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Section 6 – Selection and Award questionnaires 

Section 6 – Selection questionnaire

6.1
Introduction


The Selection questionnaires are located in the within the e-sourcing tool.
Guidance on completion of the question is available at http://www.uksbs.co.uk/services/procure/Pages/supplier.aspx   
UK SBS PS17019 Recruitment Agency for Fixed Term and Permanent ICT roles across UK SBS and Research Councils
UK SBS PS17019
OPEN PROCEDURE
Bidder Guidance notes for completion for Parts 1,2,3 and definitions for all sections   
1. The “authority” means UK SBS or the named contracting authority or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.

2. “You” / “Your” refers to the potential Supplier or Bidder completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (as amended) (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.

4. The authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information.

5. For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 

6. For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.
PLEASE NOTE THE QUESTIONS ARE NOT NUMBERED SEQUENTIALLY
Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection shall complete and submit the Part 1 and Part 2 self-declaration. 
	Section 1
	Potential supplier information

	Question number
	Question
	Response

	SEL1.1
	Bidders are required to complete the below table.

Bidder guidance - The information should be based on the details of the organisation bidding (or organisation acting as lead contact where a consortium bid is being submitted).

Scoring criteria - For information only;

Full name of the potential supplier submitting the information
Registered office address (if applicable)
Registered website address (if applicable)
Date of registration in country of origin
Company registration number (if applicable)
Charity registration number (if applicable)
Head office DUNS number (if applicable)
Registered VAT number 
Trading name(s) that will be used if successful in this procurement

	SEL1.2
	Please select from the below options to indicate your trading status

Bidder Guidance - the Bidder shall select from the following options;

i)
a public limited company       

ii)
a limited company

iii)
a limited liability partnership

iv)
other partnership

v)
sole trader

vi)
Third Sector

vii) Other (Please Specify your trading status)

Scoring Criteria  - For information only)



	SEL1.3
	SEL1.3 If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?

Bidder guidance - The bidder shall answer Yes or No

Yes - If you responded yes, please provide the relevant details, including the registration number(s).

No - no further information required

Scoring Criteria - For Information Only
	Yes ☐
No  ☐
N/A ☐

	SEL1.4
	SEL1.4 Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?

Bidder Guidance - The bidder shall answer Yes or No

Yes - If you responded yes please provide additional details of what is required and confirmation that you have complied with this.

No - no further information required

Scoring Criteria - For Information Only
	Yes ☐
No   ☐

	SEL1.5
	Please select from the below options to indicate whether any of the following classifications apply to you
Bidder Guidance - The bidder shall select from the following options
i)
Voluntary, Community and Social Enterprise (VCSE)

ii)
Micro, Small or Medium Enterprise (SME)*

iii)
Sheltered workshop

iv)     Other (Please Specify in the comments)
Bidder Guidance 

See EU definition of SME: 
http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/

Scoring Criteria - For information only

	i) Voluntary, Community and Social Enterprise (VCSE)

ii) Micro, Small or Medium Enterprise (SME)*

iii) Sheltered workshop

iv)  Other (Please Specify in the comments)


	SEL1.6


	SEL1.6 - Please detail information concerning Persons of Significant Control (PSC) by uploading an attachment with the following information;

i) - Name; 

ii) - Date of birth; 

iii)- Nationality; 

iv)- Country, state or part of the UK where the PSC usually lives; 

v)- Service address; 

vi) - The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 

vii)- Which conditions for being a PSC are met; 

 
- Over 25% up to (and including) 50%, 


- More than 50% and less than 75%, 


- 75% or more.

            - N/A

(Please enter N/A if none of the above are applicable)
Bidder guidance -The Bidder shall complete the below table. Guidance on PSC can be found at 

https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships

Scoring criteria - For information only
	i) - Name; 

ii) - Date of birth; 

iii)- Nationality; 

iv)- Country, state or part of the UK where the PSC usually lives; 

v)- Service address; 

vi) - The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 

vii)- Which conditions for being a PSC are met; 

 
- Over 25% up to (and including) 50%, 


- More than 50% and less than 75%, 


- 75% or more.
            - N/A



	SEL1.7
	SEL1.7 Please provide details of your immediate Parent Company (if applicable) by completing the below table.

