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GROUNDS MAINTENANCE CONTRACT 2027-2031
TENDER RESPONSE FORM

· This form must be completed and submitted by the stated tender deadline, together with all supporting documents.

· Please answer all questions.  If a question does not apply, state “not applicable” and, if appropriate, briefly explain why.  Additional sheets or supporting documents may be provided.  Please ensure they are marked with the section number that they relate to.  

· The term “people undertaking the work” includes the tenderer, business owners, partners, employees, temporary workers, subcontractors and specialists, as applicable.

· Please complete all sections of this form and tick the appropriate box(es) wherever options are provided.

· Tenderers must read the Grounds Maintenance Service Specification, including its accompanying maps and schedules, alongside this Tender Response Form. Tender submissions must be based on the services and requirements set out in the Specification.

1. TENDERER DETAILS

	Full Name of Tenderer / Business
	Click or tap here to enter text.



	
Trading / Business name (if different):
	
Click or tap here to enter text.





	Business Structure (tick one option only)


	☐	Sole Trader
	

	☐	Partnership
	

	☐	Limited Company
	

	☐	Other (please specify)
	Click or tap here to enter text.





	Company Number (if applicable)
	Click or tap here to enter text.



	
Registered Address
(or principal business address)
	
Click or tap here to enter text.





	
Name of principal contact



	
Click or tap here to enter text.



	
Position / role
	
Click or tap here to enter text.



	
Telephone number
	
Click or tap here to enter text.



	
Mobile / emergency contact number
	
Click or tap here to enter text.




	
Email address
	
Click or tap here to enter text.



	
Website (if applicable)
	
Click or tap here to enter text.





2. MANDATORY SITE VISIT

Tenderers must visit Vigo before submitting a tender so that they can understand the location, nature and extent of the work.  The visit may be undertaken independently or accompanied by a representative of Vigo Parish Council.  


	☐	
	I confirm that the mandatory pre-tender site visit has been completed.



	Date of visit
	Click or tap here to enter text.



	
Name(s) of person who attended
	
Click or tap here to enter text.





3. ANNUAL CONTRACT PRICE AND VAT

Please provide your fixed annual price for the first 12 months of the Contract, from 1st April 2027 to 31st March 2028.  

The annual contract price must include all labour, routine plant and machinery, vehicles, fuel, insurance, licences, administration, overheads and profit necessary to deliver the Specification.

	Annual contract price excluding VAT
	£ Click or tap here to enter text.



	
Annual contract price in words
	
Click or tap here to enter text.



	
VAT status

☐  Registered for VAT
☐  Not registered for VAT


	VAT registration number (if applicable)
	Click or tap here to enter text.



	
VAT payable on the annual contract price
	
£ Click or tap here to enter text.



	
Total annual contract price including VAT
	
£ Click or tap here to enter text.





The annual price EXCLUDING VAT will be used for tender evaluation.

If awarded, the agreed annual contract price will be paid in 12 equal monthly instalments in accordance with the contract.

4. INSURANCE and HEALTH & SAFETY

4.1	Public Liability Insurance

The contractor must maintain Public Liability Insurance of at least £10 million for any one occurrence throughout the contract period.

	☐	
	I currently hold Public Liability Insurance of at least £10 million and a copy of the
current certificate is attached.



	☐	
	I do not currently hold Public Liability Insurance at the required level, but undertake 
to obtain cover of at least £10 million and provide evidence of that cover to Vigo Parish Council no later than 14 days before commencement of the Contract.



	Insurer
	Click or tap here to enter text.



	Policy number
	Click or tap here to enter text.



	
Limit of indemnity
	
£ Click or tap here to enter text.



	
Policy expiry date
	
Click or tap here to enter text.








4.2	Employers Liability Insurance

Does employers’ liability insurance apply to the tenderer?

	☐	
	I currently hold Employers’ Liability Insurance where legally required, and a copy of
the current certificate is attached.



	☐	
	Employers’ Liability Insurance is not currently legally required.  If it becomes legally
required in connection with delivery of the Contract, I undertake to obtain the 
required cover and provide evidence to Vigo Parish Council no later than 14 days before the commencement of the Contract.



