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Document A – ITT Instructions 

Dated 
1st June 2020
The Riverside Group Limited
Invitation to Tender (Services)

in relation to:

Development Appraisal and Project Management System
Section 1: Invitation to Tender (Services)
1 Introduction 

1.8 By a Contract Notice placed in the Official Journal of the European Union (OJEU reference number 2018 R2.0.9.S03, despatched on 29th May 2020 and published on 2nd June 2020 (the Contract Notice), The Riverside Group Limited (TRG) invited tenders from suitably qualified and experienced contractors in relation to entering into an agreement (the Contract) to provide Development Appraisal and Project Management Tool (the Services) for a system solution to support the Riverside Group’s development agenda and meet business requirements for the entire development process, fit for purpose for both social housing development activities (The Development Team) and commercial developer (Prospect) activities (the Project). 

1.9 TRG is undertaking this procurement under the Open Procedure in accordance with Regulation 27 set out in the EU Directive 2014/24/EU, as implemented by the UK Public Contracts Regulations 2015 (SI 2015 No 2) (the EU Regulations) and as further detailed in this Invitation to Tender (Document A).

1.10 TRG invites your organisation and others (each a Tenderer) to submit a proposal to deliver the Contract for the Project,  as detailed in this Invitation Document, which comprises the following documents:

	Name of Document
	Purpose of Document
	Action Required

	Document A – ITT instructions (this document)


	Advice and guidance on completing a response to the ITT
	Read before you proceed with your response - guidance only

	Document B - Selection Questionnaire  (SQ)
	Standard Supplier Questionnaire, plus project specific questions.
	Read and complete before you proceed with your response

	Document C – Procurement Requirements / Specification
	A description of the overall service required, functional and non-functional
	Read and complete. Your answers will be guided by the specification

	Document D – Price Schedule
	A template for tenderers to complete to provide a breakdown of the cost element which will be evaluated for this contract
	Read and complete the matrix as appropriate

	Document E –Tender Response Document
	A template for tenderers to complete to provide a breakdown of the quality element which will be evaluated for this contract
	This is a mandatory document that must be completed in its entirety in order to be considered for this opportunity.  

	Document F – Reference only
	Supplier Self-Assessment Questionnaire
	This is a mandatory document that must be completed by the applicant if they are successful at contract award stage to assess preliminary assessment of security controls provided as part of the requested service



	Document G – Terms and Conditions
	Terms and condition of contract

	Read before you proceed with your response, terms and conditions will need to be accepted when submitting a response


1.11 This Invitation to Tender document is to be read in conjunction with the information in the Contract Notice. 

1.12 Tenderers should read all the documents forming this Invitation Document carefully, in conjunction with the Notice and the SQ, and ensure that they submit the following mandatory documents:
	Name of Document
	Mandatory Documents to be submitted 

	Document B - Selection Questionnaire (SQ)
	 Completed Selection Questionnaire 

	Document C – Requirements / Specification
	Completed for each and every functional and non-functional requirement. Includes the list of mandatory requirements.

	Document D- Pricing Schedule
	Completed – Pricing Schedule

	Document E – Tender Response 
	Completed and signed - Tender Response document, incorporating responses to Document C (Procurement Requirements / Specification) and Document G (Terms and Conditions).


1.13 If the Tenderer does not wish to, or is unable to tender, then these documents should be immediately deleted or destroyed.

1.14 All tender documents will be made available via The Riverside electronic portal which can be accessed at RiverSource.  Any queries with regard to the use of RiverSource should be directed to: helpdesk@waxdigital.com, telephone Number: 0151 367 2739
1.15 Tenderers are instructed not to include in their response anything other than the requested documents. Marketing material will be discarded and will not be read. 

1.16 Tenders should be submitted via the RIverSource portal. Tenderers should ensure they are able to access the system and are familiar with the process for uploading documents prior to the deadline date. 

1.17 Tenderers that meet TRG’s minimum requirements as set out in the SQ available online within the RiverSource portal will have their tenders assessed in accordance with criteria set out at Annex 2. 

2 About The Riverside Group  
TRGL Corporate Profile
3 Responsible Business Statement

Group Procurement will support Riverside’s overall approach to responsible business by ensuring it is consistently implemented and measured throughout all the appropriate commercial arrangements, strategy, processes and procedures.  

3.1
The Group Procurement Policy will ensure that through all policy, strategy and procedures, Riverside complies with the requirements of the Equality Act 2010. We aim to promote equality through all of our activities as employer, partner, influencer and service provider. We will comply with all legal and regulatory requirements which apply to the protected characteristics of race, religion or belief, sex, disability, sexual orientation, age, gender reassignment, marriage and civil partnership and pregnancy and maternity. We will take all reasonable steps to ensure our partners, suppliers and groups connected to Riverside are actively committed to our equality, diversity and inclusion principles.

3.2 
Group Procurement will build mainstream equality, diversity and inclusion into the procurement process throughout and will ensure that no discrimination exists on the basis of the Act’s nine protected characteristics listed in section 6.1.  The most effective way to address equality issues in the procurement process is to impose contract conditions on the contractor and work with them in order to ensure they meet the required standards.

3.3
Group Procurement will ensure measures are in place to comply with the Modern Slavery Act 2015 in relation to transparency in our supply chain, and will establish processes and embed ethical principles on how suppliers and tenders are evaluated and assessed to identify vulnerabilities, driving out unethical practices from our supply chain and taking corrective action where appropriate.

3.4
Group Procurement will secure and support social value and Responsible Business / sustainable benefits in line with company values to support corporate plan deliverables through our supply chain. 

