[bookmark: _Toc277949532]London Borough of Southwark

Residential Conveyancing Service Tender


Section 6

Evaluation Information
(incorporating the Evaluation Methodology and Quality Submission Schedules) 



Schedule 1 - Evaluation Methodology
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INTRODUCTION

1. This schedule sets out the methodology that will be used to evaluate Tenders received in relation to the Provision of Residential Conveyancing Services Contract.

2. The award recommendations will be made on the basis of most economically advantageous tenders (MEAT) evaluated as described in this methodology.

3. The Authority will evaluate each Tender in the following order: 

· Stage One - Compliance Checks;
· Stage Two – Quality - Method Statements;
· Stage Three – Quality - Provision of Soft Benefits; and
· Stage Four - Price

4. Stage One will be scored on a pass/fail basis.  Stages Two, Three and Four shall be scored. The table below provides a summary of the weightings applied to each of these stages. 

	Quality
	Stage 2 – Method Statements
	25%

	
	Stage 3 – Provision of Soft Benefits
	5%

	Price
	Stage 4  – Pricing Document
	70%




EVALUATION STAGES

5. Stage One – Compliance Checks

5.1. Tender submissions will be subject to an initial compliance check to confirm that the:

a) Tenders have been submitted on time, are completed correctly and meet the requirements of the Instructions to Tenderers.
b) Tenders are sufficiently complete to enable them to be evaluated in accordance with this Section.
c) Tenderer has not contravened any of the terms and conditions of the tender process.
d) Tenderer has submitted a Tender that is capable of being accepted.

5.2. Tenders that do not meet a) – d) may be rejected at this stage.

5.3. Completion of Stage Two - Method Statements and Stage Four - Pricing Document is compulsory and the Tenderer must provide responses to all of the questions in both of these Sections for their Tender to qualify.  Responding “Not Applicable” or statements with the same or similar meaning will not be considered an acceptable response by the Authority.

5.4. The completion of Stage Three – Provision of Soft Benefits is also compulsory.  However Tenderers are not obliged to offer all or any of the soft benefits listed in order to pass Stage One.  However, Tenderers must respond “Not Applicable” against any soft benefit that is not being offered.  Scores will be awarded accordingly.

5.5. Tenders that pass the initial screening assessment check will be subject to a detailed evaluation in accordance with the criteria and weightings set out in this document.



6. Stage Two – Quality - Method Statements

6.1. This stage of the quality assessment will be based on the Method Statements and Provision of Soft Benefits statements received from the Tenderer in response to the Method Statement questions in Schedule 2, Part 1 of this Section 6. These Method Statements, once approved by the Authority, will be incorporated into the Contract as the Provider’s planned way of working/operating throughout the Contract Period.

6.2. All submissions will be scored against the same criteria/sub criteria and sub-weightings as set out in this schedule.

6.3. Each criteria/sub-criteria are of an equal importance, the Authority shall therefore award points against each of the questions out of 5 using the scoring table set out in section 9 of this document.

6.4. The maximum points achievable for each method statement proposal is set out in the following table:

	Criterion
	Question
	Requirement 
	Maximum points achievable

	Service Provision
	1a
	Fee earners relating to full range of case types
	N/A

	
	1b
	Allocation of fee earners to the contract
	5

	
	1c
	Capacity of fee earners
	5

	
	1d
	Provision of case management system
	5

	
	1e
	Quality of staffing resources
	5

	
	1f
	Support and supervision of staffing resources
	5

	
	1g
	Ability to maintain a quality service with increase of instructions
	5

	
	1h
	Procedures for dealing with staff absence
	5

	
	1i
	Approach to ensure a high quality service delivery throughout the contract period
	5

	Efficiency

	2a
	Ability to progress transactions
	5

	
	2b
	Approach to ensure accuracy of quotes and fees charged
	5

	
	2c
	Proposals for achieving efficiency savings
	5

	Monitoring
	3
	Approach to monitor the operation of the contract and the ability to identify and resolve issues
	5

	Information and confidentiality
	4
	Approach to ensure compliance and security in relation to information
	5

	Conflict of interest
	5
	Approach to ensure conflicts of interest are avoided.
	5

	
	Total maximum points available
	70



6.5. The overall score for Stage 2 - Method Statements (Quality) will be calculated by adding all points achieved from each Tenderer’s responses to the Method Statements.  The total points achieved by each bidder will then be converted to a mark out of 25 to reflect the final weighted score for Stage Two.



6.6. The Authority shall use the following formula to convert the points to a score:

Total points achieved ÷ 2.8 = Score (out of a maximum of 25)

Worked examples are as follows:

i. A Tenderer achieves the maximum of 70 points for Stage Two.  
The formula used will be: 70 ÷ 2.8 = 25 marks.

ii. A Tenderer achieves 40 points for Stage Two. 
The formula used will be: 40 ÷ 2.8 = 14.29 marks (to 2 decimal places) out of a possible 25 marks.
 
