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1 INTRODUCTION

1.1 This document provides an overview of the methodology which will be adopted by the Agent to evaluate your response to each question set out within the Award Questionnaire.  It also sets out the Marking Scheme which will apply.  For the avoidance of doubt, references to “you” in this document shall be references to the Potential Provider.

1.2	The defined terms used in the ITT document (Attachment 1) shall apply to this document.

2 OVERVIEW

2.1 The Award Questionnaire is broken down into the following sections:
SECTION A – MANDATORY REQUIREMENTS 
SECTION B – SCORED QUESTIONS ALL LOTS 
SECTION C – LEAD TIMES 
SECTION D - PRICING
2.2 If you fail to provide a response to any applicable question of the Award Questionnaire, your Tender may be deemed to be non-compliant.  If a Tender is deemed to be non-compliant, the Tender will be rejected and excluded from further participation in this Procurement.



2.3 A summary of all the questions contained within the Award Questionnaire, along with the Marking Scheme and Maximum Score Available for each question is set out below:

	
Section
	Marking Scheme
	Weighted Score Available

	SECTION A – MANDATORY QUESTIONS

	AQA1
	Mandatory Requirements
	Pass/Fail
	N/A

	SECTION B – SCORED QUESTIONS ALL LOTS

	AQB1
	 Resourcing
	100/66/33/0
	2.5

	AQB2
	 Quality Assurance
	100/50/0
	20

	AQB3
	Delivery
	100/66/33/0
	5

	AQB4
	Complaints Handling and Resolution
	100/66/33/0
	2.5

	SECTION C - LEAD TIMES

	AQC1a
	Lead Times Lot 1 - 77 
	Pass/Fail
	N/A

	AQC1b
	Lead Times Lot 1 – 77 Evaluation and Marking Scheme
	100 - 0
	20

	SECTION D - PRICING 

	AQD1a
	Pricing Lot 1 - 77 
	Pass/Fail
	N/A

	AQD1b
	Pricing Lot 1 - 77 Evaluation and Marking Scheme
	100 - 0
	50






Response Guidance
PLEASE NOTE THE FOLLOWING.  Where the question in the eSourcing Suite requires a multi-line response the maximum character count is 4096 characters including spaces and punctuation.  This character count cannot be exceeded within the e-Sourcing Suite.  Responses must include spaces between words.  Only attachments which have been requested by the Agent are permitted; any additional documents submitted will not be taken into consideration for the purposes of evaluation.

	SECTION A – MANDATORY QUESTIONS

	AQA1 COMPLIANCE WITH FRAMEWORK AGREEMENT SCHEDULE 2:  SPECIFICATION PART A:  SERVICES 

	Please indicate by selecting either option YES or NO, that in the event you are awarded a place on the Framework Agreement,  whether you will or will not, unreservedly  deliver in full, all the Mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification )
YES - 	You will, unreservedly deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification) 
NO - 	You will not, or cannot, deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification) 

	AQA1 Response Guidance
This is a PASS/FAIL question. If you cannot or are unwilling to select YES to this question, you will be disqualified from further participation in this Procurement.
You are required to select either option YES or NO from the drop down list associated with this question.
Providing a YES response means the Potential Provider will, unreservedly deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification).
If the Potential Provider selects NO (or does not answer the question) to indicate that they will not, or cannot, deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification), then the Potential Provider will be disqualified from further participation in this Procurement.

	Marking Scheme
	Evaluation Guidance

	PASS
	The Potential Provider has confirmed that they will, unreservedly deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification).

	FAIL
	The Potential Provider has confirmed that they will not, or cannot, deliver in full, all the mandatory Service requirements as set out in Framework Agreement Schedule 2 (Specification).
OR
The Potential Provider has not selected either YES or NO.




	SECTION B – SCORED QUESTIONS ALL LOTS

	AQB1 RESOURCING

	The Authority requires Potential Providers to clearly describe their recruitment process and clearly demonstrate within their response how this process ensures that all staff consistently have the required technical ability, level of knowledge and experience in line with the relevant industry standards required for this Framework Agreement. 

