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1.   EVALUATION OF BIDS  

1.1. This Volume 3: Evaluation Methodology forms part of the Invitation to Tender 

(“ITT”) for the Competition for the provision of Perspex and Polycarbonate 

Screens for HMCTS.   

1.2. This Volume 3 provides Bidders with a detailed description of how Bids will be 

evaluated and how the award decision will be made. It is important that Bidders 

read this Volume 3 carefully to gain a clear understanding of the evaluation 

methodology, including the weightings, sub-weightings, scoring process, and the 

award decision process that will be used.     

1.3. This Volume 3 must be read in conjunction with the other Volumes of the ITT.  

2. EVALUATION OBJECTIVES  

2.1. The objectives of the evaluation process are as follows:  

• the identification and award of Bids which represent the 

most economically advantageous tender;   

• the award of two non-exclusive Contracts; and  

• the provision of an objective decision-making process for the award to be 

undertaken.  

3. OVERVIEW OF THE EVALUATION METHODOLOGY  

3.1. All Bids will be evaluated against a Qualification Selection Questionnaire 

(Qualification Envelope), non-price questions (Technical Envelope) and price 

(Commercial Envelope) criteria. These three criteria will be evaluated separately.  

3.2. The Authority will initially conduct an evaluation of the Qualification envelope, 

which compromises of “for information” and pass/fail questions. Once the Bidder 

has passed these, they will be able to progress onto the next stage of the 

evaluation. 

3.3. The Authority will then consider the relative price differences together with the 

relative non-price differences of the Bids with a Price and Non-Price Total Score 

in accordance with the mechanisms set out in this Volume 3. A score will be 

calculated per Bidder. The highest Price and Non-Price Total Score represents 

the best value for money.  

3.4. The award decision will be evaluated on the outcome of the Price and Non-Price 

Total Scores for all Bidders who have progressed past the Qualification stage. 

4. EVALUATION PROCESS  

4.1. On receipt of the Bids, each Bid will be checked for completeness and 

compliance with the ITT. 
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4.2. The criteria (Qualification, Non-Price and Price) have been divided into 

Weightings seen in Table 1 below. These Weightings form the basis of the Price 

and Non-Price Total Score. 

 

Table 1 – Criteria Weightings 

 Provision of Perspex and Polycarbonate Screens to HMCTS  

Criteria Weighting (%) 

Qualification Pass/Fail 

Non-Price 60% 

Price 40% 

Total  100%   

 

5. QUALIFICATION EVALUATION 

5.1. The Qualification evaluation has been divided into three (3) parts, all of which 

the Bidders are required to answer. The questions are mandatory and cannot be 

left blank. 

5.2. The Qualification evaluation bears no scoring, however contains ‘’For 

Information’’ questions and Pass/Fail questions. If a Bidder was to fail any 

questions, the Authority has the right not to evaluate any other parts of their bid.   

5.3. If the Bidder has passed the qualification stage they will progress onto the Non-

Price and Price evaluation. 

5.4. The Bidders are advised to follow the guidance in the first tab of the Qualification 

evaluation in order to complete the section accurately. 

6. NON-PRICE EVALUATION  

Weighting and Sub-Weighting  

6.1. Non-Price elements of the evaluation have been divided into categories (referred 

to as the Level 1 Categories – Annex A refers), each of which have been 

weighted (Level 1 Weightings). The Level 1 Categories and Weightings are set 

out in Table 2 below: 
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Table 2 - Level 1 Category Weightings 

Provision of Perspex and Polycarbonate Screens to HMCTS  

Level 1 Categories Level 1 Weighting (%) 

Delivery of Goods 60% 

Insurance/Terms Pass/Fail 

Total  60%   

  

6.2. The Level 1 Categories have been sub-divided into two (2) key areas, namely 

Delivery of Goods and Insurance/Terms, as above. Each of the Level 1 

categories have been sub-divided into further Level 2 evaluation criteria. Each 

Level 2 criterion has been sub-weighted (Level 2 Weightings).  The Level 2 

criteria and the Level 2 Weightings are set out at Table 4 below.  

 Scoring of the Level 2 Criteria   

6.3. The Authority will evaluate the Bidders’ response to each of the Questions 

referred to in Volume 2, Annex 1, which states the question and subsequent 

instructions and guidance for Bidders, enabling them to answer the question 

against the Level 2 criteria in Annex A, which states how the responses will be 

evaluated.  

