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1. TENDER DOCUMENTS
1.1.1	RSSB intends to procure a contract for consultancy services (hereinafter referred to as the “Services”).

1.1.2	Your company is hereby invited to tender to provide these Services.

1.1.3	This procurement is being carried out under the Open Procedure.

1.1.4	The purpose of the procurement is to identify the Tender which represents, from the point of view of RSSB, the most economically advantageous solution for the delivery of the Services.

1.1.5	RSSB intends to award a single Contract to a single entity (hereinafter referred to as the “Contract”) for specific project to start on 27th March and to be completed by 

1.1.6	This Invitation to Tender (ITT) sets out RSSB’s detailed requirements and invites Tenderers to propose a solution for meeting these requirements.  

1.2	Contents

1.2.1	These guidance notes for tenderers contain:
	 
(i) RSSB’s Contract strategy (Section 2)
(ii) An explanation of the ITT process and timescales (Section 3)
(iii) A description of the Tender documents required (Section 4)
(iv) Guidance on how RSSB will evaluate the Tender responses (Section 5)
(v) A disclaimer (Section 6)

1.2.2	Tenderers should note that these guidance notes make reference to the following additional documents:

(i) Appendix A:	Company information
(ii) Appendix B: 	Grounds for exclusion
(iii) Appendix C:	Schedule of Qualifications
(iv) Appendix D: 	Declaration
(v) Appendix E: 	Sub-contractors
(vi) Appendix F: 	Conflicts of Interest
(vii) Appendix G:	Schedule of Requirements 
(viii) Appendix H:	Pricing Schedule 
(ix) Appendix I:	Draft Contract

2. Contract strategy
2.1 Overview of requirements
2.1.1 RRSB wish to carry out an organisational review to ensure the RSSB “member-funded” business operates on a sustainable financial business model, both in terms of the short to medium term (to the end of the next control period (CP6) in 2024) but also with regards to the long-term future. 
2.1.2 RSSB require professional assistance to carry out an evaluation of our existing business model and explore options for reform to ensure the company operates on a sustainable business model going forward.  
2.1.3 This piece of work regarding financial sustainability is a major part of a wider transformation project designed to implement a series of recommendations highlighted in the recent review of RSSB carried out by the ORR (Office of Rail and Road).. insert link to ORR Review 
2.1.4 Please see Appendix G: Schedule of Requirements for full details.
2.2 Desired contract relationship 
2.2.1 RSSB will seek a cooperative relationship, based on a clear understanding of respective roles and responsibilities, as well as the principles of:

(i) transparency and fairness of process;
(ii) disclosure of relevant information and guidance when required;
(iii) identification and pre-emption of delivery risks;
(iv) rapid resolution of issues based on and ‘agile’ and "fix-first, argue later" ethos;
(v) delivery of the approved solution to time/in budget given the very short timescale; and
(vi) a value-for-money solution.



2.3 Contract terms and conditions
2.3.1 Any Contract arising from this Procurement shall comprise the following documents:

(i) Appendix I: Draft Contract - RSSB’s Standard Terms & Conditions; 
(ii) Clarifications log;
(iii) Appendix G: Schedule of Requirements
(iv) Appendix C: Schedule of Qualifications - as returned to RSSB with the Tender;
(v) The Technical Responses as returned to RSSB with the Tender; and
(vi) Appendix H: Pricing Schedule as returned to RSSB with the Tender.

In the event of any conflict between any of the documents, they shall be afforded the order of precedence shown above.

2.3.2 Any Contract arising from this Procurement shall be subject to English law and the exclusive jurisdiction of the courts of England.