	AQB1 Response Guidance 

You must insert your response into the text box(s) in the e-Sourcing Suite.

Your response should clearly describe the recruitment process that you have in place for the selection and appointment of staff and should include: 

a) Please describe the processes that you have in place to ensure that the staff have the required quality and technical capability to meet the needs of this Framework Agreement.
b) how you will ensure that your sufficient appropriately skilled resource as detailed above, remains available to deliver the services as required for the duration of the project; 
c)  Please detail your process for retention of the appropriately skilled and qualified staff 
Please ensure in your response that you reference the appropriate industry guidance 
Responses should be limited to, and focused on each of the component parts of the question posed (a to c). Potential Providers should refrain from making generalised statements and providing information not relevant to the topic. 
Whilst there will be no marks given to layout, spelling, punctuation and grammar, it will assist evaluators if attention is paid to these areas and you address each of the component parts in this response guidance in the order they are listed above and highlight which component part (a to c) you are responding to.

	Marking Scheme
	Evaluation Guidance

	100
	The Potential Provider’s response fully addresses all 3 of the component parts (a to c) of the response guidance above.

	66
	The Potential Provider’s response fully addresses only 2 of the 3 component parts (a to c) of the response guidance above.

	33
	The Potential Provider’s response fully addresses only 1 of the 3 component parts (a to c) of the response guidance above.

	0

	The Potential Provider’s response has not fully addressed any of the 3 component parts (a to c) of the response guidance above.
OR
A response has not been provided to this question.






	AQB2 QUALITY ASSURANCE


	Please describe the processes that will be followed to ensure quality is maintained at all times to the highest possible standards in line with the appropriate professional bodies, Guilds standards etc.

	Response Guidance
You must insert your response into the text box(s) in the e-Sourcing Suite.

a) Please describe the process of how the quality accreditation is followed specifically for the production of the items listed in Schedule 2 of the Framework Agreement for the Lots you are bidding for. 
b) Specifically for the production of the items listed in Schedule 2, please provide by way of an attachment evidence of the quality accreditation processes in place and in use, including membership of relevant Guilds, industry bodies etc.  Please upload as an attachment to question AQB2 in the e-Sourcing Suite.
c) Please describe how the quality of the product will be maintained over its lifetime.

	Marking Scheme
	Evaluation Guidance

	100%
	The Potential Provider’s response fully addresses all 3 of the component parts (a to c) of the response guidance above.

	66%
	The Potential Provider’s response fully addresses only 2 of the 3 component parts (a to c) of the response guidance above.

	33%
	The Potential Provider’s response fully addresses only 1 of the 3 component parts (a to c) of the response guidance above.

	0%
	The Potential Provider’s response has not fully addressed any of the 3 component parts (a to c) of the response guidance above.
OR
A response has not been provided to this question.







	AQB3 DELIVERY


	[bookmark: _GoBack]Please describe the processes that will be in place to ensure all orders are delivered to the required timescales.

	Response Guidance
You must insert your response into the text box(s) in the e-Sourcing Suite.
The Authority expects the Potential Provider to ensure that all orders under this Framework Agreement are delivered within the required timescales. 
Please describe: 
a) The process you have in place to ensure all orders placed under this Framework Agreement are securely delivered within the required timescales.
b) The processes that you will follow to ensure that the timescales you quote against each order under this Framework Agreement are achievable 
c) The mitigation procedures and/or corrective actions which are in place to ensure timescales are met.
Responses should be limited to, and focused on each of the component parts of the question posed (a to c). Potential Providers should refrain from making generalised statements and providing information not relevant to the topic. 
Whilst there will be no marks given to layout, spelling, punctuation and grammar, it will assist evaluators if attention is paid to these areas and you address each of the component parts in this response guidance in the order they are listed above and highlight which component part (a to c) you are responding to.
Maximum character count – 4096 characters including spaces and punctuation. This character count cannot be exceeded within the e-Sourcing Suite.  Responses must include spaces between words.  No attachments are permitted; any additional documents submitted will not be taken into consideration for the purposes of evaluation.

	Marking Scheme
	Evaluation Guidance

	100%
	The Potential Provider’s response fully addresses all 3 of the component parts (a to c) of the response guidance above.

