will be allowed on site at any time. 
	
	

	
	· Remove all rubbish, dirt and residues from voids and cavities in the construction before closing in.
	
	

	
	· Ensure that unwanted non-hazardous material, spoil and rubbish is disposed of at a tip approved by a Waste Regulation Authority. Waste capable of being re-cycled should be disposed off through an approved recycling scheme.
	
	

	
	· Remove all surplus hazardous materials and their containers regularly for disposal off site in a safe and competent manner as approved by a Waste Regulation Authority and in accordance with relevant regulations.
	
	

	
	· Retain waste transfer documentation on site.
	
	

	
	
	
	

	17
	PROTECT THE FOLLOWING:
	
	

	
	
	
	

	17.1
	WORK IN ALL SECTIONS: Adequately protect all types of work and all parts of the Works, including work carried out by others, throughout the contract period.  Wherever work is of an especially vulnerable nature or is exposed to abnormal risk provide special protection to ensure that damage does not occur.
	
	

	
	
	
	

	17.2
	EXISTING SERVICES: 
	
	

	
	· Notify all service authorities and the Employer of the proposed works not less than one week before commencing site operations.
	
	

	
	· Before starting work check positions of mains/existing services. Where positions are not shown on drawings obtain relevant details from service authorities or other owners.
	
	

	
	· Observe service authority's recommendations for work adjacent to existing services.
	
	

	
	· Adequately protect, and prevent damage to all services. Do not interfere with their operation without consent of the service authorities or other owners.
	
	

	
	· If any damage to services results from the execution of the Works, notify the CA and appropriate service authority without delay. Make arrangements for the work to be made good without delay to the satisfaction of the service authority or other owner as appropriate. Any measures taken by the CA to deal with an emergency will not affect the extent of the Contractor's liability.
	
	

	
	· Replace any marker tapes or protective covers disturbed during site operations to the service authority's recommendations.
	
	

	
	
	
	

	17.3
	ROADS AND FOOTPATHS: Adequately maintain all roads and footpaths within and adjacent to the site and keep clear of mud and debris.  Any damage to roads and footpaths caused by site traffic or otherwise consequent upon the Works must be made good to the satisfaction of the CA.  Bear any costs arising.
	
	

	
	
	
	

	17.4
	EXISTING FEATURES: Prevent damage to existing buildings, fences, gates, walls, roads, paved areas and other site features which are to remain in position during the execution of the Works.  The Contractor shall take all reasonable precautions to prevent any damage whatsoever to adjoining property and shall make good any damage caused at their own expense.  Protective coverings must be used to protect historic surfaces from any damage or contamination whatsoever including damage from weather and water.  Attention is drawn to the fact that any unspecified or unsanctioned alteration to the building could be a criminal offence.
In particular, the ceiling in both pods and the Zinc information wall backing are particularly vulnerable.
	
	

	
	
	
	

	17.5
	EXISTING WORK: Prevent damage to existing property undergoing alteration or extension and make good to match existing any defects so caused.  Remove existing work the minimum necessary and with care to reduce the amount of making good to a minimum.
	
	

	
	
	
	

	17.6
	BUILDING INTERIORS: Protect building interiors exposed to weather during the course of work with temporary enclosures, to be approved by the CA, of sufficient size to permit execution of work and which will remain weather tight in severe weather.
	
	

	
	
	
	

	17.7
	EXISTING STRUCTURES: Accept responsibility for the stability and structural integrity of the Works during the contract period, support as necessary and prevent overloading. The Contractor is entirely responsible for providing and maintaining during the execution of the Works all incidental shoring, strutting and other supports as may be necessary to preserve the stability of the adjacent existing structures on the site or adjoining, that may be endangered or affected by the Works.
	
	

	
	· Support existing structure as necessary.
	
	

	
	· The Contractor shall advise the CA, before commencement of the Works, of his proposals for temporary supports and sequence of the Works.  These proposals shall be supported by design calculations.
	
	

	
	· Do not remove supports until new work is strong enough to support the existing structure. Prevent overstressing of completed work when removing supports.
	
	

	
	
	
	

	18
	SPECIFIC LIMITATIONS ON METHOD/SEQUENCE/TIMING 


	
	

	
	
	
	

	18.1
	LOCATIONS: The Contractor shall not use the site for any other purpose than carrying out of this Contract and shall obtain the approval of the CA for the temporary works, accommodation and welfare facilities and services, materials plant machinery and the like which are necessary for the execution of the Works. 
	
