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Guildford Borough Council  
 

INVITATION TO QUOTE 
 

Production of a new Guildford borough Strategic Housing Market 
Assessment (SHMA)  

 
You are invited to submit a quotation for the preparation of a Strategic Housing Market 
Assessment (SHMA), which should include the objectively assessed housing need for 
the area, to help inform the new Local Plan. 
 
It is essential to comply with the following instructions in the preparation and 
submission of your quotation. The Council reserves the right to reject a quotation that 
does not fully comply with these instructions. 
 
Your quotation must be completed in English and must be submitted no later than 
17:00 on 11 October 2013. The quotation should be emailed using the email 
address set out below. 
 
Your quotation must be completed in full and where necessary signed and dated. 
Failure to return a completed quotation will invalidate your submission. 
 
Any quotation submitted will be deemed to remain open for acceptance or non-
acceptance for not less than three calendar months from the closing date stipulated 
above. The Council may accept the quotation at any time within this prescribed period. 
The Council shall, however, not be bound to accept the lowest or any quotation. 
 
The standard terms and conditions of Guildford Borough Council together with Special 
Conditions (if any) will apply to all orders placed as a consequence of this process. To 
view the standard terms and conditions go to Appendix 1. 
 
Any Special Conditions will be set out in the Specification. 
 
If you need any clarification regarding this process or any of the information contained 
in this document, please contact Laura Howard (contact details below). Unless of a 
confidential nature your query and the Council’s response will be circulated to all those 
invited to quote.  
 
It is the tenderer’s responsibility to ensure the correct person is selected as the main 
point of contact and that their email address is accurate.  
 
Point of contact for the purposes of the invitation to tender: 
 
Laura Howard, Senior Planning Officer (Policy) 
01483 444626 
laura.howard@guildford.gov.uk 
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 COMPANY INFORMATION 
 
1.1 Trading Name & Address  

 

 

 

   

1.2 Address for Correspondence 
Relating to this Application: 
(If different to 1.1) 

 

 

 

 
   
1.3 Contact Name:  
 Position in Company:  
 Telephone Number:  
 Fax Number:  
 Email Address:  
 Mobile Phone Number:  
   
1.4 Company Website:  
   
1.5 Company Status: Please Indicate 

         Sole Trader Yes / No 
         Partnership Yes / No 

         Limited Company Yes / No 

         Public Limited Company Yes / No 
         Charity Yes / No 

         Other (please specify)  
   
1.6 Date of Formation or Registration:  
   
1.7 Registration Number:  
 Registered Address:  
   
   
   
   
1.8 VAT Number:  
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SPECIFICATION 

1. Introduction  
 
1.1 The Council wishes to procure a Consultant to produce a Strategic Housing 

Market Assessment (SHMA) which will inform the new Local Plan Strategy and 
Sites document. The Council is in the process of producing the new Local Plan (to 
2031) and expects to carry out consultation on the Issues and Options document 
between October and November 2013.  This document will set out the key 
strategic issues for which the Local Plan will need to address, and the possible 
options going forward.   

 
1.2 A key issue will be the scale and distribution of housing.  The Council therefore 

wishes to commission a new SHMA in order to strengthen the evidence base from 
which it can determine the objectively assessed housing need.  

 
2. Policy Context 

 
2.1 The National Planning Policy Framework (NPPF) requires that each local planning 

authority should ensure that the Local Plan is based on adequate, up-to-date and 
relevant evidence about the economic, social and environmental characteristics 
and prospects of the area. Local planning authorities should ensure that their 
assessment of and strategies for housing, employment and other uses are 
integrated, and that they take full account of relevant market and economic signals 
(NPPF, paragraph 158). 
 

2.2 With specific regard to housing, local planning authorities should use their 
evidence base to ensure that their Local Plan meets the full, objectively assessed 
needs for market and affordable housing in the housing market area, as far as is 
consistent with the policies set out in this Framework (NPPF, paragraph 47).   
 

2.3 To develop a clear understanding of our full housing needs, local planning 
authorities should prepare a SHMA,  working with neighbouring councils where 
housing market areas cross administrative boundaries.  The SHMA should identify 
the scale and mix of housing and the range of tenures that the local population is 
likely to need over the plan period, which: 

• meets household and population projections, taking account of migration 
and demographic change 

• addresses the need for all types of housing, including market and 
affordable housing and the needs of different groups in the community 
including families with children, older people, people with disabilities, 
service families and people wishing to build their own homes.   

• caters for housing demand and the scale of housing supply necessary to 
meet this demand (NPPF, paragraph 159). 
 