3.5
Group Procurement will assist with the creation of economic, social and environmental benefits for local communities through our procurement activities in line with the requirements of the Public Services (Social Value) Act 2012 and Lord Young Reforms incorporated in Part 4, Public Contract Regulations 2015, seeking to maximise opportunities for local employment; and apprenticeships.

3.6
Group Procurement will encourage our supply chain to provide opportunities of employment, work experience, training, volunteering or apprenticeship programmes or contribute to the Riverside Foundation through the tender process and effectively measure the outcomes.

3.7
Group Procurement will actively consider environmental and sustainability impact in procurement of goods and services, assessing specifications and tender proposals appropriately for long term sustainability.

4 Brief Description of the Contract
The procurement of a Development Appraisal and Project Management solution to deliver the following capabilities:

	· Land Appraisals

· Development Project Appraisals

· Sensitivity and Scenario Testing 

· Project Management

· Import and Export data
	· Cash flow Forecast

· Management Information 

· Build in Analytics and Reporting 

· Interface with Core Financial System 




The solution procured must be able to address all capabilities that are defined above with little or no customisation (bespoke development) required.  A SaaS (hosted) solution would be preferred to align to TRG’s Digital Business and Cloud First IT Strategies. However it is accepted that these are highly specialised solutions with the focus being the ability to meet the Group’s functional and non-functional requirements. 

TRG’s detailed requirements (Please refer to Document C).
5 Form of Contract
5.8 TRG intends to enter into a contract with the successful Contractor. Tenderers will be invited to submit their proposed set of terms and conditions, appropriate to the Service. TRG, having stipulated its prerequisites for any resulting contract in Document G, will enter into negotiations will the successful supplier and jointly agree the final form of contract (the Contract).
5.9 Tenderers should note that the Open Procedure under the EU Regulations prohibits negotiation during or post tender. TRG will not enter into negotiation with a Tenderer either during or after the award decision, except as indicated in 5.1 above. 

5.10 The Contract will be for an initial term of three (3) years, extendable at TRG's sole option for two periods of one (1) year, giving a total of up to five (5) years (the Term).
6 Submission of Tender 
6.8 Tenders must be submitted as set out in this Invitation Document and returned to TRG via the RiverSource Portal as set out in paragraph 1.7 above and is to be received no later than13:00 hours on 13th July.
6.9 TRG may ask for further information at any point up to the entry into the Contract with a Tenderer to satisfy itself that the Tenderer continues to qualify. Failure to provide any such information either as part of this Invitation Document or at contract award stage may lead to a Tenderer being disqualified from further consideration. 

6.10 TRG reserves the right to disqualify any Tenderer which no longer qualifies at any point before the formal entry into contract in relation to the Works referred to in the Contract Notice.
6.11 TRG reserves the right, at its sole discretion, to supplement this Invitation Document at any time throughout this process in order to identify and define the means best suited to satisfy its needs in relation to the Services for the Project.

6.12 TRG reserves the right (but is not obliged) to accept any Tender or part of any Tender submitted pursuant to this Invitation Document. TRG will not be bound to accept any Tender and reserves the right at their absolute discretion to accept or not accept any Tender submitted and/or to abandon this procurement at any time.  

6.13 For the avoidance of doubt, TRG shall have no liability whatsoever to any Tenderer should they elect not to accept any Tender or to abandon this procurement at any time. 

7 Communications Protocol 
7.8 Tenderers should note that any communication with TRG should be via the RiverSource Portal at RiverSource.
7.9 Any communication or attempt to contact any member of TRG's staff or may result in your organisation being disqualified from the procurement process and not considered further. 
7.10 Any clarification questions should be submitted by Tenderers via the RiverSource portal RiverSource.
7.11 If TRG considers any question or request for clarification to be of material significance to all Tenderers, both the query and response will be communicated to all Tenderers who have responded to the Contract Notice, in accordance with Regulation 21 of the Regulations.

7.12 TRG reserves the right not to respond to a request for clarification or to circulate such a request where it considers that the response to that request would or would be likely to prejudice its own commercial interests.

7.6
Tenderers are required to raise any clarification questions through the RiverSource portal by 30th June 2020. TRG will not respond to questions or clarifications raised after this date, although it reserves the right to do so at its sole discretion.  

7.13 Once Tenders have been initially screened and evaluated by TRG, TRG may have questions that they wish to raise with the individual Tenderers. These will be raised by TRG in writing to the individual Tenderers.
7.14 Please notify TRG promptly of any perceived ambiguity, inconsistency or omission in this SQ, the contract documents or any supporting documentation including any supplementary information issued during the procurement. In order to give Applicants time to take any required amendments into account in preparing their submissions, TRG may, at its discretion, extend the SQ submission deadline.  
7.15 TRG’s name contact point for this Procurement is:  Tony Mitchell, Sourcing Manager.
8
Indicative Procurement Timetable

	Key Stage
	Estimated / Actual Date

	Issue Invitation to Tender Document
	 1st June 2020

	Deadline for submission of clarification questions
	30th  June 2020

	Deadline for submission of all Tender response documents
	13:00 on 13th July 2020

	Interview of Tenderers / Site Visits both may be carried out remotely.
	 4th, 5th or 6th August 2020

	Regulation 86 letters  issued to Tenderers
	 25th August 2020

	Mandatory Standstill period
	10 Calendar Days

	Award of contract confirmed
	 29th August 2020

	Publication of Contract Award Notice / Contracts Finder Notice
	 29th August 2020

	Service Commencement
	Upon contract signature


This timetable is subject to amendment by TRG at its sole discretion.

8 Confidentiality and Non-Collusion
8.8 In the course of taking part in this procurement you may receive and be given access to confidential information with regard to TRG and its business operations. 