	

	
	
	
	

	18.2
	MAINTAIN: Alter, adapt and move temporary works and services as necessary.  Remove when no longer required and make good.
	
	

	
	
	
	

	18.3
	ACCOMMODATION
	
	

	
	
	
	

	18.4
	ROOM FOR MEETINGS: To be agreed with the principal contractor at a later date
	
	

	
	
	
	

	18.5
	CONTRACTORS SANITARY ACCOMMODATION: N/A 
	
	

	
	
	
	

	
	
	
	

	18.6
	NAME BOARDS/ADVERTISEMENTS: No name boards are to be erected and under no circumstances is the Contractor to display their own or any other party’s company name or logo at or near the site without the specific prior approval of the CA.
	
	

	
	
	
	

	18.7
	LIGHTING Provide temporary lighting as necessary for carrying out and inspecting the Works.
	
	

	
	
	
	

	18.8
	LIGHTING AND POWER: Electricity supply may be taken from the existing supplies provided it is available.  The availability, supply specification and location will be established at the time of the pre-tender site visit, when the Tenderer must indicate the electricity requirements for the site.  Make temporary connections and disconnections and provide all necessary distribution around the site and allow for any additional power requirements and for all associated costs.  The Employer will not be held responsible for the effects of any power failure or restriction in supply.
	
	

	
	
	
	

	18.9
	TELEPHONES: The Employer will not provide telephone facilities. The Contractor shall provide and meet the cost of telephone equipment and calls including email equipment and costs
	
	

	
	
	
	

	18.10
	CRANES, HOISTS ANDLIFTING DEVICES: Provide and maintain all necessary cranes, hoists and lifting devices for the proper execution of the Works.  Approval must be sought from the CA with regard to size, shape and position of cranes and hoists and at least three working days notice must be given to the CA before delivery to site.
	
	

	
	
	
	

	18.11
	TRANSPORT: Provide and maintain all necessary transport for the proper execution of the Works.
	
	

	
	
	
	

	18.12
	MECHANICAL PLANT: Provide and maintain all mechanical plant for the proper execution of the Works.
	
	

	
	
	
	

	18.13
	SUPPORT SCAFFOLDING AND PROPPING: Provide and maintain all necessary support scaffolding for the proper execution of the Works.  Alter, shift and adapt as necessary, clear away and make good on completion.
	
	

	
	
	
	

	18.14
	HOARDINGS, FANS, PROTECTION AND FENCING: Provide and maintain all necessary support scaffolding, hoardings, fans, propping, protection and fencing for the proper execution of the Works.  Alter, shift and adapt as necessary, regularly maintain appearance, clear away and make good on completion.
	
	

	
	
	
	

	19
	OPERATION/MAINTENANCE OF THE FINISHED BUILDING:
	
	

	
	
	
	

	19.1
	MAINTENANCE MANUAL: The Maintenance Manual (incorporating the Health and Safety File and subtitled accordingly) is to be a comprehensive information source and guide for the Employer and end users. It should provide a complete record of the materials used and understanding of the building/structure and its systems and enable it to be operated and maintained efficiently and safely.  The Contractor is required to:
	
	

	
	· Obtain or prepare all relevant information to be included in the Manual.
	
	

	
	· Submit a complete draft, to the CA for comment, not less than 2 weeks before the agreed date for submission of final copies, amend and obtain CA approval.
	
	

	
	· Do not proceed with production of the final copies of the Manual until authorised to do so by the CA,
	
	

	
	· Submit to the CA, on or before the agreed date for submission of final copies, 2 hard copies and 1 electronic copy of the Final Approved Maintenance Manual before the Practical Completion of the Works is certified by the CA.
	
	

	
	· Final payment will not be granted until the O&M manual has been provided to the satisfaction of CA and Client and CDM Coordinator
	
	

	
	· Details of construction methods and materials which may present significant residual hazards with respect to cleaning, maintenance, repair, renovation or demolition for all Contractor designed and performance specified work.
	
	

	
	· Details of key structural principles including safe working loads and general maintenance instructions including access provision, information about equipment for cleaning and maintaining the building fabric of all Contractor designed and performance specified work.
	
	

	
	· A full description of each of the building services systems installed written to ensure that the Employer's staff fully understand the scope and facilities provided.
	
	

	
	· Instructions for operation, maintenance, dismantling and removal of all equipment and systems installed.
	