Bidder Guidance - The bidder shall complete the table or answer N/A

Scoring Criteria - for information only
	i) Full Name of Immediate Parent Company
ii) Registered Office Address

iii) Registration Number

iv) Head Office DUNS number

v) Head Office VAT Number



	SEL1.8
	SEL1.8 Please provide details of your Ultimate Parent Company (if applicable) by completing the below table.

Bidder Guidance - The bidder shall complete the table or answer N/A

Scoring Criteria - for information only
	i) Full Name of Ultimate Parent Company

ii) Registered Office Address

iii) Registration Number

iv) Head Office DUNS number

v) Head Office VAT Number




Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.
Please provide the following information about your approach to this procurement:
	Section 1
	Bidding model

	Question number
	Question
	Response

	SEL1.9
	SEL1.9 Are you bidding as the lead contact for a group of economic operators?

Bidder Guidance - The Bidder Shall answer Yes or no

Yes - If yes, please provide details listed in questions SEL1.10, and to SEL1.11, SEL1.12 Section 2 and 3.

No - If no, and you are a supporting bidder, please provide the name of your group at SEL1.10 for reference purposes, and complete SEL 1.13.
Scoring Criteria - For Information Only
	Yes ☐
No   ☐

If yes, please provide details listed in questions SEL1.10, and to SEL1.11, SEL1.12 Section 2 and 3.
If no, and you are a supporting bidder, please provide the name of your group at SEL1.10 for reference purposes, and complete SEL 1.13.


	SEL1.10
	SEL1.10 Please provide the name and details of group of economic operators (if applicable)

Bidder Guidance - the bidder shall include details of the following

Name of group of economic operators and the proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.

Scoring Criteria - For Information Only

	SEL1.11
	SEL1.11 Are you or, if applicable, the group of economic operators proposing to use sub-contractors?

Bidder Guidance - The Bidder Shall answer yes or no

Scoring Criteria - For Information Only
	Yes ☐
No   ☐


	SEL1.12
	SEL1.12 If you responded Yes to SEL1.11, please provide additional details for each subcontractor as follows as an attachment to this question, we shall ask them to complete this form as well; If you responded no- please select N/A
Name

Registered address
Trading status
Company registration number
Head Office DUNS number (if applicable)
Registered VAT number
Type of organisation
SME (Yes/No)
The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables
The approximate % of contractual obligations assigned to each sub-contractor



	SEL1.13
	Contact details and declaration

I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 

I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.

I am aware of the consequences of serious misrepresentation.

Bidder guidance Please complete the below table, by adding your signature you confirm that you understand the above statements.
Scoring criteria Mandatory Pass / Fail




	SEL1.13
	Contact details and declaration 


	Question
	Response

	Contact name
	

	Name of organisation
	

	Role in organisation
	

	Phone number
	

	E-mail address 
	

	Postal address
	

	Signature (electronic is acceptable)
	

	Date
	


Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Question number
	Question
	Response

	SEL2.1
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	SEL2.2
	SEL2.2 - Participation in a criminal organisation

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.

No - Pass

Scoring Criteria - Mandatory Pass/Fail 
	Yes ☐
No   ☐
If Yes please provide details

	SEL2.3
	SEL2.3 - Corruption

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.

No - Pass

Scoring Criteria - Mandatory Pass/Fail

	Yes ☐
No   ☐
If Yes please provide details at

	SEL2.4
	SEL2.4 - Fraud

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.

No - Pass

Scoring Criteria - Mandatory Pass/Fail
	Yes ☐
No   ☐
If Yes please provide details 

	SEL2.5
	SEL2.5 - Terrorist Offences or offences link to terrorist activities

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.

No - Pass

Scoring Criteria - Mandatory Pass/Fail
	Yes ☐
No   ☐
If Yes please provide details 

	SEL2.6
	SEL2.6 - Money laundering or Terrorist financing

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.