8.9 You are required to complete and sign the Confidentiality Undertaking and Certificate of Non-Collusion (Please refer to Document E) and return this with your Tender response. 

9 Standard Payment Terms


The Riverside Group standard payment terms will be 30 days from receipt of invoice.
10 TUPE

Not used.
11 Supplier Security Assessment Questionnaire

Applicants will only need to submit this if they are successful at contract award stage (Refer to Document F). 
The questionnaire is provided to assist organisations in conducting supplier security assessments. It is designed to be provided to the supplier (with minimal editing to enter company & supplier names) who completes it as a self-assessment questionnaire. The nature of this document means cannot be used as a replacement for a formal, on-site, security assessment by a qualified professional but it can be used to help allocate resources and prioritise site visits.

The SSAQ has been issued by Riverside Housing to serve as a preliminary assessment of the security controls provided as part of the requested service. On completion Riverside will make a decision as to the level of physical audit required. Any deliberately false statements on this assessment will be treated as a breach of contract / disqualify the supplier from tendering services under this agreement. 

Why do I have to fill out the Supplier Self-Assessment Questionnaire (SSAQ)?
The Riverside Group are obliged to complete due diligence on any third parties that may be providing a service to the organisation or completing a set of works for the organisation which contains customer or business sensitive data, this is due to regulations such as the General Data Protection Regulation (GDPR) and business confidences. Riverside have a legal responsibility to ensure the data shared with third parties will be kept secure enough to prevent the possibility of Riverside’s customer data being compromised through being exposed or lost. This would cause damage to Riverside’s trust / reputation from our customer perspective and result in GDPR fines or a loss of business advantage.  

The Riverside Group need to be confident that any Commercial, Personally Identifiable Information (PII), Sensitive and Financial data that is processed, accessed, transferred and stored by both parties is completed in the safest way possible. 

Please ensure that you route the questionnaire to the most suitable department within your business to complete and also provide supporting documents such as policies and procedure documentation as evidence. The evidence given will demonstrate your business has implemented any statements provided to allow the Riverside InfoSec team to audit against and have confidence that security is imbedded within your organisation. Without supporting documentation Riverside cannot be sure statements are true and could lead to low scores being awarded and may result in Riverside not being in a position to award work due to security risks with sharing Riverside’s data.

12 Small Business Enterprise and Employment Act 2015

12.8 Applicants are to note that TRG is subject to the Small Business Enterprise and Employment Act 2015 (SBEEA). Under SBEEA, the Government's Mystery Shopper service is empowered to investigate concerns raised on the Mystery Shopper website about public sector procurement exercises. Contracting authorities are required to assist all investigations and to provide relevant information and/or documents within 30 calendar days of a formal notice. This may require TRG to disclose any information contained in SQ submissions by Tenderers. 
12.9 By submitting a SQ, the Tenderer acknowledges and agrees that TRG has complete discretion in deciding whether such documents and/or information should be disclosed under SBEEA (even where Tenderers have identified certain information in their SQ submission as confidential) and the Tenderer agrees to waive any contractual or other confidentiality rights and obligations associated with the disclosure of information under SBEEA.
13 Consortia
13.8 Where a consortium is proposed, all members of the consortium will be required to provide the information required in the Invitation Document as part of a single composite response.  Responses must enable TRG to assess the overall provision of Services proposed. 

13.9 Where the proposed lead consortium member is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members. 

13.10 Where a consortium or other grouping of economic operators is proposed each member of the consortium (or grouping) shall provide a written undertaking addressed to TRG that it, together with the other members, shall make available to the consortium (or grouping) the resources necessary to perform the contract.

13.11 TRG recognises that arrangements in relation to consortia may be subject to future change.  Tenderers should therefore respond in the light of such arrangements as are currently envisaged. Tenderers are reminded that TRG must be immediately notified of any changes, or proposed changes, in relation to the bidding model so that a further assessment can be carried out by applying the selection criteria to the new information provided. Any change in consortium membership may lead to subsequent disqualification from the tender process. TRG also reserves the right to deselect any Tenderer prior to any award of contract, based on an assessment of any updated information supplied.

13.12 TRG will only enter into a contract with a consortium which is a separate legal entity from those of its members.  Any unincorporated consortium which is successful will be required to adopt a separate legal entity prior to, and as a condition to, entry into the contract. 

13.13 Where Tenderers are proposing to create a separate legal entity, such as a Special Purpose Vehicle (SPV), you should provide details of the actual or proposed percentage shareholding of the constituent members within the new legal entity. 
14 Conflicts of interest
14.8 TRG may exclude any Tenderer if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest as set out in Regulation 24 of the Regulations, includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 

14.9 Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Tenderer to inform TRG and provide details of the conflict. Please note that routine pre-market engagement carried out by TRG should not represent a conflict of interest for a Tenderer, provided that the engagement has been carried out in a transparent manner.

15 Confidentiality
15.8 Tenderers must treat all information supplied by TRG in connection with this procurement process as confidential (and shall ensure that their employees, consultants, subcontractors, advisers, insurers and funders shall treat documentation supplied in relation to this Invitation Document as confidential).

15.8.1 Tenderers shall not, without the prior written consent of TRG, at any time make use of such information for its own purposes or disclose such information to any person, except:

15.8.2 where the disclosure is required by law or any court, regulatory or government authority competent to require the same; or

15.8.3 to the extent where such information is brought within the public domain otherwise than by the breach of this paragraph by the relevant Tenderer; or

15.8.4 to the extent that the information becomes available to a party otherwise than pursuant to this procurement process; or

15.8.5 where such information is disclosed for the purposes of obtaining sign-off from insurers and legal advisers on the Contract, or for obtaining sureties, guarantees or commitments from proposed sub-contractors or suppliers and other information required to be submitted with their Tender.