	

	
	· Access requirements and or restrictions.
	
	

	
	· Copies of manufacturers current technical literature and dated data sheets for all materials, plant and equipment selected by the Contractor.  The Contractor must supply COSHH assessments for all materials used.
	
	

	
	· General maintenance instructions for all items of Contractor designed or performance specified work.
	
	

	
	· As-built drawings recording details of construction for all Contractor designed and performance specified work.
	
	

	
	
	
	

	
	
	
	

	
	CONTRACTOR’S GENERAL COST ITEMS: MANAGEMENT AND STAFF
	
	

	
	
	
	

	
	MANAGEMENT AND STAFF
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	CONTRACTOR’S GENERAL COST ITEMS: SITE ACCOMMODATION:


	
	

	
	
	
	

	
	SITE ACCOMMODATION AND WELFARE FACILITIES
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	CONTRACTOR’S GENERAL COST ITEMS: SERVICES AND FACILITIES:

For details of site accommodation required or made/not made available by the Employer see Section A36.
	
	

	
	
	
	

	
	POWER
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	LIGHTING
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	FUELS
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	WATER
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	TELEPHONE & ADMINISTRATION
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	SAFETY, HEALTH AND WELFARE
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	STORAGE OF MATERIALS (see A33/150)
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	RUBBISH DISPOSAL (see A34/290A)
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	CLEANING (SEE A33/610)

	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	DRYING OUT 
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	PROTECTION OF WORK IN ALL SECTIONS
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	SECURITY
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	MAINTAIN PUBLIC AND PRIVATE ROADS
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	SMALL TOOLS AND PLANT
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	ADDITIONAL SERVICES AND FACILITIES ITEMS

Insert below further cost items as may be required
	
	

	
	Additional item                                                                                               Fixed 
	
	

	
	Time related
	
	

	
	
	
	

	
	Additional item                                                                                               Fixed 
	
	

	
	Time related
	
	

	
	
	
	

	
	CONTRACTOR’S GENERAL COST ITEMS: MECHANICAL PLANT 

For details of services and facilities required or made/not made available by the Employer see Section A36.
	
	

	
	
	
	

	
	CRANES
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	HOISTS
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	PERSONNEL TRANSPORT

	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	TRANSPORT
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	ADDITIONAL MECHANICAL PLANT ITEMS



Insert below further costs items as may be required:
	
	

	
	Additional item                                                                                               Fixed 
	
	

	
	Time related
	
	

	
	
	
	

	
	Additional item                                                                                               Fixed 
	
	

	
	Time related
	
	

	
	
	
	

	
	CONTRACTOR’S GENERAL COST ITEMS: TEMPORARY WORKS

For details of services and facilities required or made/not made available by the Employer see Section A36.
	
	

	
	
	
	

	
	TEMPORARY WALKWAYS
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	ACCESS SCAFFOLDING
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	SUPPORT SCAFFOLDING AND PROPPING
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	HOARDINGS, FANS, PROTECTION, ETC
	
	

	
	Fixed
	
	

	
	Time related
	
	

	
	
	
	

	
	ADDITIONAL TEMPORARY WORKS ITEMS:

Insert below further cost items as may be required.
	
	

	
	Additional item                                                                                               Fixed 
	
	

	
	Time related
	
	

	
	
	
	

	
	WORK/PRODUCTS BY/ON BEHALF OF THE EMPLOYER:
	
	

	
	
	
	

	
	WORKS carried out by or on behalf of the Employer: 
	
	

	
	
	
	

	
	· Archaeological recording 
	
	

	
	· Allow for attendance additional to the reasonable facilities required by the Conditions of Contract:
	
	

	
	
	
	

	
	PROVISIONAL WORK/ ITEMS
	
	

	
	
	
	

	
	PROVISIONAL SUMS: N/A
	
	

	
	
	
	

	
	DAY WORKS:
	
	

	
	
	
	

	
	DAY WORKS: N/A
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4   
FORM OF TENDER/PRICING SCHEDULE

4.1
Form of Tender
Date:

TO:

Dear 

1.
We hereby offer to undertake to provide the SERVICES/SUPPLY in accordance with:‑

a) The Invitation to Tender Documents, including the Conditions of Contract for the Services Framework Agreement for the Provision of Events, Exhibitions and Technical Services Incorporating Data Handling and Protective Marketing

b)
Our Tender and your acceptance thereof.

c)
Any amendments to any of the aforementioned documents notified in writing by English Heritage (refs.              )

d)
This Form of Tender and appendices

e)
Section 2 of the Invitation to Tender (Scope).

 
f)
Our Freedom of Information Act Statement 

For the Rates/Prices as stated in the Pricing Schedule, or such Rates and Prices as may be determined in accordance with the contract.