	If it does not apply, please briefly explain why:
	Click or tap here to enter text.









4.3	Other Insurance

	☐	
	Appropriate motor insurance and any other insurance required by law will be
maintained for the activities undertaken under the contract



	☐	
	Subcontractors and specialists will hold appropriate insurance for the work they 
Undertake



	☐	
	Not applicable, no subcontractors or specialists will be used



4.4	Health and Safety Arrangements

Tenderers must provide relevant risk assessment documentation appropriate to the work covered by the Contract.

	☐	
	Relevant risk assessment documentation is attached.



Is the tenderer legally required to have a written Health and Safety policy?

	☐	
	Yes, a copy is attached



	☐	
	No, the tenderer has fewer than five employees



	☐	
	Other, please explain:
	Click or tap here to enter text.












Where a written Health & Safety policy is not legally required, the tenderer must still demonstrate appropriate arrangements for managing health and safety risk.

	Name of person responsible for Health & Safety
	Click or tap here to enter text.



	
	

	Relevant role or position in the company
	Click or tap here to enter text.






5. PEOPLE UNDERTAKING THE WORK

Please provide details of every person expected to undertake work under the Contract, including the tenderer, business owner, partners, employees, and any known sub-contractors or specialists.  

If an individual has not yet been appointed, describe the role and qualifications, competence and experience that the person appointed will be required to hold.

	NAME / PROPOSED ROLE
	RELATIONSHIP TO TENDERER (please tick)
	WORK TO BE UNDERTAKEN
	RELEVANT EXPERIENCE, TRAINING AND QUALIFICATIONS

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other

	
Click or tap here to enter text.







	
Click or tap here to enter text.

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other

	
Click or tap here to enter text.







	
Click or tap here to enter text.

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other




	
Click or tap here to enter text.






	
Click or tap here to enter text.

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other

	
Click or tap here to enter text.






	
Click or tap here to enter text.

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other

	
Click or tap here to enter text.






	
Click or tap here to enter text.

	
Click or tap here to enter text.
	
☐  Tenderer
☐  Employee
☐  Business Partner
☐  Subcontractor
☐  Other

	
Click or tap here to enter text.






	
Click or tap here to enter text.



5.1 Supporting evidence

Please indicate the evidence attached:

	☐	
	Relevant arboricultural or tree work certificates



	☐	
	Chainsaw qualifications or certificates



	☐	
	Climbing and aerial rescue qualifications



	☐	
	Woodchipper or other machinery training



	☐	
	First aid qualifications



	☐	
	Other relevant qualifications, licences or certificates



	☐	
	No specialist tree work will be undertaken directly; suitably qualified specialists will

	
	
	be contracted



	Please provide any explanation needed about the qualifications or evidence supplied:

	Click or tap here to enter text.




5.2 Competence throughout the Contract

	☐	
	All work will be undertaken by people who are appropriately trained, experienced

	
	
	and competent for the tasks and equipment involved.



	☐	
	Any replacement or additional person used during the Contract will have the 

	
	
	appropriate competence, training, qualifications and insurance for the work they undertake



	☐	
	Suitable evidence will be provided to Vigo Parish Council when reasonably

	
	
	Requested



6. RELEVANT EXPERIENCE AND REFERENCES

6.1 Relevant experience

Please describe your experience of delivering comparable grounds maintenance, grassland management, woodland / tree work, public open space maintenance or similar services.   Include examples demonstrating the range and scale of work undertaken and your ability to deliver a year-round service

EXAMPLE ONE:

	Client / Organisation
	Click or tap here to enter text.



	
Contract / project dates
	
Click or tap here to enter text.



	
Description and approximate scale of work
	
Click or tap here to enter text.



	
Your role and responsibilities
	
Click or tap here to enter text.





EXAMPLE TWO:

	Client / Organisation
	Click or tap here to enter text.



	
Contract / project dates
	
Click or tap here to enter text.



	
Description and approximate scale of work
	
Click or tap here to enter text.