15.9 Tenderers must treat this Invitation Document (and all the documents forming part of or appended or scheduled to this Invitation Document) and all other information provided by or on behalf of TRG as private and confidential. No Tenderer should disclose that it has been invited to submit a Tender to TRG or release details of this Invitation Document (and all the documents forming part of or appended or scheduled to this Invitation Document) other than on a strictly confidential basis and to the extent strictly necessary to such parties as the Tenderer needs to consult in order to submit a Tender.

15.10 Tenderers shall not at any time release any information concerning the Invitation Document and/or their Tender and/or any related documents and/or discussion with TRG in this connection for publication in the press or on radio, television, screen or any other medium. 

15.11 This Invitation Document is issued in confidence and remains the property of TRG. The copyright in this Invitation Document is vested in TRG and may not be reproduced, copied or stored on any medium without the prior consent of TRG except in relation to the preparation of Tender. 

16 Copyright and intellectual property
16.8 By submitting a Tender each Tenderer agrees and acknowledges that it shall have granted to TRG and its advisors for all purposes related to the Services for the Project a non-exclusive, irrevocable, perpetual, royalty free licence to use, copy, modify, adapt and translate any drawings, specifications, materials, data and other information relating to any element of any solution proposed by the Tenderer during the procurement process (together with the right to grant sub-licences).

16.9 Each Tenderer warrants to TRG that no document that it prepares as part of its Response shall infringe any intellectual property rights (as may be defined in the Contract). 

16.10 Each Tenderer undertakes to indemnify TRG and to keep TRG indemnified against all actions, claims, demands, liability, proceedings, damages, costs, charges and expenses whatsoever arising out of or in connection with any breach of the provisions of paragraph 3 of these Instructions.

17 Sub-contracting 
17.8 Where the Tenderer proposes to use one or more sub-Contractors to deliver some or all of the contract requirements, your organisation should provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-Contractor and the key contract deliverables each sub-Contractor will be responsible for.

17.9 TRG recognises that arrangements in relation to sub-contracting may be subject to future change, and may not be finalised until a later date.  However, Tenderers should be aware that where information provided to TRG indicates that sub-Contractors are to play a significant role in delivering key contract requirements, any changes to those sub-contracting arrangements may affect the ability of the Tenderer to proceed with the procurement process or to provide the supplies and/or Works required.  Tenderers should therefore notify TRG immediately of any change in the proposed sub-Contractor arrangements.  TRG reserves the right to deselect any Tenderer prior to any award of contract, based on an assessment of the updated information.

18 Parent Company Guarantee

If the Tenderer is a subsidiary of another company, TRG shall have the discretion to require the successful Tenderer to provide a parent company guarantee, executed as a deed by the Tenderer’s ultimate holding company or (at TRG’s sole discretion) from such other company within the Tenderer’s group as TRG may accept. 
19 Not Applicable 

20 Canvassing/Bribery

Any Tenderers who directly or indirectly canvasses, or bribes or attempts to bribe, any official of TRGL, concerning this ITT, or, who directly or indirectly obtains or attempts to obtain information from such official concerning the ITT process will be disqualified and may also be guilty of a criminal offence.
22
Whistle Blowing
TRGL takes fraud, misconduct or corruption seriously and is committed to eradicating it. Our policies include a whistle blowing procedure, which enables employees, and staff within partner and contracting organisations, to raise, in good faith, any concerns they may have without fear of victimisation. Such concerns may include:

· Health and safety risks; 

· Damage to the environment; 

· Abuse of vulnerable clients;

· Fraud, bribery and corruption; and, 

· Any conduct which is illegal. 

Annex 1
Instructions to Tenderers
Part 1 – Selection Questionnaire

1.
Please complete all parts of the SQ (Document B) fully, providing all the necessary supplementary information. 
1.1
The completed questionnaire must be submitted via the RIverSource E-Procurement Portal.
1.2.
Tenderers should answer all questions as accurately and concisely as possible.  Where a question is not relevant to the Tenderer's organisation, this should be indicated, with an explanation.

1.3
Tenderers’ responses should be submitted in Calibri font size 11. Supporting information should be presented in the same order as, and should be referenced to, the relevant question. 

1.4
Questions should be answered in English and all supporting documentation should be in English.

1.5
Tenderers responding to the SQ as a single bidding organisation should complete all sections (except where a question is not relevant to that organisation, in which case the organisation should explain this in their response).

1.6
Tenderers who self-certify that they meet the requirements to the additional questions in Part 3 of the SQ will be required to provide evidence of this if they are successful at contract award stage.

1.7            TRG may ask for further information at any point up to the entry into a contract with a Tenderer to satisfy itself that Tenderers continue to qualify. Failure to provide any such information either as part of the SQ or at contract award stage may lead to a Tenderer being disqualified from further consideration. 

1.8
 TRG reserves the right to disqualify any Tenderer which no longer qualifies if it becomes aware that the Tenderer did not qualify at the time their tender proposals were submitted or if it no longer qualifies, at any point before the formal entry into contract in relation to the Services referred to in the Contract Notice. 

1.9
Each Tenderer is to bear its own costs in relation to all stages of the procurement process, including the preparation, submission and any clarification of their completed SQ.  Under no circumstances shall TRG be required to reimburse any Tenderer or any other person for any costs incurred in participating in this procurement, whether or not this procurement is concluded or terminated.