2.
We agree to abide by this Tender for the validity period of sixty (60) days from the final date for submission of Tenders and that it will remain binding upon us and may be accepted at any time before the expiration of that period.

3.
Unless and until a formal agreement is prepared and executed, this Tender, together with your written acceptance thereof, shall constitute a binding contract between us and shall be deemed for all purposes to be the Contract Agreement.

4.
We understand that you are not bound to accept the lowest or any 

Tender you may receive and that you will not defray any monies expended by us in tendering or negotiation of any contract.

5.
We confirm that the contents of our Tender have not been agreed or arranged with any prospective competitor or trade association and will not be communicated to any third party.

DATED THIS ...............DAY OF ................... 20.....

SIGNED.....................................................................

STATUS.................................................................... 

ON BEHALF OF.......................................................

ADDRESS.................................................................

....................................................................................

TEL NO................................................................

EMAIL ……………………………………………………

4.2 Pricing Schedule

Please complete the attached Excel document pricing schedule:

Please then complete the below:
SUMMARY OF COST


TENDER 

	
	
	£
	p

	Part 2
	SPECIFICATIONS AND DRAWINGS 


	
	

	Part 3 
	PRELIMINARIES


	
	

	Part 4
	MAINTENANCE AGREEMENT
	
	

	
	Total Carried to Form of Tender 

 
	
	


5.
Information

Information to be supplied by tenderer.  Please insert here or enclose separately, indicating here that you have done this.  

	5.1
	Tenderer’s  Banking Details


	1. Name and address of your Bank

2. Other details for BACS payments

     Account Name:

     Account Number:

     Sort Code:



	5.2
	Site Facilities Required to be provided by English Heritage

Subject to tenderer’s responsibilities stated elsewhere in the invitation to tender documents, please list such facilities (e.g. required area of working space, storage space, computer hardware or software, parking space etc) which would be required to be provided by English Heritage for the proper execution of the works or services


	

	5.3
	Documents to be returned with Tender (checklist)


	1. Form of Tender
2. Freedom of Information Statement 
3. Statement of Non Collusion
4. Pricing Schedule
5. Complete Forms A
6. Information requested under “Tender Evaluation Criteria”
7. Signed General Scope of Works



Signed …………………………….…… Name………………………………………….

for and on behalf of……………………………………………………………………….

date………………………………………………..

5.4
Freedom of Information Statement

I confirm that I have read and understood paragraph 17 of the Instructions and Information for Tenderers (Section 1.3).

I would like the following parts of my tender / proposal to be considered as commercially sensitive information:    (Please list clearly)

Disclosure of this information may be detrimental to the conduct of my company’s business activities for the following reason:

I require this information to be considered as confidential for …………….years.

I understand that English Heritage may have to release this information if required to do so by law.

Signed………………………………………………..

For and on behalf of………………………………..

………………………………………………………..

Date…………………………………………………..

5.5
Statement of Non-Collusion

We certify that this is a bona fide tender, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangements with any other person. We also certify that we have not done and we undertake that we did not do at any time before the hour and date specified for the return of this tender any of the following acts:

1. Communicate to any person other than the person calling for those tenders the amount or approximate amount of the tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender;

2. Enter into agreement or arrangements with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted;

3. Offer or pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.

In this certificate, the word “person” includes any person and any body or association, corporate or unincorporated; and “any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

Signature ………………………………………………Position……………………………..
Name in BLOCK LETTERS ………………………………………………….

For and on behalf of …………………………………………………………
Address……………………………………………………………………….

…………………………………………………………………………………

Date……………………………………….