	
Your role and responsibilities
	
Click or tap here to enter text.





Tenderers may provide one further example on an additional sheet if it adds materially different or relevant experience.

Current / former Vigo Parish Council contractors: work previously or currently carried out for VPC may be included as a relevant experience example.  However, all tenderers must complete this section in full so that tenders can be evaluated consistently and fairly.

6.2 References

Please provide details of two recent or relevant clients who may be contacted:

REFERENCE ONE:

	Client / Organisation
	Click or tap here to enter text.



	Contact name and position
	Click or tap here to enter text.



	Address
	Click or tap here to enter text.



	Telephone Number
	Click or tap here to enter text.



	Email Address
	Click or tap here to enter text.



	Nature and dates of work undertaken
	Click or tap here to enter text.





REFERENCE TWO:

	Client / Organisation
	Click or tap here to enter text.



	Contact name and position
	Click or tap here to enter text.



	Address
	Click or tap here to enter text.



	Telephone Number
	Click or tap here to enter text.



	Email Address
	Click or tap here to enter text.



	Nature and dates of work undertaken
	Click or tap here to enter text.





	☐	
	I confirm that the referees named have agreed that Vigo Parish Council may 
contact them in connection with this tender.




7. STAFFING, RESOURCES AND CONTINUITY

7.1 Proposed delivery arrangements

Please provide a brief overview of the staffing arrangements you expect to use to deliver the Contract, including the usual number of people available, who will normally lead and coordinate the work, and how staffing will be adjusted to meet seasonal workload requirements.

Brief response:

	Click or tap here to enter text.


7.2 Vehicles, plant and equipment

Please list the principal vehicles, machinery and equipment you expect to use to deliver the Contract.  Include whether each item is owned, leased, hired or otherwise available.

	Vehicle, machinery or equipment

	Owned, leased, hired or otherwise

	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.


	Click or tap here to enter text.
	Click or tap here to enter text.



	Click or tap here to enter text.

7.3 Holiday, sickness or absence cover

Please explain how you will maintain the required service during annual leave, sickness or other absence, including how urgent and emergency cover will be maintained.

	Click or tap here to enter text.


8. EMERGENCY RESPONSE, RESILIENCE & ACCESS TO VIGO

This section is particularly important because Vigo’s exposed North Downs location means that snow, ice, storms and fallen trees can make access difficult and may leave the village temporarily isolated.

Please briefly describe your arrangements for urgent and emergency matters, including outside normal working hours.  Include who would normally respond and what cover would be available if the usual personnel were not available.

Response:

	Click or tap here to enter text.


	Normal daytime contact number
	Click or tap here to enter text.


	
Out of hours emergency contact number
	
Click or tap here to enter text.




Is this contact available throughout the year, including weekends and bank holidays?

	☐	
	YES



	☐	
	NO – please explain why:
	Click or tap here to enter text.













8.1 Anticipated response times for emergencies

	During normal working hours
	Click or tap here to enter text.


	
Outside normal working hours
	
Click or tap here to enter text.


	
Weekends and bank holidays
	
Click or tap here to enter text.




8.2 Adverse weather access and resilience

Please explain how you would seek to reach Vigo during snow, ice, storms or other adverse weather conditions, so far as it is safe and legally possible.  Include suitable vehicles, alternative access arrangements, local resources, backup personnel or other contingency measures.

	Click or tap here to enter text.


8.3 Fallen trees and blocked access

Please briefly explain how you would respond to a report of a fallen or unsafe tree obstructing a road or other important access route in Vigo:

	Click or tap here to enter text.


This criterion will be scored as part of the tender evaluation.  A tenderer must achieve the published minimum score for emergency response, resilience and ability to access Vigo to remain eligible for award.

8.4 Quality of Service and Understanding of Vigo

Please briefly explain how you would maintain a consistently high standard of work throughout the Contract, taking account of Vigo's particular characteristics, including its open-plan layout, extensive woodland and grassland, public spaces and environmental priorities.


	Click or tap here to enter text.