1.10            TRG reserves the right to abandon this procurement at any time.  For the avoidance of doubt, TRG shall have no liability whatsoever to any Applicant should they elect to abandon this procurement. 
2. Assessing past performance of Tenderers
2.1 TRG may assess the past performance of a Tenderer, based on information provided by a referee pursuant to Question [6.1] or other means of evidence. TRG also may take into account any failure to discharge obligations under the previous principal relevant contracts of the Tenderer completing the SQ. TRG may re-assess reliability based on past performance at key stages in the procurement process (i.e. supplier selection, tender evaluation, contract award stage etc.).  Tenderers may also be asked to update the evidence they provide in the SQ to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed). 

21 Self-cleaning 

21.8 Any Tenderer that answers "Yes" to any of the questions set out in Schedule 2 of SQ should provide sufficient evidence that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively "self-cleans" the situation referred to in that question. Tenderers should demonstrate if they have taken such remedial action, to the satisfaction of TRG in each case.  

21.9 If such evidence is considered by TRG (whose decision will be final) as sufficient, the Tenderer concerned shall be allowed to continue in the procurement process.

21.10 In order for the evidence referred to above to be sufficient, the Tenderer shall, as a minimum, prove that it has;

21.10.1 paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct; and/or

21.10.2 clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and/or

21.10.3 taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.

21.11 The measures taken by any Tenderer under this section shall be evaluated, taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by TRG to be insufficient, the Tenderer shall be given a statement of the reasons for that decision.
Annex 1
Instructions to Tenderers
Part 2 – Tender

Tenderers must submit their Tender in accordance with the following instructions (the Instructions). Tenders that do not comply with these Instructions in any particular way may be rejected by TRG at its sole discretion and TRG’s decision in the matter shall be final.

1 Introduction
1.1
In accordance with the Open Procedure, Tenderers are invited to submit Tenders for the Services as described in the Invitation Documentation to which these Instructions are attached. Words and expressions have the meanings used in the Invitation Document.

1.2
Tenders should be prepared under the same headings and in the same sequence as set out in the Invitation Document.  Tenderers should include full details of their Tender in addition to the other information requested.

1.3
Tenderers are responsible for obtaining all information necessary for the preparation of their Tenders. All costs, expenses and liabilities incurred by any Tenderer in connection with the preparation and submission of a Tender or in connection with the execution of all and any contract documents, are to be borne by that Tenderer. Neither TRG nor any of its representatives (including its officers, members, employees and advisors) shall, under any circumstances, be liable in any way to any Tenderer for any costs, expenses or losses incurred by any Tenderer or other person in relation to their participation in this procurement or otherwise.

1.4
TRG in no way warrants the information given to Tenderers by TRG and Tenderers must satisfy themselves of the accuracy of any information provided by TRG. Save in the case of fraud, under no circumstances will TRG, its officers, members, employees, agents or advisers accept any responsibility or liability whatsoever for any loss or damage of whatever kind and howsoever caused arising from or in consequence of the use by Tenderers of such information.

1.5
The fact that a Tenderer has been invited to submit a Tender does not necessarily mean that it has satisfied TRG regarding any matters. TRG makes no representation regarding any Tenderer's financial stability, technical competence or ability in any way to carry out the Works for the Project.

1.6
Tenderers considering entering into a contractual relationship with TRG should make their own enquires and investigations of TRG’s requirements beforehand. The subject matter of this Invitation Document shall only have contractual effect when it is contained in the express terms of an executed form of Contract on such or such other agreement properly entered into and executed by TRG.

2. Submission of Tenders
2.1 No unauthorised alteration or addition (save for the inclusion of the relevant information) should be made to the Tender or to any part of the Invitation Document. Tenders must not be qualified in any way apart from as allowed under the Invitation Document and must be submitted strictly in accordance with the Invitation Document, including these Instructions. Tenders must not be accompanied by any covering letter or any statement that could be construed as rendering the Tender equivocal and/or placing it on a different footing from other Tender.

2.2 TRG reserves the right to retain all Tenders submitted by Tenderers throughout the period that their Tenders remain valid and open for acceptance and for six (6) months after that date.

2.3 Any failure to comply with these requirements for the submission of the tender and other requirements regarding time of receipt and submission of signed documents may cause the Tender to be disallowed. In such cases, the decision will be referred to TRG as the final arbiter.

2.4 Any Tender or other supporting documents received after the Closing Date will only be considered for acceptance by TRG at its sole discretion.

2.5 The Tender, Response and other supporting documents shall be completed in black ink or type in Calibri font, size 11, in the English language and state all monetary amounts in British Pounds Sterling.  Supporting information should be presented in the same order as and referenced to, the relevant question.

2.6 The Tender must be signed:

2.6.1 where the Tenderer is an individual, by that individual; or

2.6.2 where the Tenderer is a partnership, by all the partners or by at least two (2) partners signing under a power of attorney (a copy of which is to be provided with the Tender on behalf of the other partners); or

2.6.3 where the Tenderer is a company, by two (2) directors or by a director and the company secretary, such persons being duly authorised for that purpose.

2.7 Each Tenderer shall produce forthwith upon request by TRG documentary evidence of any authorisation referred to in paragraph 2.6 of these Instructions.

2.8 Tenderers should note that the Contract and its formation, interpretation and performance shall be subject to and interpreted in accordance with the laws of England.

2.9 Tenderers should include in their Tender all information required by the Price Schedule and should include in the proposals all information required by the Invitation Document and all costs necessary to undertake the Works safely and in compliance with all statutory provisions and other rules or regulations relating to the Contract.

2.10 The Invitation Document and all other documents provided to Tenderers will remain the property of TRG. Tenderers are advised to retain for themselves details of their submissions.  TRG reserves the right to make a charge if a Tenderer requests a copy of its submitted tender.
3. Change of Consortium members or tender information 
3.1 The composition of any pre-qualified Tenderer (including consortium members) shall not be changed except with TRG’s prior written consent. Tenderers should also notify TRG of any changes to the identity of any significant sub-Contractor. 