3 ITT Process
3.1 ITT single point of contact
3.1.1 Your main point of contact is: Tanja Odinsen: shareditt@rssb.co.uk
3.1.2 Tenderers must not approach any of RSSB’s staff except where expressly permitted by this ITT.
3.2 Procurement Timetable
3.2.1	The timetable for this procurement follows.  This is intended as a guide and whilst RSSB does not intend to depart from the timetable, it reserves the right to do so at any stage.
The expected milestones are set out below: 
Table 1
	01/03/17
	Issue ITT via Contracts Finder

	02/03/17
	Clarification period starts

	07/03/17
	Supplier scope clarification meeting (15.00-16.00)

	10/03/17
	Confirmation of intention to submit a tender 

	14/03/17
	Clarification period closes (“Tender Clarifications Deadline”)

	16/03/17
	Deadline for the publication of responses to Tender Clarification questions 

	20/03/17 (09:00)
	Deadline for submission of Tenders to the Contracting Authority (“Tender Submission Deadline”) 

	20-23/03/17
	Tender Evaluation 

	24/03/17
	Award notification issued to successful and unsuccessful Potential Providers.

	27/03/17
	Execution of contract 

	27/03/17
	Service commencement date 



3.3 Scope Clarification Meeting

3.3.1 A scope clarification meeting will be held at RSSB’s offices – The Helicon, One South Place, EC2M 2RB (there will also be an opportunity to dial in to the meeting) on the 7th March from 15.00-16.00. This is an opportunity for Potential Providers to seek clarification on the Requirements. We expect the scope clarification meeting to be a two-way dialogue, with an open floor to general Q&A. Commercial information will not be shared. 

3.3.2 Any questions should be prepared in advance of the clarification of scope meeting and sent by email to shareditt@rssb.co.uk, by the 6th March at 12:00, to ensure that questions can be answered on the day.  Please ensure you quote RSSB2490 in the subject line.

3.3.3 Tenderers must notify RSSB of their intention to attend by the 6th March at 12:00 – email shareditt@rssb.co.uk . Maximum 2 attendees per Potential Provider. Please ensure you quote RSSB2490 in the subject line.

3.4 Issue of ITT

3.4.1 It is the responsibility of Tenderers to ensure that they have downloaded and read all the relevant documents.  All documents are important and contain information which may have a considerable bearing on the success of the Tender Response.  A list of all relevant documents is provided at Section 1.2.

3.4.2 Either in response to requests for additional information or clarifications in respect of this ITT, or in its own right, RSSB may modify the ITT in any respect, by way of clarification, addition, deletion or otherwise, prior to the deadline for the receipt of Tenders. 

3.4.3 Any alterations, additions or deletions to the Tender documents shall be issued in the form of supplementary documents, which shall form part of the Contract. 

3.5 Confirmation of intention to submit

3.5.1 Suppliers shall inform RSSB of their intention to submit a tender by confirming this via email to the main point of contact by the date shown in table 1.

3.6 Clarification questions

3.6.1 Questions about the Contract requirement, the Contract Terms and Conditions, or about the content of the ITT must be submitted to the main point of contact and in any event by the clarification deadline set out within the Procurement Timetable (Table 1).  

3.6.2 RSSB will respond to all reasonable clarifications as soon as possible by issuing a clarifications log, which will be transmitted to all Tenderers, listing Tenderers' questions and RSSB.’s response to them.  If a Tenderer wishes RSSB to treat a clarification as confidential and not issue the response to all Tenderers, it must state this when submitting the clarification.  If, in the opinion of RSSB, the clarification is not confidential, RSSB will inform the Tenderer, and the Tenderer shall have an opportunity to withdraw the query.  If the query is not withdrawn, the response will be issued to all Tenderers. 

3.7 Tender submission 

3.7.1 All tender response documents must be submitted to the main point of contact and must be received no later than the time and date set out in the Procurement Timetable (Table 1).  

3.7.2 Response documents to be provided as part of a complete response shall include:

(i) Appendix A:	Company information		☐
(ii) Appendix B: 	Grounds for exclusion		☐
(iii) Appendix C:	Schedule of Qualifications	☐
(iv) Appendix D: 	Declaration			☐
(v) Appendix E: 	Sub-contractors			☐
(vi) Appendix F: 	Conflicts of Interest		☐
(vii) Appendix H:	Pricing Schedule		☐
(viii) Tenderer’s Suitability Question Responses	☐
(ix) Tenderer’s Technical Question Responses	☐

3.8 Additional information  

3.8.1 RSSB reserves the right to seek further information or evidence for the purposes of confirming or clarifying any aspect of the content of a Tender.