3. Evidence base 
 

3.1 The following documents currently form part of the emerging Local Plan housing 
evidence base:  

• West Surrey Strategic Housing Market Assessment (2009) and statistical 
update (2010) 

• Housing Needs Assessment (2013) 
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3.2 These documents are available to view and download at the following link: 
www.guildford.gov.uk/shma. For more information on the new Local Plan, please 
see: www.guildfordlocalplan.info.   

 
4. Background 

 
Previous SHMAs 

 
4.1 Fordham Research undertook a West Surrey SHMA on behalf of Guildford, 

Waverley and Woking Borough Councils.  Although published in February 2009, it 
relies on household surveys carried out in 2007.  For this reason, the report has a 
base date of January 2008.  As part of this work, they produced a separate 
Housing Needs and Market Assessment Survey for Guildford borough.  The 
respective councils published a statistical update of relevant data sources for 
2009/10 in July 2010. 

 

Subsequent work 
 

4.2 The Council has recently published a Housing Needs Assessment.  It comprises 
over 1,000 face-to-face and telephone interviews with residents across the 
borough on a range of housing related issues.  

 
4.3 Over the summer, the Council undertook a scoping exercise to assess the appetite 

of neighbouring authorities to undertake a joint SHMA. Given the different stages in 
plan preparation, it has not been possible to jointly tender for this piece of work at 
this time however there was consensus on the need to agree a methodology to 
ensure a consistent approach is taken across the wider area.  
 

4.4 Waverley Borough Council recently appointed GL Hearn to undertake a new 
SHMA for Waverley borough only.  This is in response to their inspector’s concerns 
that the current SHMA does not adequately assess the objectively assessed needs 
for the housing market area (HMA).  At present, Waverley is pursuing a suspension 
to their examination pending further work, which they have sought to do within six 
months.  This tight timescale has prevented a joint SHMA from taking place. 
However the inspector has expressed a number of concerns in relation to this. This 
is primarily related to whether the additional work would necessitate a change in 
overall strategy, which could not be accommodated within their current 
examination.  An exploratory meeting to discuss this matter has been scheduled 
for 8 October 2013.  Depending on the outcome of this, there may be opportunities 
to align the respective studies. 
 

4.5 As part of producing their SHMA, Waverley has hosted a number of stakeholder 
engagement sessions. There is also ongoing discussion between the Council and 
Waverley regarding the SHMA methodology being used and the HMA identified.  

 
Significant changes since the SHMA 2009 was produced 
 

4.6 There have been significant economic and policy changes over the last few years 
since the current SHMA was published.  This includes the ongoing effects of the 
economic recession and related slowdown of the housing market.  New population 
and household data from the 2011 Census is now available and will continue to be 
released over the coming months.  We have also had a complete change in 
national planning policy with the revocation South East Plan, thus enabling local 
councils to set their own housing numbers.  This has led to a renewed emphasis 
on the role of SHMAs. 
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4.7 It has become clear from recent Local Plan examinations that many councils are 

having difficulty defining their objectively assessed housing need.  As a result, it 
has become increasing important to have an up-to-date SHMA that has been 
prepared using a robust, transparent and defendable methodology.  

 
5. Methodology  

 
5.1 The SHMA  must be carried out in accordance  with DCLG Strategic Housing 

Market  Assessments  Practice Guidance (Version 2, 2007). The Guidance 
identifies several core outputs and processes to ensure the SHMA is robust and 
credible.   The Taylor Review has recommended that the guidance be reviewed as 
a priority.  The Government has recently published draft National Planning Practice 
Guidance in Beta mode for testing and commenting purposes. Consultants are 
required to comply with any new or emerging guidance published in the course of 
the study. 
 

5.2 Given that it is likely that Waverley will have completed their SHMA by the time we 
appoint, the consultant will need to clearly set out how the SHMA has been 
informed by and complements this piece of work to ensure that NPPF 
requirements are met.  
 

5.3 The consultants will be required to engage actively with any other councils in the 
HMA and consider any adopted or emerging Local Plans, as appropriate.  It is 
important that in fulfilling the duty to co-operate, the study also considers the 
strength of any linkages with adjoining housing market areas and the implications 
this may have on housing requirements and other strategic matters. The Council 
expects to be part of any duty to co-operate discussions. 