3.2 TRG reserves the right to determine whether or not to continue with the assessment of a Tenderer's Tender, whether or not to allow a Tenderer to continue to participate in the procurement process and/or whether or not to enter into any agreement in respect of the project with a Tenderer where there has been a change (direct or indirect) in the composition or ownership of that Tenderer or a change in the principal relationships between the Tenderer's consortium members. 

3.3 Tenderers are required to inform TRG immediately of any changes in the information provided in their responses to this Invitation Document (including the SQ and including but not limited to information concerning members and structure of the consortium). Any new information that is provided to TRG in accordance with this requirement may be evaluated by TRG in accordance with the same assessment criteria used to evaluate the original responses as appropriate.

3.4 TRG reserves the right to withdraw the qualification of a Tenderer at any time following the assessment of new information where the conclusion of such assessment is that, had TRG been aware of the new information at the time of evaluating the Tenderer's initial response to the pre-qualification questionnaire or short listing, the Tenderer would not have been successfully pre-qualified or been shortlisted.

4. Rejection of Tenderers
4.1 Any Tender submitted in respect of which the Tenderer does any of the following may not be considered for acceptance and may, accordingly, be rejected by TRG and the relevant Tenderer excluded from further participation:

4.1.1 submits an abnormally low bid; or

4.1.2 fixes or adjusts the amount, prices, charges and rates shown:

(a) by or in connection with any agreement or arrangement with any other person; or

(b) by reference to any other Tender; or

4.1.3 communicates to any person other than TRG any information except in accordance with this Invitation Document; or

4.1.4 enters into any agreement or arrangement with any other person that such other person shall refrain from submitting Tender or shall limit or restrict the amounts, prices, charges, and rates to be shown by any other Tenderer in its Tender and other documents; or 

4.1.5 offers or agrees to pay or give, or does pay or give, any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing, or having done, or causing, or having caused, to be done in relation to any other Tenderer, or any other proposed Tender or other documents, any act or omission; or 

4.1.6 fails to use the English language; or

4.1.7 fails to state monetary amounts in Pounds Sterling; or

4.1.8 fails to comply with these Instructions. 

4.2 Such non-acceptance or rejection by TRG shall be without prejudice to any other civil remedies available to TRG in respect thereof or to any criminal liability that such conduct by a Tenderer may attract.

5. Non-Consideration of Tenders
5.1 Further to the above, TRG may in its absolute discretion refrain from considering a Tender if either:

5.1.1 it does not comply in any respect with the requirements of this Invitation Document; or

5.1.2 it contains any significant omissions or qualifications.

6. Evaluation of Tenders
6.1 In regard to the tender process, TRG reserves the right at any time at its absolute discretion:

6.1.1 to make whatever changes it sees fit to the content, process, timing and structure of the tender process and to issue amendments or modifications to this Invitation Document; and/or

6.1.2 to accept or not accept any Tender submitted pursuant to the Invitation Document; and/or

6.1.3 not to award a contract and to withdraw from, suspend or terminate the procurement procedure, any part of the procurement procedure and/or this Invitation Document and to procure the Contract of a Contractor by any alternative means within the legal requirements which TRG is subject to (including by way of undertaking a new procurement process). 

6.1.4 If no Tenderer is able to meet all the requirements for both Development and Prospect Homes Limited, then TRG may at its sole discretion award a contract for part of the Services or for part of the Group.

6.2 TRG may without limitation undertake site visits, seek references, require presentations to be given and undertake interviews as part of the evaluation process. 

6.3 Tenderers should note that:

6.3.1 any information provided by or on behalf of TRG including, without limitation, the particulars of their properties are a general outline, for the guidance of the Tenderers and do not constitute the whole or any part of an offer or contract; and 

6.3.2 neither TRG nor their professional advisers guarantee the accuracy of any description, dimensions, references to condition, necessary permissions for use and occupation and other details forming part of or appended to this Invitation Document and Tenderers must not rely on them as statements of fact or representations and must satisfy themselves as to their accuracy; and

6.3.3 neither TRG nor their professional advisers will be liable, in negligence or otherwise, for any loss arising from the use of the relevant information.

6.4 TRG gives notice that:

6.4.1 this Invitation Document is set out as a general outline only for the guidance of intended Tenderers and does not constitute, nor constitute any part of, an offer or contract; and

6.4.2 all descriptions, dimensions, references to condition and necessary permissions for use and occupation, and other details are given without responsibility and any intending Tenderer should not rely on them as statements or representations of fact but must satisfy themselves by inspection or otherwise as to the correctness of each of them.

7. Tenderers' Warranties
In submitting any Tender, each Tenderer warrants, represents and undertakes to TRG that:

7.1 it has not done any of the acts or matters referred to in paragraphs 4.1.1 to 4.1.8 (inclusive) of these Instructions and has complied in all respects with these Instructions; and

7.2 all information, representations and other matters of fact communicated (whether in writing or otherwise) to TRG by the Tenderer, its employees or agents in connection with or arising out of the Tender are true, complete and accurate in all respects; and

7.3 it has made its own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the Tender; and

7.4 it has satisfied itself as to the correctness and sufficiency of the information it has inserted in the Price Schedule and included in its Response; and

7.5 it has full power and authority to enter into the Contract and undertake the Works for the Project; and

7.6 it is of sound financial standing and has and will have sufficient premises, working capital, skilled personnel, vehicles, plant, goods and materials and other resources available to it to carry out the Works; and

7.7 it will obtain all necessary consents, licences and permissions to enable it to carry out the Works and will from time to time obtain and maintain all further and other necessary consents, licences and permissions to enable it to continue to do so; and

7.8 it will not at any time claim or seek to enforce any lien, charge, or other encumbrances over property of whatever nature owned by TRG and that is for the time being in the possession of the Tenderer.