3.8.2 RSSB reserves the right, at its sole discretion, to request a Parent Company Guarantee and/or some other financial or performance guarantee.

4 Structure of compliant Tender
4.1	Tenderers must answer all questions.  

4.2	The Technical response must contain no reference to prices or any other information of a commercial nature.

4.3	Certain questions require supporting documents to be uploaded.  For each and every document so requested:

(i) it must be supplied;
(ii) it must be in English;
(iii) it must be named as directed by this ITT;

4.4	Only documents requested by this ITT must be provided with the Tender.   Tenders which contain unsolicited materials (for example sales brochures or other marketing materials) may be disqualified.

4.5	The documents as enclosed are to be accepted in their entirety. If any alteration is made or these instructions are not fully complied with the tender may be invalidated.
4.6	The Tenderer shall be deemed to have satisfied itself as to the nature, extent and the content of the goods, services or works to be provided, the extent of staff required and all other matters, which may affect the tender.

4.7	It is the Tenderer’s responsibility to ensure the tender is correct at the time of submission.  No amendment to the tender will be allowed after the due date.



5 Evaluation Process
In evaluating tenders, the most economically advantageous tender will be sought.  This will be done using the evaluation criteria and weightings detailed in tables 2-4.
The evaluation criteria detail the minimum requirements. Therefore, any tender which cannot demonstrate that it meets any of the minimum requirements will not be marked and will automatically score zero.
Tenderers are advised to carefully consider the attached requirements, ask clarification questions to ensure these are understood.
5.1	Phase 1 – Initial compliance check
5.1.1	Each Tender shall first be reviewed to ensure that it has been submitted on time and meets RSSB.’s submission requirements as notified in Instructions to Tenderers.  
5.2	Phase 2 – Evaluation of Suitability 
5.2.1	The Tenderer shall provide responses to all questions in table 3.

5.2.2	The RSSB will evaluate each of the suitability questions in table 3 as either:
· “Pass” or “Fail” and reserves the right to disqualify forthwith any Tenders which score “Fail” against any of the questions

The relevant scoring mechanism for each Suitability question is noted against it in table 3.
5.2.3	Tenders may also be disqualified if:
(i) Any questions are not answered;
(ii) Includes in Appendix C any qualifications not acceptable to RSSB;
(iii) Includes in Appendix B any grounds for mandatory exclusion; or
(iv) Includes in Appendix F any conflicts of interest that have not been sufficiently mitigated 

5.2.4	Only Tenders which have not been disqualified shall progress to Evaluation Phase 3 –Evaluation of Technical Response.



Table 2 –  Scoring Methodology
	Grade label
	Grade
	Definition of grade

	Unacceptable
	0
	The response has been omitted, or the Tenderer proposal evidences inadequate (or insufficient) capacity or capability to deliver the requirement(s)

	Weak
	1
	The Tenderer has demonstrated merit, although there is weakness evident in its capacity or capability for the purposes of the procurement.

	Satisfactory
	2
	The Tenderer has evidenced a level of capacity and capability suitable for the purposes of the procurement.

	Good
	3
	The Tenderer has evidenced a significant level of capability and capacity for the purposes of the procurement.
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Table 3 – Suitability Questions 
	Suitability Evaluation Area
	Evaluation Question
	Evaluation Criteria N/A
	Minimum Score 

	Question 1: “What experience do you have in providing advice to companies of RSSB’s size re their existing business model and suggestions for reform?”

	Question 1: “What experience do you have in providing advice to companies of RSSB’s size re their existing business model and suggestions for reform?”

	Evaluation Criteria = Pass/Fail
Pass = The tenderer provides an in-depth statement describing their experience in providing advice to companies of RSSB’s size and with specific regards to their existing business model. Further the tenderer has also provided, to said companies stated, suggestions for reform.
Additionally, the tenderer can demonstrate that their experience in the above has resulted in successful & significant improvements in the organisations identified by the tenderer
Fail = The tenderer has not provided provides an in-depth statement describing their experience in providing advice to companies of RSSB’s size and with specific regards to their existing business model. Further the tenderer has also not provided, to said companies stated, suggestions for reform.
Or the tenderer has not been able to demonstrate that their experience in the above has resulted in successful & significant improvements in the organisations identified by the tenderer
	Pass/Fail

	Question 2: “What experience do you have of reviewing member funded organisations?”