 
6. Project requirements 

 
6.1 The successful consultant will be required to: 

• develop  a robust, transparent and credible methodology  

• define the extent of the housing market area in a consistent way to those in the 
wider housing market area 

• identify, if appropriate, sub-markets within this area 

• involve all key stakeholders, including house builders, registered social and 
local councils to ensure an appropriate level of buy-in and consistency in 
approach 

• include a full technical explanation of the methods employed, with any 
limitations noted, and clearly document all data sources to be used 

• justify all assumptions, judgements and findings in an open and transparent 
manner 

• use and report upon effective quality control mechanisms 

• include all necessary data and analysis: 
o relevant market and economic signals (paragraph 158, NPPF) 
o household and population projections, taking account of migration and 

demographic change (paragraph 159, NPPF) 
o distinction between housing need and demand  
o existing characteristics and trends within the HMA 
o the relationship and strength of linkages with adjacent HMAs 

• produce the following outputs (in accordance with SHMA guidance (2007) and 
the NPPF): 
o estimates of current dwellings in terms of size, type, condition, tenure. 
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o analysis of past and current housing market trends, including balance 
between supply and demand in different housing sectors and 
price/affordability. Description of key drivers underpinning the housing 
market 

o estimate of total future number of households, broken down by age and 
type where possible 

o estimate of current number of households in housing need 
o estimate of future households that will require i) market housing and ii) 

affordable housing 
o estimate of the sizes, types and range of tenures of affordable housing and 

the size and types of market housing required 
o estimate of household groups who have particular housing requirements 

e.g. families, older people, black and minority ethnic groups, disabled 
people, young people and so on. 

• Additionally, the Council’s recently completed Housing Needs Assessment may 
help supplement the new SHMA although we acknowledge that similar data 
may not be available for other councils in the HMA.  The tender submission 
should set out how we can incorporate the findings of this work and the extent 
to which it may provide a useful cross-check or fill any secondary data gaps.   
 

7. Outputs 
 

7.1 The successful consultant will be required to produce a written report that includes 
all necessary analysis, outputs and recommendations. The client will require 
detailed references of all data sources used throughout the commission.  
 

7.2 The client will require an electronic copy of all documents and materials produced 
as part of this commission.  Documents should be provided in both PDF and 
Microsoft Word formats. Two hard copies of the report will also be required.  

 
7.3 The consultants will be required to present the findings of the final study to 

Councillors and Council staff. 

 
8. Project management 

 
8.1 The project manager for this commission will be: 

Laura Howard 
Senior Planning Officer (Policy) 
Tel: 01483 444 626  
Email: laura.howard@guildford.gov.uk   

 
8.2 The project manager will receive input from other agencies/departments as 

required. The project manager will advise and assist with the identification of 
information sources that are held by the Council in order to minimise unnecessary 
costs. 

 
9. Data Protection Act 1998  

 
9.1 Under the terms of the Data Protection Act 1998, the project includes the 

processing of personal data. In accordance with the Act the data controllers will be 
the Council and the data processor will be the consultant. All of the personal data 
processed must be treated as confidential and only used for the purposes outlined 
in this project brief and only shared with relevant Council officers. 
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9.2 Any personal data collected and processed by the consultant under the terms of 
this project brief must not be disclosed to any third party without the written 
permission from the client on behalf of the Council. The consultant must take all 
necessary technical and organisational measures to ensure the security of the 
personal data against any unlawful or unauthorised processing. The Council will 
retain ownership of all the personal data collected, processed, and as soon as the 
contract ends the consultant must return all ‘hard copy’ files containing personal 
information to the Council. The consultant will not be permitted to retain personal 
data processed under this project brief in any format once the agreement has 
ended. 

 
9.3 The consultant shall comply with the Data Protection Act 1998 and all linked 

subordinate legislation. 

 
10. Key Dates 

 
10.1 The Council would like to appoint a consultant at the earliest opportunity. The 

following table sets out the key dates. 

 
Task Deadline 

Invitation to submit quotation issued  30 September 2013 
Deadline for submission of quotation 11 October 2013 
Interviews  w/c 14 October 2013 
Inception meeting w/c 28 October 2013 
Consultant to submit draft report  20 December 2013 
Consultant to submit final report Mid-January 2013 
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QUOTATION REQUIREMENTS 
 

The written quotation must contain the information set out below. 
 

a) Agreement to the Terms and Conditions set out in Appendix 1. 
 
b) A fixed fee for the production of the SHMA and the requirements set out in 

section six. The fee must be exclusive of VAT and inclusive of all expenses and 
disbursements.  Prices must be quoted in pounds sterling. 

 
c) A per diem fee, whereby the consultant will receive a fixed payment for each 

hour or day of service provided, if required. Again, the fee must be exclusive of 
VAT and inclusive of all expenses and disbursements. Prices must be quoted 
in pounds sterling. 