Tender Return Label

	CONFIDENTIAL

Project Purchase Name /Ref:

SEIP: Audio Visual Hardware Supply and Install
Robert Campbell
Head of Interpretation (Stonehenge)

29 Queens Square

Bristol

BS1 4ND
________________________________________________________

Received by _________________  Date ________ Time ________

NOT TO BE OPENED BEFORE  DATE ___________  TIME_______


6.1 
THE PROJECT
1. BACKGROUND
English Heritage is undertaking a major project to improve the setting of Stonehenge itself and to provide new facilities for visitors. The aims and objectives of the Stonehenge Environmental Improvements Programme (SEIP) are to deliver: 

· an improved landscape setting for Stonehenge. The A344 adjacent to the Stones, and the current facilities, will be removed and returned to chalk downland, reuniting the monument with its Avenue; 

· a new, sensitively designed and environmentally sustainable Stonehenge visitor centre. The new centre will provide high-quality and fully accessible exhibition, café, shop and toilets; 

· better interpretation of the Stones and the Stonehenge WHS. Innovative displays will engage and inspire visitors, whilst equipping them to explore Stonehenge and its landscape in completely new ways. 

These improvements will transform the visitor experience, the quality of facilities and access to the surrounding landscape. 

The visitor centre is due to open in October 2013.  It will contain three new interpretation galleries – a main gallery, a temporary exhibition space (often referred to as the ‘object chamber’) and an external gallery.

Please use this link to find out more:

http://www.english-heritage.org.uk/daysout/properties/stonehenge/our-plans/our-proposals/
2. INTERPRETIVE ELEMENTS

2.1 The interior gallery

The project will deliver a high quality museum-style exhibition looking at the Story of Stonehenge. It contains the following elements:

2.1.1 Introductory Monolith

5 Showcases containing objects relating to the people who lived in the Stonehenge World Heritage site. Each case has an external shelf with a fixed LCD screen and tactile object.

2.1.2 4 AVs exhibits

· Standing in the Stones

An immersive 360 degree film that will introduce the exhibition. Using CGI and live action visuals to allow people to stand inside the stone circle and travel back in time to its heyday.

This is the most significant piece of AV ever undertaken by English Heritage and is one of the most significant and exciting commissions ever made available in the UK. It is the chance to complement and explore one the world’s most important and recognizable historic sites with a landmark AV experience that will be viewed by over 1 million visitors a year.

· Landscape

A large wall projection showing how human intervention shaped the Stonehenge landscape from the Mestholithic to the Bronze age.

· Meaning

Live action talking heads explaining different theories about the use of Stonehenge. Accessible through a touchscreen interface.

· Case Films

Presented on a shelf attached to each display case these AVs will succinctly illustrate the key message dealt with by each showcase through animation and live action.

· Stones Exhibit

Four tactile models with associated graphics showing Stonehenge at four different points in time to illustrate how the monument has changed.

· People Mural

A wall size display in the photorealism style to illustrate the people who built Stonehenge.

2.1.3 Graphics

There are a variety of graphics throughout the exhibition:

· Message Totems

Large graphics reaching almost floor to ceiling that are found in the centre of the exhibition space to deliver key interpretive messages.

· Meaning

The Meaning AV housing has a large graphic panel incorporated into it in the style of the message totems. Meaning also has multiple quotations about Stonehenge screenprinted on the adjacent wall.

· Case Graphics

In-case graphic panels narrative holding text, object captions, mounted objects associated imagery and photo-realism recreations.

2.1.4 Temporary Exhibition Gallery

A high specification exhibition space to accommodate loan heavy and/or community driven changing exhibitions.

2.2 The external gallery

A key aim for the new Stonehenge visitor centre is to ‘create a sense of prehistoric people using, working and living in the landscape’. The external gallery will help realise this outcome for visitors.

2.2.2 Neolithic Houses

To meet this objective (and others relating to engagement, education and interpretation) an 

external gallery will be created at the visitor centre. In this space, three life-size Neolithic houses will be built, based on those excavated in 2006-7 at nearby Durrington Walls. Using archaeological evidence and authentic materials, this will create an interactive and experiential space, providing a real and tangible link for visitors to the distant past. Visitors will be able to walk into these houses, see how people may have lived 4,500 years ago and experience something of the lifestyle of the builders who constructed Stonehenge. 

2.2.3 Sarsen Interactive

Alongside the houses, the gallery will include one exhibit relating to the working and transporting of stones. This is a large re-created Sarsen with a physical interactive incorporated that will allow people to understand how many people it would take to pull a real stone of that size.

2.2.4 Hugging Stones

An example bluestone and sarsen stone (currently on display at the existing visitor centre) will be displayed for people to touch.

2.2.5 Graphics

There are four graphic panels to aid interpretation in this area

2.3 The Landscape

There are a selection of panels across the World Heritage Site displaying location specific content that interpret the archaeological features.
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