9. TENDER INTERVIEW

Tenderers whose submissions meet the mandatory requirements may be invited to attend an interview with representatives of Vigo Parish Council for the purpose of clarifying their tender submissions.

A list of the core interview questions will be provided in advance with the invitation to interview. 

All interviewed tenderers will be asked the same core questions, although reasonable follow-up questions may be asked to clarify individual submissions.

Interviews will not be scored separately. However, clarification responses may be taken into account when confirming or adjusting scores against the published evaluation criteria, provided any adjustment relates solely to the tender as originally submitted. New or improved offers made during an interview will not be considered. The Council will record the reasons for any score adjustments.

Further details, including the date, time, location and anticipated length of the interview, will be provided after the tender deadline.

	☐	
	I confirm that, if invited, the tenderer will attend a tender interview




10. OUT-OF-HOURS EMERGENCY RATES

The annual Contract Price covers all work falling within the normal scope of the Specification.  The following rates will apply only where Vigo Parish Council authorises separately chargeable out of hours emergency work.

	CHARGE

	RATE EXCLUDING VAT

	Weekdays between 6pm & 8am, first operative

	Click or tap here to enter text.



	Weekends and bank holidays, first operative

	Click or tap here to enter text.



	Additional operative where required

	Click or tap here to enter text.



	Minimum call out charge – if applicable

	Click or tap here to enter text.



	Travel charge – if applicable

	Click or tap here to enter text.



	Other charges – please specify
	Click or tap here to enter text.









	I confirm that the above charges include the provision of all tools, plant and equipment, and no additional charges will apply



	☐	
	Yes



	☐	
	No – please give details:
	Click or tap here to enter text.








The rates in this section will not form part of the headline price scoring formula but may be considered for reasonableness as part of the tender evaluation.

11. DECLARATION

I confirm that

	☐	
	I have read the specification and supporting tender documents



	☐	
	I have completed the mandatory site visit and understand the nature and extent
of the works



	☐	
	The information provided in this Tender Response Form and its supporting 
documents is complete and accurate to the best of my knowledge



	☐	
	The tenderer has the capacity, competence and resources to deliver the Contract
from 1st April 2027



	☐	
	The price submitted is a genuine and independent tender and has not been 
agreed or co-ordinated with another tenderer



	☐	
	Any actual or potential conflict of interest relevant to this tender has been
disclosed below



	☐	
	If awarded the Contract, the tenderer agrees to comply with the Specification 
and enter into the Council’s formal contract



	☐	
	I understand that my complete and best offer must be submitted by the tender deadline and that I cannot submit revised prices, improved proposals or additional commitments after that deadline. Any interview will be for clarification of my original tender only.




Details of any actual or potential conflict of interest, or write NONE

	Click or tap here to enter text.



	Name of person completing the tender response form
	Click or tap here to enter text.



	
Position or capacity
	Click or tap here to enter text.



	
Signature
	Click or tap here to enter text.



	
Date
	Click or tap here to enter text.



	Authorised to submit this tender on behalf of:
	Click or tap here to enter text.





For this Response Form, an electronic signature, including a typed name, is acceptable and will be treated as confirmation of the declaration above.  

If successful, the tenderer will be required to sign the formal Contract with a handwritten signature.

12. SUBMISSION CHECKLIST

Before submitting your tender, please check you have included:

	☐	
	Completed Tender Response Form



	☐	
	Annual contract price and VAT information



	☐	
	Public liability insurance evidence, or undertaking, as applicable



	☐	
	Employers’ liability insurance evidence, where legally required



	☐	
	Relevant risk assessment documentation



	☐	
	Health & Safety Policy, where legally required



	☐	
	Relevant qualification and training evidence



	☐	
	Details of all people expected to undertake the work



	☐	
	Relevant experience and two references



	☐	
	Staffing, resources and continuity information



	☐	
	Emergency and adverse weather arrangements



	☐	
	Out-of-hours emergency rates



	☐	
	Any clearly labelled additional sheets or supporting information



The completed Tender Response Form and supporting documents must be submitted in accordance with the instructions and by the deadline stated in the Invitation to Tender.
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