8. Data Protection
Tenderers shall at all times:

8.1 comply with the General Data Protection Regulations 2016 (as amended from time to time) (the GDPR);

8.2 maintain the confidentiality of personal data to which they have authorised access pursuant to this Invitation Document;

8.3 indemnify TRG and keep TRG indemnified against loss, destruction or procuring of data contrary to the GDPR by the Tenderer, its servants or agents;

8.4 comply with paragraph Article 28 of the GDPR and in particular:

8.4.1 process any personal data supplied to the Tenderer by TRG only in accordance with TRG's written instructions; 

8.4.2 ensure that persons authorised to process the personal data have committed themselves to confidentiality or are under an appropriate statutory obligation of confidentiality;

8.4.3 respect the conditions referred to in paragraphs 2 and 4 of Article 28 for engaging another processor;

8.4.4 ensure that appropriate protective measures are in place to protect against data loss;

8.4.5 do not transfer data outside the EEA without the express written permission of TRG unless required to do so by law;

8.4.6 provide all reasonable assistance to TRG in relation to Data Protection Impact Assessments, Data Subject Access Requests, data protection audits that are carried out by or on behalf of TRG or to which TRG is subject to; and

8.4.7 notify TRG immediately on becoming aware of a data loss, a Data Subject Access Request or any other request, complaint or communication in relation to either Party’s obligations under Data Protection Legislation.

9. Leaseholder Consultation

9.1 Not applicable.
Annex 2
Tender Evaluation Criteria

1. Tender Evaluation Criteria 
1.1 Tenderers that meet TRG’s minimum requirements as set out in the SQ will have their tenders assessed in accordance with the criteria and methodology set out in this Annex 2. 

1.2
For the avoidance of doubt Tenderers that fail to meet the minimum criteria as set out within the SQ will not be considered further. 

1.3 
An evaluation team will undertake a comprehensive, systematic and consistent evaluation of each Tender.  The evaluation team will comprise officers from the project team, procurement team as well as business ‘stakeholders’.
2. General information on the evaluation process

Tenders will be subject to a three stage evaluation process:

Stage 1 – Evaluation of Selection Questionnaire, ITT Initial screening assessment and assessment of responses to Pass / Fail requirements in Document C.
Stage 2 – Quality evaluation / Commercial evaluation

Stage 3 – Interview / Site Visit. These may be carried out remotely.
The scoring of all tenders will be re-evaluated (moderated) following Stage 3.

3. Stage 1 – Initial screening assessment

Tenders will be subject to an initial screening assessment to confirm:

3.1 the Tender has been submitted on time, is completed correctly, is materially complete and meets the requirements of this Invitation Document; and

3.2 the Tender is sufficiently complete to enable it to be evaluated in accordance with this evaluation process; and

3.3 the Tenderer has not contravened any of the terms and conditions of the tender process, either provided in the EU Regulations and/or the Invitation Document.

3.4 Tenders that are not substantially complete or which are non-compliant with the requirements of the Invitation Documents may be rejected at this stage.

3.5 Pass / Fail requirements have been met.
3.6 Tenders which successfully pass the Stage 1 initial screening assessment will be subject to a detailed evaluation in accordance with the criteria and weightings set out below.
3.7 During Stage 2 and Stage 3 TRG reserves the right to call for further information or clarification from Tenderers, as appropriate, to assist in its consideration of the Tenders.
3.8 The successful Tender(s) will be chosen from those which achieve the best overall scores.  The Tenders will be assessed according to the criteria set out below and in proportion to the following weightings: -

Quality 

60%

Commercial

40%

22 Stage 2 Quality Evaluation / Cost Evaluation
22.8 Applicants are required to submit the Response set out in Document E in support of their Tender. 

22.9 Not applicable
22.10 Initial scores will be awarded through evaluation of the Responses submitted. Responses will be scored according to the evaluation criteria noted in Table 1, 2 and 3.  

22.11 Table 1 – Scoring Criteria 
	Score
	Score Guide

	0
	Rejected – Complete lack of competency in addressing the question posed. Response is unacceptable or non-existent, or there is a failure to properly address any issue

	1
	Poor - Competency in addressing the question posed is partly relevant but generally poor. Response contains insufficient detail to demonstrate how a requirement may be fulfilled.

	2
	Satisfactory - Competency in addressing the question posed is acceptable but with some minor reservations. Response addresses a broad understanding of the requirement but lacks detail on how it may be fulfilled in certain areas.

	3
	Good - The standard of competency in addressing the question posed meets expectations. Response is sufficiently detailed to demonstrate a good understanding of the requirements and provides detail on how it may be fulfilled.

	4
	Outstanding - The standard of competency in addressing the question posed fully meets expectations. The response demonstrates clear and strong evidence of delivery. The response is comprehensive, unambiguous and demonstrates a thorough understanding of the requirement and provides detail on how it would be met in full with potential added value.


22.12 Each of the Response will be marked out of 4 using the scoring scale set out in Table 1 and will then be weighted with the percentage weightings set out in Tables 2 and 3. 
22.13 Each member of the evaluation team will mark the Response individually prior to a moderation meeting to agree a score for each Method Statement for each Tenderer. TRG reserves the right to vary the number of evaluators for each question. 

Table 2.