	Question 2: “What experience do you have of reviewing member funded organisations?”


	Evaluation Criteria = Pass/Fail
Pass = The tenderer provides a high quality, thorough statement of their experience of reviewing member funded organisations. 
Fail = The tenderer has not provided a high quality or thorough statement of their experience of reviewing member funded organisations. 

	Pass/Fail

	Question 3: “What methodology did you utilise for reviewing member funded organisations and why that methodology?”

	Question 3: “What methodology did you utilise for reviewing member funded organisations and why that methodology?”

	Evaluation Criteria = Pass/Fail
Pass = The tenderer provides a well thought out, appropriate and accurate methodology for reviewing member funded organisations.
Further the tenderer provides a high quality and detailed explanation describing the “Why?” of having chosen said methodology. The tenderer provides 2 executive summaries of reviews of different member funded organisations, of a maximum page length of 2 pages per executive summary.
Fail = The tenderer has not provided either a well thought, or appropriate, or accurate methodology for reviewing member funded organisations.
Additionally, the tenderer has not explained the “Why?” of said methodology.

Or the tenderer has not provided 2 executive summaries of reviews of different member funded organisations.

	Pass/Fail

	Question 4: “What experience do you have in completing this kind of assignment in the timescales required for this particular project”

	Question 4: “What experience do you have in completing this kind of assignment in the timescales required for this particular project”

	Evaluation Criteria = Pass/Fail
Pass = The tenderer provides an in-depth and thorough responses detailing a wealth of experience in completing similar assignments in the timescales provided for this project.
The tenderer provides 2 or more examples in relation to the above
Fail = The tenderer has not provided an in-depth and thorough responses detailing a wealth of experience in completing similar assignments in the timescales provided for this project.
Further the tenderer has not provided 2 or more examples in relation to the above
	Pass/Fail

	S.6 Insurance requirements 
	Employer’s (Compulsory) Liability Insurance = £2M
Public Liability Insurance = £1M
Professional Indemnity Insurance = £1M
Please provide your response as an attachment using the filename: RSSB2490_YourSupplierName_S6
Max response length: 2 x A4 pages.
	Provides confirmation of self-certification
	Pass/Fail






5.3	Phase 3 – Evaluation of Technical Response 
5.3.1	The Tenderer shall provide responses to all questions in table 4
5.3.2	An evaluation panel consisting of representatives of key stakeholders within RSSB will evaluate the Tenderer’s responses to the Technical Questions (set out in table 4) out of a maximum of three (3) using the methodology set out in table 2.  The Evaluation Panel will not be allowed to give partial scores (for example 2.5); however, once all scores are aggregated, the technical scores will be rounded to two decimal places. The procurement team will only act as moderator during the assessment phases of the evaluation. 
5.3.3	Each question is weighted to show the relative importance significance of the criteria specific area’s for assessment. Tenderers should ensure that their responses give the RSSB confidence that each aspect of the Schedule of Requirements has been met.
5.3.4	Technical response scores shall account for 70% of the final score

5.3.5	Tenderers may be disqualified if: 

(i) A grade of zero (0) in any of the evaluated technical questions before the weightings are applied; or 
(ii) a grade of one (1) in more than one of the evaluated technical questions before the weightings are applied or
















Table 4 – Technical Questions 
	No
	Reference to Schedule of Requirements 
	Evaluation Question
	Evaluation Criteria
	Weight 

	Question 5
	Question 5: “How do you propose to reflect the views of Members and key stakeholders throughout this assignment?”

	Question 5: “How do you propose to reflect the views of Members and key stakeholders throughout this assignment?”

