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Invitation to Quote




	
Request for Quote for the supply;

Christmas Lights storage, installation, removal and maintenance.

Locations;
-  Dawley High Street 
-  Malinslee Centre 
- Brunel Road, Malinslee

For the period of either 1, 3 or 5 years commencing on 1st September 2026


	
Opening Date         :  	Monday 15th June 2026

Closing Date   	:	Tuesday 30th June 2026 @ 12.00noon
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INVITATION FOR QUOTE

1.0 Introduction

1.1 You have been invited to bid by Great Dawley Town Council for their Christmas Lights, storage, installation, removal and maintenance.  

Locations;
-  Dawley High Street 
-  Malinslee Centre 
                      - Brunel Road, Malinslee

Great Dawley Town Council are looking for a company to manage their Christmas Lights this will involve the storage, installation, removal and maintenance.

The Christmas Lights must be installed in time for the annual Christmas Lights Switch-on events.  Malinslee is held on a Friday Night between 3.00pm and 7.00pm and Dawley is held on a Saturday between 1.00pm and 6.30pm  A representative is required from your organisation to be on site for these events and to switch on the lights. The lights are switched on at 6pm at Malinslee and 5pm at Dawley.

A quotation is required for 1, 3 and 5 years.    

1.2 Please read this document in full and follow the instructions to submit your bid, please submit your bid by email to clerk@greatdawley.com on Tuesday 30th June 2026 at midday.  A confirmation email from the Clerk or another member of the Town Council staff will be confirmation of the time received and receipt of your quotation.  


2.0       Term of the Contract
2.1	The contract price is required for 1, 3 and 5 years. With the Christmas Lights Switch-on events covered by this ITQ are detailed below; 
  
-  Dawley High Street -  21st November 2026 / Future dates TBC
-  Malinslee Centre – 27th November 2026 / Future dates TBC
- Brunel Road, Malinslee – 27th November 2026/ Future dates TBC

2.2	The bid is for storage, installation, removal, maintenance, attendance at both events and the Town Council will not accept part bids or lots.

2.3	The timeline for the contract is detailed below

	ITQ opening date 15th June 2026
	ITQ- Closing date 30th June 2026 Midday
	Evaluation process week commencing 6th July 2026
	Winning bidder contacted 17th July 2026
	Formal approval at Council meeting on 17th July 2026





3.0      Contract Award
3.1	The response to this Invitation to Quote (ITQ) will be evaluated by the Clerk, Deputy Clerk and up to 4 Councillor’s, if required bidders will be asked to attend a meeting with the Clerk and Councillor’s to give a presentation.  

The overall outcome that offers the most economically advantageous quotation, demonstrates best value and added value will be awarded the contract.

3.2	The award of this contract will not prohibit the Town Council from purchasing goods/services and/or associated goods/services from alternative suppliers should the contractor be unable to meet the Town Council’s requirements such as:

· Delivery timescales

· Availability of staff with necessary expertise and experience in supporting the required events. (Equipment and goods)

· Value for money
3.3	The Town Council reserves the right to seek comparative quotes from other suppliers for single requirements or for specialist services.

3.4	The winning bidder will be
· contacted by telephone no later than the 17th July 2026 by the Clerk notifying them of the intent to recommend the winning bidder as the preferred supplier at the council meeting held on 17th July 2026. 
· Formal agreement by the Town Council will be given at the Council meeting on July 13th July 2026 therefore all information must remain confidential until 17th July 2026.

3.5	Those bidders who are unsuccessful will be able to request feedback and/or a feedback meeting with the Clerk.


















4.0    Specification
4.1	The Town Council own the Christmas lights and the details of these lights are included in appendix (a) Dawley High Street displays, appendix (b) Dawley High Street Festoons and appendix (c) Malinslee Centre displays (d) Brunel Road, Malinsee

The installation/ removal of the Christmas lights in Dawley requires a road closure due to bollards being on either side of the High Street. The supplier will need to give a minimum of 6 weeks’ notice to the Town Council for both installation and removal dates so that the necessary road closure can be put in place and residents can be informed in a timely manner.