No - Pass

Scoring Criteria - Mandatory Pass/Fail
	Yes ☐
No   ☐
If Yes please provide details 

	SEL2.7
	SEL2.7 - Child Labour and other forms of trafficking in human beings

Bidder Guidance - The bidder Shall answer Yes or No

Yes - If you have answered Yes please provide further details as an attachment to this question;

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted. When attaching documentation or web addresses please include the issuing authority and precise reference of the documents.
No – Pass
Scoring Criteria - Mandatory Pass/Fail
	Yes ☐
No   ☐
If Yes please provide details  

	SEL2.8
	If you have answered Yes to any of the Questions above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Bidder Guidance - The bidder shall provide evidence of all measures taken to demonstrate their self cleaning. The information provided will be taken into account by the authority, in considering whether or not you will be permitted to proceed any further in respect of this procurement.  

Scoring Criteria - Mandatory Pass/fail
	Yes ☐
No   ☐


	SEL2.9
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

Bidder Guidance - The bidder shall answer Yes or No

Yes - Fail

No - Pass

In the event of a bidder responding "Yes" they should provide further details as an attachment to this question. The attachment should also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines. Please Note: The authority reserves the right to use its sole discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
Scoring Criteria - Mandatory Pass/fail

	Yes ☐
No   ☐



	SEL3.1


	SEL3.1 - Grounds for discretionary rejection – UK SBS is entitled to exclude you from further consideration if any of the below discretionary grounds apply but may decide to allow you to proceed further.

If you cannot provide a compliant answer – (No) to the above questions, it is possible that your application might not be accepted. 

In the event that any of the below do apply by answering – (Yes), please provide an attachment to the question providing   details of the relevant incident and any remedial action taken including self cleaning that has been done. The information provided will be taken into account by the authority, in considering whether or not you will be permitted to proceed any further in respect of this procurement.  

The detailed grounds for discretionary exclusion of an organisation are set out on https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf

which should be referred to before completing these questions. 

Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

Bidder guidance - Bidders shall answer Yes they understand this requirement and the above guidance 

	Yes ☐


	
	

	SEL3.2

	SEL3.2 - Breach of environmental obligations? 

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.3
	SEL3.3 - Breach of social obligations?  

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.4
	SEL3.4 - Breach of labour law obligations? 

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.5
	SEL3.5 - Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 


	SEL3.6
	SEL3.6 Guilty of grave professional misconduct?

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details

	SEL3.7
	SEL3.7 Entered into agreements with other economic operators aimed at distorting competition?

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.8
	SEL3.8 Aware of any conflict of interest within the meaning of Regulation 24 of the Public Contracts Regulations 2015 (as amended) due to the participation in this procurement procedure?

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.9
	SEL3.9 Been involved in the preparation of the procurement procedure within the meaning of Regulation 41 of the Public Contracts Regulations 2015 (as amended) 
Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail
	Yes ☐
No   ☐
If yes please provide details 

	SEL3.10
	Prior Performance issuesi

Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?

Bidder guidance: The Bidder shall answer Yes or No

Bidders answering No will be considered compliant 

Bidders answering Yes will be subject to review as to your suitability to be considered further, in respect of the procurement at the sole discretion of the authority. If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

Scoring Criteria - Pass/fail

	Yes ☐
No   ☐
If yes please provide details 

	SEL3.11
	SEL 3.11 The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.

Is the above Statement true of your organisation?

Bidder Guidance - The bidder shall answer Yes or No

Yes - If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

No - Pass

Scoring Criteria - Pass/ Fail
	Yes ☐
No   ☐
If Yes please provide details 



	SEL3.12


	SEL3.12 The organisation has withheld such information as described in SEL3.11

Is the above Statement true of your organisation?

Bidder Guidance - The bidder shall answer Yes or No

Yes - If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

No - Pass

Scoring Criteria - Pass/ Fail
	Yes ☐
No   ☐
If Yes please provide details 



	SEL3.13
	SEL3.13 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015 (as amended).

Is the above Statement true of your organisation?