Scores  

6.4. The Bidder’s response to each Question will be evaluated against the relevant 

Level 2 Criterion and allocated a rating which translates to a score between 0 

and 10. Evaluators will be provided with a written description of ratings, provided 

in Grading Table (Table 3) below, and will be required to use this when 

determining scores.  Where the Authority has allocated a single available score 

to a question Response (or part of a question Response) which is comprised of 

more than one evaluated question, the score assigned will be based on an 

overall assessment of the Bidder’s response to all parts of the Questions.  

6.5. Each rating reflects the extent to which the Bidder's response meets or exceeds 

the Authority’s requirements in the relevant area. Where the Bidder is required 

to confirm compliance with the Authority’s requirements, these will be evaluated 

on a "Pass/Fail" basis and, as such, the relevant Question will be identified in 

this guidance.  
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6.6. The ratings and scores to be used in the evaluation are set out in the grading 

table below: 

Table 3: Grading Table 

Grade  Score Grade Descriptions  

10 (Excellent) 10 

Exceptional response and / or exceptional value added. 

Bidder's response (a) meets the requirement in an 

exceptional manner with a robust proposal that delivers an 

overall extremely effective solution including the relevant 

commitment, understanding, resource and quality 

measures or (b) meets the requirement with at least an 

acceptable proposal that overall includes the relevant 

commitment, understanding, resource, and quality 

measures, and provides evidence of factor(s) that will add 

exceptional value above the requirements. 

8 (Very Good)  8 

Very good response and /or significant value added. 

Bidder's response (a) meets the requirement in a very good 

manner with a robust proposal that delivers an overall 

effective solution including the relevant commitment, 

understanding, resource and quality measures or (b) meets 

the requirement with at least an acceptable proposal that 

overall includes the relevant commitment, understanding, 

resource, and quality measures, and provides evidence of 

factor(s) that will add significant value above the 

requirements.  

 7 (Good)  7 

Good response and / or some value added. Bidder's 

response (a) meets the requirement with a proposal that 

delivers an overall effective solution including the relevant 

commitment, understanding, resource and quality 

measures or (b) meets the requirement with at least an 

acceptable proposal that overall includes the relevant 

commitment, understanding, resource, and quality 

measures, and provides some evidence of adding value 

above the requirements or elements of the requirements.  

5 (Acceptable)  5 

Acceptable response - satisfies the requirement. Bidder's 

response meets the requirement with an acceptable 

proposal that overall includes the relevant commitment, 

understanding, resource and quality measures not 

withstanding that there may be minor issues which are 

easily resolvable and in any event which do not have a 

material impact on the overall acceptability of the proposal. 

3 (Minor 

reservations)  
3 

Minor reservations. Bidder's response meets the 

requirement with a proposal that overall includes the 

relevant commitment, understanding, resource and quality 

but which may give rise to some minor reservations in one 

or more areas which may be resolvable but, if not, may 

have an impact on the overall acceptability of the proposal. 
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1 (Major 

reservations) 
1 

Major reservations. Bidder's response overall fails to meet 

the requirement and/or gives rise to one or more serious 

concerns about the relevant commitment, understanding, 

resources and/or quality measures irrespective of any 

added value above the requirements or elements of the 

requirements. 

0 

(Unacceptable) 
0 

Unacceptable. Bidder's response overall fails to meet the 

requirement and/or contains insufficient information to 

evidence overall meeting the requirement, including the 

relevant commitment, understanding, resources and/or 

quality measures irrespective of any added value above the 

requirements or elements of the requirements. 

   

6.7. The response to each Question will be evaluated by a minimum of three (3) 

evaluators who will score independently. Where evaluators allocate the same 

score, that score will be taken as the final score for that response. Where 

evaluators score differently, there will be a moderation process by which 

evaluators will be given the opportunity to jointly review and agree the score. If 

evaluators cannot agree on the score, the moderator will consult with the 

evaluators and make the decision on the score to be allocated.  The moderated 

decision will be final.  

6.8. The Level 2 weightings and maximum scores available for each Question are 

summarised in the tables below. “Question Ref” and “Question Title” are 

question references and titles as set out in Volume 2, Annex 1 - Evaluation 

Questions of this ITT.   

  



  
OFFICIAL  

  
Commercial and Contract Management (CCM) Directorate  

Volume 3: Evaluation Methodology    8  

  

Section 1: Service Delivery  

Table 4 – Section 1 Level 2 Weightings and Maximum Scores 

 

Section 2: Insurance/Terms 

 

Table 5 – Section 2 Level 2 Weightings and Maximum Scores 

Level 1 

Category  

Question  

Ref  Question Title   

Level 2 

Weighting 

(%)  

Maximum  

Score  

Available  

Insurance/Terms 

Question 6 Insurance Pass/Fail N/A 

Question 7 Acceptance of 

Volume 4: Terms 

and Conditions 

Pass/Fail N/A 

 

Non-Price Score calculation  

6.9. The Authority will apply the relevant grade scores to the questions, weight them    

against the Level 2 criteria as described in Table 4 above.  