The Town Council Christmas Lights are currently stored with our current supplier in Walsall, West Midlands.  The successful bidder must include collection from this location as part of their quotation(s).

The Town Council illuminate 2 Christmas trees, located at Dawley House and Malinslee centre. Please include costs to illuminate all 2 trees as well as give any recommendations on how to further improve the displays. See appendix D.


It will be the responsibility of the bidder to provide the following as part of the quotation;

· Confirmation to the Town Council on completion of the annual service / maintenance of Christmas Lights
· On-site visit to both Dawley High Street and Malinslee Centre for the annual Light Switch on events
· Confirmation of the output and usage of electric on an annual basis is required
· Lights are placed on a timer and the times for this is to be agreed
· Installation date for both sites is to be notified to the Town Council 6 weeks prior to installation to enable to Town Council to inform the businesses and residents at the locations as well as arrange a necessary road closure for Dawley High Street.
· The annual maintenance check and any damages reported at collection that require attention must be included within this quotation and cannot be invoiced separately
· Collection of the lights from the current supplier. The current supplier has confirmed that the lights have been tested since being removed from Christmas 2025.






5.0 [bookmark: _Toc173740812][bookmark: _Toc231700150]Payment terms

5.1. The Town Council’s method of payment is currently by electronic payment.

5.2. The Town Council is committed to paying valid invoices within 30 days.  The Supplier should include details of discounts available for early payment.

5.3. If staged payments are to be part of the bid information to be provided.


6.0 Pricing
6.1	The bidder is asked to give information on how they will be providing added-value to their quotation.

	The bidder is asked to provide quotation for a 1, 3 & 5 year contract.

	The bidder to include detailed breakdown of all the associated costs and charges included in the prices provided to the Town Council.
 
 
7.0    Organisational compliance

7.1 	Please supply the name and contact details of single point of contact within your organisation to act as a responsible point for contract delivery.

	Response:








7.2	Please give a brief summary of your organisation, staff structure and staff competency, where possible please include an organisation chart.




 




	




7.3	Please provide details of your Public Liability insurance levels and copy of insurance certificate;













7.4	Please provide copies of your last audited accounts for a period of no more than 3 years ago.

Response:
















8.0		Specification Compliance


8.1		Please confirm that you are compliant with all aspects of Section 4 and provide any evidence as attachments.  No more than 20 pages of attachments will be accepted, please list the evidence provided in the table below.
		The Town Council reserves the right to consider alternatives.

	Compliance:  ACCEPT* / DO NOT ACCEPT* (*only keep relevant word)

	Evidence Response:














8.2	Please give details of how the Christmas lights will be stored. Will the Christmas lights be insured whilst on your premises? What costs are included in the annual lights check? For example bulb replacement.















	

8.3	Please provide in writing a total cost for the contract 1,3 & 5 years, as well as including a breakdown of costs.

	Response :







 

8.4	Please provide an example of how the Health & Safety requirements for the installation/ removal of the lights will be met and adhered to.  Do not provide any more than 10 pages for this section. Please detail risk assessments, staff training & staff competence.

	Response:









8.5   	Please provide information on how complaints will be dealt with for 
	(a) public on the day and
	(b) by the Town Council;

	Response:







8.6	Please provide information of third party companies you will be using, and give details on how you will manage these third party companies including process for checking suitability;

	Response:










8.7	Please give details on how you will deliver this project if successful, please give details of your timescales plus a project plan 

Response:




















8.8	This contract is not exclusive, The Town Council may wish to add/ remove further lights. Please give any details on additional costs.
Response:



























9.0	General compliance

.1	Please provide information on other contracts you have successfully delivered;

	Response:











9.2	Please provide the details of 2 references the Town Council could contact where you have successfully delivered similar contracts;

	Response:










9.3		Termination and Notice period – either party can terminate this agreement by giving 6 month’s notice in writing.

Please now submit your response back to Great Dawley Town Council via the email. 
clerk@greatdawley.com no later than midday on Tuesday 30th June 2026.
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