7. Thresholds

Tenderers will be required to achieve a minimum of 2 (two) points against each and all of the criteria questions for Stage Two.  The Council reserves the right to reject any tender not achieving the minimum score of 2 against any of the questions for Stage Two without further consideration.  Points will be awarded on a range from 0-5 as defined in paragraph 9 of this document, ‘Quality Scoring’.

8. Stage Three - Quality- Provision of Soft Benefits

8.1. This stage of the quality assessment will be based on the soft benefits offer received from the Tenderer in response to the Provision of Soft Benefits questions in Schedule 2, Part 2 of this Section 6.  Tenderers that do not offer any soft benefits will not be excluded from the tender process, but are still required to complete this section accordingly.  This stage carries a maximum score of 5 marks.  Statements made in relation to the Provision of Soft Benefits, once approved by the Authority, will be incorporated into the Contract as the Provider’s planned way of providing additional value and/or resources to the Authority throughout the Contract Period.

8.2. All submissions will be scored against the same criteria/sub criteria and sub-weightings as set out in this schedule.  The maximum points available for each criterion are set out in the table below:

	Soft Benefit
	Max score achievable

	Access to internal training courses and seminars (i.e. Continuing Professional Development) and whether such courses or seminars could be provided at Authority premises.
	5

	Access to library resources
	5

	Access to precedents
	5

	Secondments or training placements
	5

	Access to Good Industry Practice information
	5

	Legal update emails
	5

	Extranet facilities
	5

	Other
	5

	Total Maximum Score
	40



8.3. The overall score for Stage 3 - Soft Benefits (Quality) will be calculated by adding all points achieved from each Tenderer’s responses.  The total points achieved by each bidder will then be converted to a mark out of 5 to reflect the final weighted score for Stage Three. 

8.4. The Authority shall use the following formula to convert the score:

Total points achieved ÷ 8 = Score (out of a maximum of 5)

Worked examples are as follows:

i. A Tenderer achieves the maximum score of 40 points for Stage Three.  
The formula used will be:  40 ÷ 8 = 5 marks.

ii. A Tenderer achieves a score of 30 for Stage Three. 
The formula used will be: 30 ÷ 8 = 3.75 (to 2 decimal places) out of a possible 5 marks.

9. Quality Scoring

Scoring of Tenderers’ responses for the purposes of Quality (stages 2 & 3) will be based on the following scale:


	Assessment
	Score
	Basis of score

	Cannot be scored

	0 points
	No information provided or incapable of being taken forward either because the Provider does not demonstrate an understanding of our requirements or because the solution is incapable of meeting our requirements.

	Unsatisfactory
	1 point
	Although the Provider does demonstrate an understanding of our requirements there are some major risks or omissions in relation to the proposed solution to deliver the service and we would not be confident of our requirements being met.

	Satisfactory
	2 points
	A response which is capable of meeting our requirements but is unlikely to go beyond this.

	Good
	3 points
	A response which shows that the Provider demonstrates an understanding of our requirements has a credible methodology to deliver the service and could evolve into additional benefits.

	Very good
	4 points
	A response which shows that the Provider demonstrates an understanding of our requirements, and has a credible methodology to deliver the service alongside a clear process and plan to deliver additional benefits and deliver value.

	Excellent
	5 points
	A response which shows how the service can comprehensively be taken to the next level in terms of exceeding our requirements and/or offering significant added value to the Authority’s overall strategic requirements and objectives.
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10. Clarifications

10.1. A Tenderer’s evaluation score will be based on the Tenderer’s written Tender submission, but this may be clarified (and its veracity and accuracy verified) by the following methods:

· Clarification meetings / clarification presentations 
· By responses to clarification questions raised by the Authority 
· Written feedback from referees.

10.2. Tenderers will not be able to address any omissions in their Tender Submission during any clarification process.

10.3. The initial score will be based on the evaluators’ review of the Tenderer’s Tender Submission and be updated based on any further clarification. The final scores may differ from the initial scores to reflect the full evaluation process undertaken by the evaluation panel.  Overall scores will be calculated to ascertain the Tenderer’s overall percentage score.

10.4. The evaluation panel shall conduct a “consensus scoring process” where moderation of the scores awarded during the exercise will take place. The moderation shall give regard to any variance in the scores between the evaluators. A consensus score will be agreed by the evaluators for each of the evaluation criteria.



11. Stage Four – Price

11.1. Tenderers will be required to complete the Pricing Schedule contained in Section 5.

11.2. The Authority will use the Scoring Matrix below to weight the scores that Tenderers attain with respect to their responses to the Pricing Schedule. 