	66%
	The Potential Provider’s response fully addresses only 2 of the 3 component parts (a to c) of the response guidance above.

	33%
	The Potential Provider’s response fully addresses only 1 of the 3 component parts (a to c) of the response guidance above.

	0%
	The Potential Provider’s response has not fully addressed any of the 3 component parts (a to c) of the response guidance above.
OR
A response has not been provided to this question.





	AQB4  COMPLAINTS HANDLING AND RESOLUTION	

	The Potential Provider’s response must demonstrate how they will operate and maintain a clearly defined process for the management of complaints received from a Contracting Authority and the Authority through to resolution.

	AQB4 Response Guidance 
All Potential Providers must answer this question.
You must insert your response into the text box(s) in the e-Sourcing Suite.
Your response should clearly demonstrate the processes that you will have in place for managing complaints that are received from any Contracting Authority and the Authority:
a) Please describe your process and systems that will be used for the receiving, logging and acknowledging of Contracting Body complaints.
b) Please describe your process that will be used for handling complaints to resolution, including timescales and escalation paths.
c) Please describe your process that will be used for ensuring that the Contracting Body accepts that the complaint has been managed and resolved prior to being ‘closed’.
Responses should be limited to, and focused on each of the component parts of the question posed (a to c). Potential Providers should refrain from making generalised statements and providing information not relevant to the topic. 
Whilst there will be no marks given to layout, spelling, punctuation and grammar, it will assist evaluators if attention is paid to these areas and you address each of the component parts in this response guidance in the order they are listed above and highlight which component part (a to c) you are responding to.
Maximum character count – 4096 characters including spaces and punctuation. This character count cannot be exceeded within the e-Sourcing Suite.  Responses must include spaces between words. No attachments are permitted; any additional documents submitted will not be taken into consideration for the purposes of evaluation.

	Marking Scheme
	Evaluation Guidance

	100 
	The Potential Provider’s response fully addresses all 3 of the component parts (a to c) of the response guidance above.

	66
	The Potential Provider’s response fully addresses only 2 of the 3 component parts (a to c) of the response guidance above.

	
33
	The Potential Provider’s response fully addresses only 1 of the 3 component parts (a to c) of the response guidance above.

	0
	The Potential Provider’s response has not fully addressed any of the 3 component parts (a to c) of the response guidance above.
OR
A response has not been provided to this question.




	SECTION C – LEAD TIMES AND DELIVERY LOTS 1 - 77

	AQC1a LEAD TIMES AND DELIVERY LOTS 1 - 77

	Please provide accurate and achievable production and delivery times against the Lot(s) you wish to bid for in column F of Attachment 11 – Supplier Price and Lead Times Template.

	AQC1a Response Guidance 
All Potential Providers must answer this question.
You must insert a delivery time (in weeks) for each insignia/medal into the Excel spreadsheet you are bidding for.  Please note: only enter a lead and delivery time against the Lots you are bidding for.
In certain circumstances, Direct Award is permissible under this Framework Agreement.  It would be in the best commercial interests of Potential Providers to submit their most economically viable Lead Times when responding to this question.  Potential Providers will be required to demonstrate continuous improvement throughout the Term of the Framework Agreement, Attachment 4 Medals and Insignia Framework Agreement Schedule 12 Continuous Improvement provides details of what is required of the Potential Providers.
Please attach your completed spreadsheet to AQC1 in the eSourcing Suite.  Please select option YES or NO to confirm whether or not you have populated and uploaded as an attachment to this question, the Supplier Lead Time and Pricing Template (Attachment 11) to question AQC1.  Please note: Attachment 11 covers both AQC1 and AQD1 and only needs to be submitted under question AQC1.

	Marking Scheme
	Evaluation Guidance

	Pass
	The Potential Provider has provided lead times and delivery for each Lot they are bidding for. 

	Fail
	The Potential Provider has not answered the question.