 
d) Set out a proposed schedule of payments for services undertaken. 
 
e)  Details of the general approach to be taken including a methodology flow chart 

and work programme for the commission illustrating an ability to complete the 
assignment in accordance with the Council’s timetable at section 10 above.  
The consultant must demonstrate a detailed understanding of methodologies 
for undertaking Strategic Housing Market Assessments. 

 
f) The consultant’s team for this commission. 
 
g) For each member of the consultant’s team, their name and a short description 

of their qualifications, experience relevant to this commission, and their project 
role. 

 
h) Allocation of team members to each of the elements of the commission. 
 
i) Confirmation that, if appointed, this commission will not lead to a conflict of 

interest for the consultant. 
 
j) Details of the consultant’s data protection policy and practices, and 

confirmation that consultant’s team members are trained in relation to data 
protection and confidentiality,  

 
k) Copy of certificates or letters setting out current Public Liability Insurance, 

Employers Liability Insurance and Professional Indemnity Insurance held by the 
consultant. See Appendix 1 for details.  

 
l) Health and safety working policy and practices. 
 
m) Provide details of the Consultant’s experience of producing similar studies and 

the names, addresses and contact details of two referees who are able to 
provide references relevant to this area of work within the last five years.  

 
The written quotation should be no more than twelve, A4 single side pages excluding 
appendices in a minimum font size point 11. 
 
The above information will be assessed as part of your quotation therefore 
failing to provide method statements and risk assessments as requested above 
will affect the evaluation of your quotation. 
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EVALUATION METHODOLOGY 

The Council will award this quotation to the company which proposes the most 
economically advantageous bid.  This will be identified using the methodology below: 
 
All responses to the specification will be scored by a panel using the following scoring 
system based on a 40:60 split between Price and Quality criteria respectively. 
 
Price: Whole life costing (40%) 
 
Quality: The following criteria will be assessed to determine the quality score (60%) 
 
Criteria Marks Available 
A resource schedule identifying the personnel who will 
undertake the work and their knowledge and experience, 
evidence of their availability and the ability to meet the project 
timetable 

10 

Evidence of the consultants experience of similar work 
undertaken elsewhere and of the satisfactory management of 
the commission (with references or contact details for the 
clients) 

10 

Evidence of a clear understanding of the full requirements of 
the brief 

10 

A method statement of how the required work will be delivered 
and how to ensure that the results are robust and defendable 
at examination 

10 

Awareness of the local and wider housing market area and 
market factors relevant to the sub-region 

10 

A method statement detailing how the stakeholder 
engagement and consultation exercise will be carried out 

10 

 Total 60 
  D 
Important Note: Tenderers should not assume members of the evaluation panel have 
any prior knowledge of their organisation. The assessment will be made on the written 
response provided. 
 
Overall points will then be established using the following calculations: 
Price (lowest bid price / individual bid price) x 40 
Quality (individual bid total quality marks) 
 
The table below provides an example of this calculation: 
 
 Price Quality Total Points 

Bid Price Points 
Allocated 

Quality Score 
(Total Marks) 

Points 
Allocated 

Bidder A £18,000 26 53 53 26+53 = 79 
Bidder B £11,500 40 45 45 40+49 = 89 
Bidder C £14,000 33 55 55 33+55 = 88 

 
In the example above, Bidder B would be the winning bidder.  
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SCHEDULE OF PRICES 

I/We the undersigned hereby offer to provide the goods and/or services 
described or referred to in the invitation to quote documentation for the 
following costs, exclusive of value added tax: 
(all costs to be quoted in pounds sterling and exclusive of V.A.T.) 
 

 Production of a new Strategic Housing Market 
Assessment (SHMA) 

UNIT COST 
(excl V.A.T)  

£ : p 

1.  £ 

2.  £ 

    TOTAL COST OF SHMA £               : 

 
The above costs must include all travelling/subsistence expenses applicable to 
this contract. 
 

i) Settlement Terms _________________________________________ 

ii) Delivery period from receipt of order _______________ days  

iii) V.A.T. _________________ %  

 
I/We hereby offer to supply goods and/or services as specified in the Price 
Schedule in accordance with the Council’s Conditions of Contract and/or 
Special Conditions contained in this enquiry.  All costs associated with the 
delivery of this contract are detailed above and will remain fixed for the contract 
duration. 
 
Please refer to the attached Service Specification/Project Brief for further 
details of the services required under this contract. 
 
 

Signed  
 

Name (Block Capitals)  
 

Designation  
 

For and on behalf of  
 

Date 
 

 
 