SCORING MATRIX FOR PRICE

	Case type
	Weighting

	1
	Right to Buy – Leasehold Sale
	5

	2
	Right to Buy – Underlease
	5

	3
	Right to Buy – Freehold Sale
	5

	4
	Right to Buy – Lease of House
	5

	5
	Voluntary Disposals
	4

	6
	Voluntary Disposals Staircasing
	3

	7
	Ad Hoc Disposals 
(Sale of Additional Land – Housing Act 1985, as amended)
	4

	8
	Buy Back of Properties
	1

	9
	Social HomeBuy
	3

	10
	Social HomeBuy Staircasing
	3

	11
	Rent to Mortgage Staircasing/Redemption
	1

	12
	Right to a Shared Ownership Lease Staircasing
	1

	13
	Equity Shares
(Housing & Regeneration Act 2008)
	3

	14
	Equity Shares Staircasing
	3

	15
	Cash Incentive Charge
	4

	16
	Mandatory Service Charge Loan
	1

	17
	Redemption of Mandatory Service Charge Loan
	1

	18
	Voluntary Service Charge Loan
	5

	19
	Redemption of Voluntary Service Charge Loan
	1

	20
	Equity Loan 
	3

	21
	Redemption of Equity Loan 
	3

	22
	Redemption of Discount Charge
	1

	23
	Transfer of Equity (Discount Repayment Period)
	1

	24
	Licence for Alterations
	4

	25
	Lease Extensions 
(Leasehold Reform Housing & Urban Development Act 1993)
	4

	26
	Deeds of Rectification
	4

	27
	Deeds of Variation
	4

	28
	Collective Enfranchisement 
(Leasehold Reform Housing & Urban Development Act 1993)
	3

	29
	Collective Enfranchisement Leaseback
(Leasehold Reform Housing & Urban Development Act 1993)
	3

	30
	Sale of Freehold Reversionary Interests 
(Voluntary Disposal – Housing Act 1985, as amended)
	3

	31
	Individual Enfranchisement of Houses 
(Leasehold Reform Act 1967)
	3

	32
	General Residential Conveyancing Advice/Additional Work
	4

	
	Maximum Total Points Available
	98






11.3. The maximum points for each Case Type will be given to the Tenderer submitting the lowest offered price.  All other Tenderers will then receive a score that is relative to the lowest offered price for each Case Type using the following formula:

Lowest Tenderer’s Offer ÷ Tenderer’s Rate x Weighting for Case Type

A worked example is as follows:

Case Type X has a weighting of 5.  Three Tenderers offer the following prices for Case Type X:

· Tenderer A - £25
· Tenderer B - £20
· Tenderer C - £30

Tenderer B has offered the lowest price at £20.  The formula to calculate the points for each Tenderer is as follows:

· Tenderer B’s price ÷ Tenderer A’s price x weighting = 20 ÷ 25 x 5 = 4.00
· Tenderer B’s price ÷ Tenderer B’s price x weighting = 20 ÷ 20 x 5 = 5.00
· Tenderer B’s price ÷ Tenderer C’s price x weighting = 20 ÷ 30 x 5 = 3.33

11.4. The overall points for each Tenderer for Stage 4 - Price will be calculated by adding all the points that Tenderer has achieved from their Pricing Document submission against each Case Type.  The total points achieved by each bidder will then be converted to a score out of 70 to reflect the weighted score for Price in accordance with the 70% Price, 30% Quality evaluation model.

11.5. The Authority shall use the following formula to convert the score:

Total points achieved ÷ 1.4 = Score (out of a maximum of 70) 

Worked examples are as follows:

i. A Tenderer achieves the maximum score of 98 points for Stage Four.  
The formula used will be:  98 ÷ 1.4 = 70 marks

ii. A Tenderer achieves score of 90. 
The formula used will be: 90 ÷ 1.4 = 64.29 marks (to 2 decimal places)
[bookmark: _Toc426651469]ABNORMALLY LOW TENDERS
12. The Authority will scrutinise very carefully any Tender that contains a price which appears very low (having regard, inter alia, to the prices submitted in the other Tenders received).  The Tenderers’ attention is drawn to the Authority’s power under regulation 69(5) of the Public Contract Regulations 2015 to disregard/reject any Tender that is abnormally low.
[bookmark: _Toc426651471]FINAL SELECTION AND RECOMMENDATION
13. The price score will be added to the quality score. The tender submission with the highest overall score shall be recommended for award of tender.
[bookmark: _Toc426651472]TIE BREAK
14. In the event of a tie break (where two or more top scoring Tenderers have the same total weighted score including both Quality and Price), the Authority shall select from amongst those Tenderers the submission of the Tender with the highest weighted score for Price. 