	AQC1b LEAD TIMES AND DELIVERY LOTS 1 – 77 EVALUATION AND MARKING SCHEME

	You are required to provide a lead time for each medal you wish to bid for.
The Authority will evaluate the total medal lead time tendered by comparing your medal lead time offered against all other lead times submitted by other Potential Providers.
The Potential Provider who offers the lowest total lead time for the medals will achieve the maximum score of 100. The Potential Provider who offers the highest total medal lead time for the Lot will achieve the minimum score of 0.
Every Potential Provider will, for each Lot, be ranked from lowest to highest total price and will be awarded a percentage of the maximum mark of 100 on a reducing basis based on the following formula: 

	100 – [
	Potential Provider’s Total Medal Lead Time – 
Lowest Total Medal Lead Time

	X100 ]

	
	Highest Total Medal Lead Time –
Lowest Total Medal Lead Time
	

	
= % of the maximum mark of 100, rounded to 2 (Two) decimal places. 































	SECTION D – PRICING LOTS 1 - 77

	AQD1a PRICING LOTS 1 - 77

	Please provide accurate and achievable unit price against the Lot(s) you wish to bid for in column D of Attachment 11 – Supplier Price and Lead Times Template.

	AQD1a Response Guidance 
All Potential Providers must answer this question.
You must insert a unit price (in British Pounds Sterling (£)) for each insignia/medal into the Excel spreadsheet you are bidding for.  Please note: only enter a unit price against the Lots you are bidding for.
In certain circumstances, Direct Award is permissible under this Framework Agreement.  It would be in the best commercial interests of Potential Providers to submit their most economically viable prices when responding to this question.  Potential Providers will be required to demonstrate continuous improvement throughout the Term of the Framework Agreement, Attachment 4 Medals and Insignia Framework Agreement Schedule 12 Continuous Improvement provides details of what is required of the Potential Providers.
Please attach your completed Supplier Lead Time and Pricing Template (Attachment 11) spreadsheet to AQC1 in the eSourcing Suite.  Please ensure Supplier name is included in the title when attaching your completed spreadsheet onto the eSourcing Suite.  
Please select option YES or NO to confirm whether or not you have populated and uploaded as an attachment to this question, the Supplier Lead Time and Pricing Template (Attachment 11) to question AQC1.  
Please note: Attachment 11 covers both AQC1 and AQD1 and only needs to be submitted under question AQC1.

	Marking Scheme
	Evaluation Guidance

	Pass
	The Potential Provider has provided a unit price for each Lot they are bidding for.

	Fail
	The Potential Provider has not answered the question.

















	AQD1b PRICING LOTS 1 - 77 EVALUATION AND MARKING SCHEME

	You are required to provide a price for each Lot you wish to bid for.  
The Authority will evaluate the total medal Price tendered by comparing your unit medal price offered against all other total costs submitted by other Potential Providers.
The Potential Provider who offers the lowest unit price for the medal will achieve the maximum score of 100. The Potential Provider who offers the highest unit medal price for the Lot will achieve the minimum score of 0.
Every Potential Provider will, for each Lot, be ranked from lowest to highest total price and will be awarded a percentage of the maximum mark of 100 on a reducing basis based on the following formula: 


	100 – [
	Potential Provider’s Total Medal Price – 
Lowest Total Medal Price
	X100 ]

	
	
Highest Total Medal Price –
Lowest Total Medal Price
	

	= % of the maximum mark of 100, rounded to 2 (Two) decimal places. 



	AQD1c VOLUME DISCOUNTS LOTS 1 - 77

	Please provide accurate and achievable volume discounts against the Lot(s) you wish to bid for in column E of Attachment 11 – Supplier Price and Lead Times Template.


	You are also required to provide a volume discount which will not be evaluated.  Although we are not evaluating volume discount, this may be taken into account during further competitions/direct award.  This will be for information purposes only and will be applied throughout the lifetime of the Framework Agreement.

Please attach your completed spreadsheet to AQC1 in the eSourcing Suite.  Please select option YES or NO to confirm whether or not you have populated and uploaded as an attachment to this question, the Supplier Lead Time and Pricing Template (Attachment 11) to question AQC1. 

Please note: Attachment 11 covers both AQC1 and AQD1 and only needs to be submitted under question AQC1.
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