Note: The total available weighting for Quality being 60%, the figures in the two tables below will be factored accordingly.
Development and Prospect Requirements will be scored separately.
	Ref
	Development Requirements
	Weighting

	Req01
	APPRAISAL FOR HOUSING DEVELOPMENT PROJECTS
We need to be able to complete appraisals for multiple tenure and multiple phased housing development projects.
	25%

	Req02
	SENSITIVIEY AND SCENARIO TESTING
We need to be able to complete sensitivity and scenario testing for different options and mixes of tenures.
	5%

	Req03
	PROJECT MANAGEMENT 
We need to monitor project budgets, project milestones and contractor performance throughout the entire project lifecycle. We need to forecast cash flow monthly
	25%

	Req04
	MANAGEMENT INFORMATION, ANALYTICS AND REPORTING
We need a solution which can extract appraisal data, property data, KPIs, project performance data and produce reports to help us make informed decisions.
	20%

	Req05
	INTERFACES WITH OTHER CORE SYSTEMS
The Riverside Group has committed to a number of core systems. It is important that data can be transferred between your solution and other core systems with minimum manual intervention.
	10%

	Req06
	Non Functional Requirements
	15%

	
	
	100%


Table 3.

	Ref
	Prospect Homes Requirements
	Weighting

	Req01
	Land appraisal must be completed when Prospect decide to bid on land opportunities.
	15%

	Req02
	Site Start Budget (SSB) must be completed and signed off before works start on site. System must allow users to lock down SSB.
	5%

	Req03
	The system must have the capability to allow users to import Purchase Order Details at Plot level in .CSV format from a PC or Virtual Desktop (Citrix Client)
	10%

	Req04
	There must be interfaces between Development Project Management system and Core Financial System (SUN).
	10%

	Req05
	Cost To Complete Report must be produced as required at end of financial period (monthly or bi-monthly)
	30%

	Req06
	Subcontractor and material order details in Development Project Management system must be linked to build sequence stages in build programme schedule
	15%

	Req07
	Cash flow forecast must be completed monthly
	15%

	
	
	100%


23 Commercial Evaluation 

This category will be evaluated on the following basis: -

30% available based on price response in Document D

5% available based on response to Terms and Conditions in Document G.
5% based on the Tenderer’s experience and approach to implementation.

23.8 The Price Schedule set out in Document D indicates the approach to be taken regarding pricing for the Services for the Project.

23.9 You are required to complete the Price Schedule and return it in accordance with the Form of Tender. 

23.10 Pricing submitted as part of this Tender should be fixed for the first three (3) years of the contract period (the Initial Term). Pricing thereafter will be capped at RPI, from the end of year 2.
24 The price evaluation will be scored as follows:

The maximum marks available for this part of the Tender will be 30% and will be awarded to the lowest price submitted by the Tenderer. The remaining Tenderers will receive marks on a pro rata basis from the lowest to the highest price.

24.8 EXAMPLE: 

If the pricing element is worth for example 30% weighting, then
Company A = £10,000.00

Company B = £20,000.00

Company C = £30,000.00

Then to work out the adjusted weighting

Lowest price submitted divided by actual price submitted multiplied by price weighting

£10,000 divided by £10,000 multiplied by 30 = 
   30%
Therefore:
Company B = £10,000/£20,000 X 30 = 15%

Company C = £10,000/£30,000 X 30 = 10%

24.9 Tenderers’ attention is drawn to the payment terms to be agreed in the Contract.
25 Stage 3 - Interviews / Site Visits
25.8 Interviews are anticipated to take place 4th, 5th or 6th August 2020. These may be carried out remotely.
 TRG reserves the right to amend interview dates. 

25.9 The presentation and interview will focus upon the Requirements set out as part of the Quality evaluation and will be conducted according to Table  4:

25.10 Table 4 – Interview Format

	

	Introductions

	Supplier Presentation

	Interview Panel Questions


25.11 Tenderers will be informed of the exact format and requirements of the interview at least one week prior to the date of the interview. 

25.12 Members of the evaluation panel and other TRG officers at TRG’s discretion will attend the interviews. 

25.13 The interview will be used to “moderate” the desktop evaluation of the Tenderer’s written responses by seeking to gather further evidence to enable TRG to clarify and evaluate the Tenderer’s proposals. The moderated scores may be amended following interview, although any moderation will be restricted in total to 10% of the overall score.
26 Site Visits
26.8 TRG may at its discretion conduct site visits to the premises of a customer nominated by the Tenderer, the Tenderer’s head office and / or a nominated Tenderer site. These may be carried out remotely.
26.9 Site visits will be used as part of the moderation of desktop scores.
27 Final decision and Board approval
27.8 TRG will need to obtain formal approval from its Board to award the contract to the selected Tenderer. Scores for all stages of the tender evaluation will be added together to produce a final ranking of Tenderers. The Tenderer with the highest overall score will be recommended to the Board for final approval.

27.9 Following formal approval, TRG intends to award the contract to the preferred Tenderer. A mandatory 10 calendar day standstill period will be applied following Board approval and the issue of award letters to successful and unsuccessful Tenderer. 

28 General Comments 

28.8 The information supplied will be checked for completeness and compliance before responses are evaluated. 

28.9 Failure to provide a satisfactory response, or provision of a response which is inadequate or incomplete, to any of the questions may result in TRG not proceeding further with a Tenderer.
Note: If no Tenderer is able to meet all the requirements for both Development and Prospect Homes Limited, then TRG may at its sole discretion award a contract for part of the Services or for part of the Group.
Annex 3
Key Performance Indicators and Targets

TRG is committed to continuous improvement in service delivery and will utilise a suite of key performance indicators (KPIs) to measure the progress of the Tenderer. These KPI’s will be agreed as part of the contracting process.
The successful Tenderer will be required to provide information on an open book basis to demonstrate progress against the KPIs. Success by reference to KPIs will be achieved by all parties working together to identify efficiencies in both process and working methods.
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