6.10.   The Level 2 Weighted Score is calculated as follows: 

 

Level 1 Category 

Question  

Ref  Question Title  

Level 2  

Weighting 

(%)  

Maximum  

Score  

Available  

Delivery of Goods Question1 Speed of Service with 

Quality Maintained 

25% 10 

Question 2 Capacity 25% 10 

Question 3 Management  25% 10 

Question 4 Support during 

installation 

15% 10 

Question 5 Support after 

installation 

10% 10 

  Total  100%    
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Level 2 Weighed Score % = Level 2 Weighting % x Grade Score x 0.1 

These scores will then be aggregated to calculate the Total Level 2 Weighted 

Score 

6.11. The overall non-price score is calculated as follows: 

Overall non-price score =Total Level 2 Weighted Score x Level 1 

Weighting (60%) 

6.12. As mentioned in Table 1 the Non-Price Weighting 60%. 

Example: 

The following illustration provides an example of a Bid’s non-price evaluation for 

three (3) questions. Please note, the figures within the table are provided for 

illustrative purposes only. 

Bidder 1 Submission scores: 

Table 6 – Example 1 

Question ref Question Title Level 2 

Weighting (%) 

Score Level 2 

Weighted score 

Question1 Example 1 35% Good (7) 24.50% 

Question 2 Example 2 55% Acceptable (5) 27.50% 

Question 3 Example 3 10% Acceptable (5) 5.00% 

Total 100% N/A 57.00% 

 

6.13. The Total Level 2 Weighted Score is calculated as (24.50% + 27.50% + 5.00%) 

= 57.00% 

6.14.  The Total Weighted Non-Price score is then calculated as follows:  57.00% x 

0.3 (Level 1 Weighting 30%) = 17.10% 

6.15. The Total Weighted Non-Price score is then used in the calculation of the final 

Price and Non-Price Total Score. 

7. PRICE EVALUATION AND METHODOLOGY 

  

7.1 The Pricing Matrix (as per Volume 6) requires Bidders to provide a 

number of scenarios for 5 different rooms/requirements to arrive at a Discounted 

Tender Price to be used for evaluation purposes only. 
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7.2 The matrix requires the Bidder to provide totals for 5 different rooms/requirements 

as follows;  

1) Jury Bench 

2) Counsel 

3) Deliberation Room 

4) Assembly Room 

5) Magistrates/Tribunal Bench 

 
7.3 Whilst it is HMCTS's intent to spend approximately £2m on screens, there is no 

formal commitment to this expenditure. Bidders are therefore required to populate 

the Discount Sheet to propose volume discounts that will be applied 

retrospectively. 

7.4 The Discount Sheet requires Bidders to provide discount rates for different spend 

Bands up to £2m in value in the first year of the contract. 

7.5 Bidders must complete only the cells shaded in Green in the Pricing 

Sheets and Discount Sheet; all other cells should remain unchanged. Bidders 

submitting Pricing Sheets with missing information will be non-compliant. 

7.6 To calculate the Discounted Tender Price, in the sheet 'Basket of Goods', the 

average unit costs will be calculated for both Plexiglass and Polycarbonate 

Screens following the insertion of the cost of each screen requirement. These 

average costs will automatically feed into the Summary Tab. Please note that the 

Audit Cost for Site Visit and Measure Up is included within the Plexiglass 

requirement within the ‘’Basket of Goods’’ tab, however this cost will cover any site 

requirement for both Plexiglass and Polycarbonate. In the sheet 'Evaluation 

Scenario', the unit cost of each screen requirement will automatically be pulled 

through from the ‘’Basket of Goods’’ sheet. The total costs of the five (5) various 

requirements will be calculated. These total costs will feed into the summary Tab. 

Within the Summary Tab, the Average unit costs are then totalled, as well as the 

five (5) various requirements of rooms. These two totals are then added together 

to achieve a Tendered Price. A discount is then applied to the total Tendered Price 

based on information provided by the bidder (if applicable) which is shown as Total 

Discounted Tender Price.  The total weighted Price % as per Volume 3 - Evaluation 

Methodology is then applied. 

 
7.7   For the avoidance of doubt the Discounted Tender Price on the Summary Sheet 

will be the sole financial figure used for the price evaluation of this tender. 