	Evaluation Criteria:
The tenderer demonstrates an insightful understanding of RSSB’s Members.
The tenderer proposes a robust methodology for reflecting the view of Members.
The tenderer provides a succinct and well thought out understanding of the key stakeholders.
The tenderer proposes a high-quality statement explaining how they will reflect stakeholder’s views.
The tenderer’s response as a whole to this question is of high quality and takes into account all of the views available, as well as bringing to prominence the key views.
	15%

	Question 6
	Question 6: “How do you propose to deliver each of the deliverables specified in the invitation to tender?”

	Question 6: “How do you propose to deliver each of the deliverables specified in the invitation to tender?”

	Evaluation Criteria:
The tenderer proposes a specific approach to each deliverable.
The tenderer demonstrates their understanding of each deliverable.
The tenderer provides a clear understanding of the risks and challenges that each deliverable presents.
The tenderer demonstrates their ability to provide specialist knowledge to each deliverable as required.
The approach and methodology stated for each deliverable is specific to that deliverable and appropriate.
The overall response provided by the tenderer for this question is of a high quality and gives RSSB a high degree of confidence in the tenderer to deliver each deliverable.
The approach, when taken in the round as a holistic approach, encompasses all of the deliverables and succinctly does so.

	22.5%

	Question 7
	Question 7: “What is your proposed project team? Do they have relevant financial experience/qualifications?”

	Question 7: “What is your proposed project team? Do they have relevant financial experience/qualifications?”

	Evaluation Criteria:
The tenderer proposes a high-quality project team.
The proposed project team has a good balance of seniority allocated to the relevant tasks.
The project team put forward by the tenderer has specialist knowledge that is required.
The proposed project team has experience of delivering comparable and similar projects.
The proposed project team has a wealth of experience and relevant qualifications.
The qualifications of the project team are specific to each of the deliverables outlined in the specification.
The response of the tenderer overall is of a high quality and provides RSSB a high degree of confidence in the ability of the proposed project team to deliver the specification.

	12.5%

	Question 8
	Question 8: “What risks and challenges do you foresee in this project? What mitigating actions will you take in relations to these risks?”

	Question 8: “What risks and challenges do you foresee in this project? What mitigating actions will you take in relations to these risks?”

	Evaluation Criteria:
The tenderer provides a detailed and succinct Risk Register.
The tenderer identifies appropriate risks for this project.
The tenderer identifies appropriate challenges for this project.
The tenderer provides an in-depth statement of what mitigating actions will be taken by the tenderer in relation and with specific regard to each risk.
The tenderer demonstrates how they will overcome the challenges that have been identified for this project.

	10%

	Question 9
	Question 9: “How will you ensure effective communication with both yourself & RSSB? Additionally, how do you propose to communicate with key stakeholders and RSSB’s members?”

	Question 9: “How will you ensure effective communication with both yourself & RSSB? Additionally, how do you propose to communicate with key stakeholders and RSSB’s members?”

	Evaluation Criteria:
The tenderer provides a well thought out and appropriate communication plan for communication between the tenderer and RSSB.

The tenderer communication plan is effective in its ability.
The tenderer provides a robust statement for communicating with key stakeholders.
The tenderer provides a succinct communication strategy for engaging with RSSB’s members.

	10%



5.4	Phase 4 – Evaluation of Commercial Response 
5.4.1	The Tender shall complete and submit Appendix H – Pricing Schedule
5.4.2	The Tenderer’s price shall be inclusive of all costs and expenses to provide the goods, services or works requested in this invitation to tender must be provided and all assumptions must be clearly stated. 
5.4.3	All prices quoted shall be in sterling (unless otherwise requested in the Tender Documents), exclusive of Value Added Tax and shall be firm.
5.4.4	The commercial evaluation will be carried out by establishing the assessed price of each submission making any adjustments necessary to ensure the tendered price are treated on an equal basis.  The tendered price shall be taken from each completed Pricing Schedule as per Appendix H to this ITT. 
5.4.5	The Tender which achieves the lowest acceptable assessed price will be awarded full available marks for commercial response, with all other tenders being base-lined to this and awarded proportionate scores. The rationale to be applied will be:

Score = Lowest Tender Price    x   Available Weighting
				Tender Price

5.4.6	Tenders with abnormally low prices may be rejected by RSSB.  Any Tender with a contract price that is 25% below the average of all the contract prices excluding the highest assessed price will be deemed suspiciously low.  Suspiciously low prices will be considered further by RSSB before a decision is taken as to whether the price is abnormally low.