Schedule 2 – Quality Submissions
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The completion of this section is compulsory.  You must provide a response against all of the questions in the space provided.  Your Tender will be rejected should you return it to the Authority incomplete.  Responding “Not Applicable” or statements with the same or similar meaning will not be considered an acceptable response by the Authority.

Please respond to the questions in the spaces provided.  You are encouraged to be succinct and exact in your responses and to refrain from providing extraneous documentation or information.  To ensure all responses are judged equally, where a number is requested, do not provide any other information to qualify your response.


1 Service Provision

a State the total number of fee earners you currently employ or contract who could undertake instructions relating to the full range of Case Types.  Your response to this question will not be scored in itself but will be used to judge your ability to react to an unexpected increase in demand in conjunction with the responses provided against other questions within this section.

	




b State the total number of fee earners you will allocate to this contract.  You should respond to this question:
· with consideration of the estimated number of matters which would be instructed to the successful Provider per annum (i.e. 800 matters); and
· as if those fee earners would deal only with matters arising from the successful award of this contract.
You should note that the Authority will not dictate how the successful Provider allocates matters to their fee earners with respect to any other contracts they have been awarded.

	




c Detail the maximum number of active matters you would expect each fee earner to be carrying for residential conveyancing at any one time.  You should consider total workload with respect to residential conveyancing work for fee earners dealing with this type of work, whether or not they would work solely on matters arising from the successful award of this Contract or from a combination of other contracts your organisation has been awarded.

	






d Provide details of the electronic case management system that you will use to manage the matters which shall be instructed under the Contract should your organisation be awarded it.  Specify the date the system was implemented and updated, if appropriate. You may also submit a brief summary of how your electronic case management system will assist in the efficient delivery of the residential conveyancing service you provide.

	Electronic case management system used:
 

	Date of implementation:
 

	System updated (if appropriate):
 

	Summary:
 




















e With consideration of the estimated number of matters which will be instructed to the successful Provider of 800 matters per annum, attach résumés of all the staff you intend will contribute to providing the Service and in the space below specify which staff would be dedicated to providing the Service,  

	






f Describe how staff involved in providing the Service will be supported and supervised and by whom within your organisation.

	




g Describe below the steps your organisation would undertake to ensure that the provision of the Service is unaffected should the number of instructed matters increase to 1,600 matters per annum.  

	







h What will be your intended methods for covering staff absences?

	




i Describe what measures your organisation will adopt to ensure that all employees involved in the operation of the Contract have the knowledge and competence to carry out the work required and provide expert and up-to-date advice to the Council throughout the Contract Period.

	






2 Efficiency

a What tools, procedures and actions will your organisation employ to progress all transactions but particularly those which are being delayed by the purchaser?
  
	




b What tools, procedures and actions will you employ to ensure quotes and fees charged for hourly-rated work are as accurate as possible and adhere to the tenets of Best Value?

	




c Describe how the Supplier will assist the Council in making efficiency savings, for example, by offering reductions related to volume instructions.

	





3 Monitoring

What procedures does your organisation intend to adopt to ensure that the operation of the Contract will be monitored effectively and any issues are identified and resolved at the earliest opportunity?

	
	




4 Information and Confidentiality

What practical measures will your organisation adopt to ensure that it complies with its obligations under DPA and/or the Authority’s requirements under FoIA and that all information relating to the Service is kept as securely as possible?
	
	




5 Conflict of Interest

What practical measures will the Supplier adopt to ensure that conflicts of interest are avoided throughout the Term?

	[bookmark: _Toc277949530]
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The completion of this section is compulsory.  Your Tender may be rejected if you return it to the Authority incomplete.  However Tenderers are not obliged to offer all or any of the soft benefits listed.  Tenderers must respond “No” by ticking the appropriate box against any soft benefit that is not being offered.  Scores will be awarded accordingly. If you respond “Yes” you must qualify your response by providing a description.  If you do not do so, your response will not be scored.  

[bookmark: _GoBack]Please indicate in the table below whether you are able to offer any added value to the Authority by the provision of any of the soft benefits given below.  

	Soft Benefit
	
	If Yes, provide a description

	1. Access to internal training courses and seminars (i.e. Continuing Professional Development) and whether such courses or seminars could be provided at the Authority’sl premises.
	☐ Yes
☐ No
	

	2. Access to library resources




	☐ Yes
☐ No
	

	3. Access to precedents




	☐ Yes
☐ No
	

	4. Secondments or training placements




	☐ Yes
☐ No
	

	5. Access to Good Industry Practice information




	☐ Yes
☐ No
	

	6. Legal update emails




	☐ Yes
☐ No
	

	7. Extranet facilities




	☐ Yes
☐ No
	

	8. Other (please specify)




	☐ Yes
☐ No
	