Total Weighted Discounted Tender Price Score 

7.8 A Total weighted discount tender price score will then be calculated for the purpose 

of evaluation only.  
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• There is a 40% total weighting on the financial evaluation 

• The Total Weighted Discounted Tender Score will be calculated as follows; 

 

 

 

 

Table 7 – Example 2 

Bidder Discounted 

Tender 

Price 

Calculation Total Weighted 

Discounted Tender 

Price 

Bidder 

A 

£100 =(£60/£100)*40%  24% 

Bidder 

B 

£80 = (£60/£80)*40% 30% 

Bidder 

C 

£60 =(£60/£60)*40% 40% 

 

7.9       As stated in table 1, the Price Weighting is 40%. 

8. Price and Non-Price Total Score  

8.1. Once the Total Weighted Non-Price Score and the Total Weighted Contract Price 

for each Bid have been calculated, they will be used to carry out the Price and 

Non-Price Total Score. The formula being used is:  

 

Total Weighted Non-Price Score + Total Weighted Discounted Contract 

Price Score 

 

8.2. The most economically advantageous solution for this Competition will be the 

highest sum combination of the Price and Non-Price Total Score.  

8.3. The following illustration provides an example where three (3) Bids have been 

evaluated and given an indicative ranking prior to applying the award decision 

process. Please note, the figures within the table are provided for illustrative 

purposes only.  
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  Table 7 – Example 2 

 

  Bid 1  Bid 2  Bid 3  

Total Contract Price  

(£)  

£2,500,000  £1,500,000  £1,750,000  

Total Weighted Contract Price 

Score (%) 

42% 70% 60% 

Total Weighted non-price Score 15.60% 18.90% 14.85% 

Price and Non-Price Total Score 57.60% 88.90% 74.85% 

Rank  3rd 1st 2nd 

  

9. AWARD DECISION  

9.1. This section sets out the process which will be used to determine which Bid will 

be the successful Bid. 

9.2. The award decision is based on the final Price and Non-Price Total Score, and 

the successful Bid will be the Bid with the highest Price and Non-Price Total 

Score. 

9.3. The award decision will be communicated via the E-sourcing portal. 

9.4. Bidders will be provided with a Notification of Award letter together with a debrief-

pack detailing the scores achieved and evaluators’ feedback. 
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ANNEX A  

LEVEL 1 CATEGORY: SERVICE DELIVERY 

1 The Questions for the Level 1 Category of Service Delivery are set out in Volume 2: 

Bidder Questions. 

2 The Level 2 Criteria relating to the Level 1 Category of Service Delivery and the 

associated Level 2 Weightings, as well as maximum scores available, are listed in 

the table below. For the avoidance of doubt, the Level 2 Criteria include summary 

descriptions of the factors in respect of each Question that the Authority will take 

into account in its evaluation of the response. 

  

Question 

 Ref  
Question Title   

Level 2  

Criteria  

Level 2  

Weighting  

(%)  

Maximum 

Score  

Available  

Question 1  Speed of 

Service with 

Quality 

Maintained 

A clear, robust response which provides full 

details of how the bidder will deliver the 

requirement from survey to installation of 

screens against the minimum requirements.  

25% 10 

Question 2 Capacity A clear, robust response which provides an 

understanding of the challenges faced in  

delivering   screens to the HMCTS estate to 

meet the required capacity within timescales. 

The response provides assurance that the 

proposed approach will provide a tailored 

delivery solution which fulfils the requirements 

of HMCTS. 

25% 10 

Question 3 Management  A clear, robust structure detailing how the 

Bidder proposes to manage the delivery of the 

Contract and provide evidence that planned 

activities have been completed, completed on 

time and to the Authority’s required standards. 

25% 10 

Question 4  Support 

during 

installation 

The response provides full details of how the 

Bidder will provide support to HMCTS during 

installation. 

15% 10 

Question 5 Support after 

Installation 

The response provides full details of how the 

Bidder will provide support to HMCTS after 

installation. 

10% 10 
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LEVEL 1 CATEGORY: INSURANCE/TERMS 

1. The Questions for the Level 1 Category of Insurance/Terms are set out in Volume 2: 

Bidder Questions.  

2. The Level 2 Criteria relating to the Level 1 Category of Insurance/Terms and the 

associated weightings, as well as maximum scores available, are listed in the table 

below. 

Question 

Ref 

Question 

Title 
Level 2 Criteria 

Level 2 

Weighting 

(%) 

Maximum 

Score 

Available 

Question 

6 

Insurance 

Confirmation of required insurance 

(Pass/Fail) N/A 

Question 

7 

Terms and 

Conditions Acceptance of Volume 4: Terms and Conditions. 

(Pass/Fail) N/A 

 