5.4.7	The commercial response scores shall account for 30% of the final score.

5.4.8	The payment schedule, should the Tender be successful, will be on completion of agreed final report issued to RSSB.

	
	DELIVERABLES/KEY MILESTONES
	Date

	1
	 Interim Report
	 14th April 2017

	2
	 Final Report
	21st April 2017



Payments shall only be issued following satisfactory delivery and written sign off by RSSB of final Milestone.



5.5	Phase 5 – Most Economically Advantageous Tender

5.5.1	The Contract will be awarded to the Tenderer who has submitted the most economically advantageous proposal as evaluated by RSSB.  

5.5.2	For each Tender RSSB will combine the Total Commercial Score (maximum possible score 30) with the Total Technical Score (maximum possible score 70) to calculate the Tender’s Overall Score (maximum possible score 100).

5.5.3	The most economically advantageous Tender will be the one which achieves the highest Overall Score.  

6 Disclaimer
[bookmark: _GoBack]6.1	No information contained in this ITT, or in any communication made between RSSB and any Tenderer in connection with this ITT, shall be relied upon as constituting a contract, agreement or representation that any contract will necessarily be offered. 

6.2	Tenderers must place no reliance on communications from RSSB in respect of the Services or this ITT except when made in accordance with this ITT. Tenderers are solely responsible for obtaining the information that they consider is necessary in order to prepare the content of their tender and to undertake any investigations they consider necessary in order to verify any information RSSB provides during the procurement process.

6.3	RSSB reserves the right, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time. 

6.4	Tenderers must obtain for themselves, at their own responsibility and expense, all information necessary for the preparation of their tender.  Tenderers are solely responsible for any costs and expenses in connection with the preparation and submission of their Tender, and all other stages of the selection and evaluation process.  Under no circumstances will RSSB, or its advisors, be liable for any costs or expenses Tenderers, their sub-contractors, suppliers or advisors incur in this process, including if this tendering process is terminated or amended by RSSB.

6.5	A Tenderer may be disqualified at any stage if:

(i) Tenderer is guilty of material misrepresentation in relation to its application and/or the process;
(ii) Tenderer contravenes any of the terms and conditions of this ITT;
(iii) A change in identity, control, financial standing, previous bid position or other factor impacting on the selection and/or evaluation process affecting the Tenderer; and
(iv) The Tenderer will be excluded should any of the grounds for mandatory rejection or discretionary rejection be triggered. Mandatory requirements can be viewed at https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
(v) Tenderer is assessed to have a high risk of insolvency over the lifetime of the contract; e.g. the Tenderer may be excluded if its current assets to current liabilities ratio is less than 1; or
(vi) Tenderer is assessed to have a high risk of insufficient financial capacity to deliver the services effectively

6.6	The disqualification of a Tenderer will not prejudice any other civil remedy available to RSSB and will not prejudice any criminal liability that such conduct by a Tenderer may attract.

6.7	RSSB reserves the right to terminate any contract arising out of this procurement at any time if RSSB becomes aware that information provided within the Tender was misleading.

6.8	This ITT and all information supplied by RSSB in connection with this ITT shall be treated as confidential by the Tenderer (except that such information may be disclosed subject to obligations of confidentiality corresponding to those which bind the potential provider and only so far as is necessary for the purpose of obtaining sureties, guarantees, Tenders and professional advice necessary for the preparation and submission of a Tender).

6.9	All materials, specifications and data supplied by RSSB to the potential providers shall, at all times, be and remain the exclusive property of RSSB, but shall be held by the potential provider in safe custody.  They shall not be used other than for the preparation and submission of a Tender or in accordance with RSSB’s written instructions or authorisation.  RSSB reserves the right to require Tenderers to sign a separate confidentiality agreement.
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