Bidder Guidance - The bidder shall answer Yes or No

Yes - If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

No - Pass

Scoring Criteria - Pass/ Fail
	Yes ☐
No   ☐
If Yes please provide details 


	SEL3.14
	SEL3.14 The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.

Is the above Statement true of your organisation?

Bidder Guidance - The bidder shall answer Yes or No

Yes - If you have answered Yes, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)

No - Pass

Scoring Criteria - Pass/ Fail
	Yes ☐
No   ☐
If Yes please provide details 



Part 3: Selection Questions
 
	Section 4
	Economic and Financial Standing 

	
	Question
	Response

	SEL4.1
	SEL4.1 - Are you able to provide a copy of your audited accounts for the last two years, if requested?

If no, can you provide one of the following;

a. A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation
b. A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.

c. Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).

Bidder Guidance - UK SBS will make a judgement based on the information provided to ascertain the financial stability of the Bidder.  

UK SBS reserves the right to consider credit check information alongside the response to this question in order to ascertain the financial stability of the Bidder.

Pass – UK SBS considers the information provided demonstrates the financial stability of the Bidder is sufficient to be considered for this procurement.

Fail – UK SBS considers the information provided fails to demonstrate the financial stability of the Bidder is sufficient to be considered for this procurement.

Bidders are invited to embed their attachments to this question in the ‘Bidder response’ section.

Scoring Criteria - Mandatory Pass/Fail
	Yes I will provide the attachment(s) if requested


	
	
	

	SEL4.2
	SEL4.2 Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

Bidder guidance:

The authority will make a judgement based on the information provided to ascertain the financial stability of the Bidder.  

The authority reserves the right to consider credit check information alongside the response to this question in order to ascertain the financial stability of the Bidder.

Pass – The authority considers the information provided demonstrates the financial stability of the Bidder is sufficient to be considered for this procurement.

Fail – The authority considers the information provided fails to demonstrate the financial stability of the Bidder is sufficient to be considered for this procurement.

Bidders are invited to embed their attachments to this question in the ‘Bidder response’ section.

Scoring Criteria - Mandatory pass/fail

	Yes ☐
No   ☐


	SEL4.3
	SEL4.3 Are you part of a wider group (e.g. a subsidiary of a holding/parent company)? If yes, please confirm the name of the company and its relationship to you.

If yes, please confirm if you are able to provide parent company accounts if requested to at a later stage?

If yes, would the ultimate / parent company be willing to provide a guarantee if necessary? If not, would you be able to obtain a guarantee elsewhere (e.g. from a bank?)

Bidder Guidance - If this question does not apply, please respond "N/A".

Please provide your response in the text box below

UK SBS will make a judgement based on the information provided to ascertain the financial stability of the Bidder.  

UK SBS reserves the right to consider credit check information alongside the response to this question in order to ascertain the financial stability of the Bidder.

Pass – UK SBS considers the information provided demonstrates the financial stability of the Bidder is sufficient to be considered for this procurement.

Fail – UK SBS considers the information provided fails to demonstrate the financial stability of the Bidder is sufficient to be considered for this procurement.

Bidders are invited to embed their attachments to this question in the ‘Bidder response’ section.

Any information submitted over and above the specified limit will be disregarded and not evaluated

Scoring Criteria – Mandatory Pass/fail
	Yes ☐
No   ☐



	
	Technical and Professional Ability 

	SEL5.1
	SEL5.1 - Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

Bidder Guidance - The Bidder shall ensure all reference(s) comply with the requirements of having a similar scope and value to this procurement are still running or have been completed in the last five years (works) and three years (supplies / services) to achieve a pass.

If you cannot provide at least one example, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

Scoring Criteria - Mandatory Pass/Fail

	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	

	
	


	SEL5.2
	SEL5.2 Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)

Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

Bidder guidance – Free text 

Scoring Criteria - For Information Only


	
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015

	SEL5.3
	SEL5.3 Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015?

Bidder guidance - Bidder shall confirm they are or are not a relevant commercial organisation as defined by section 54 of the Modern Slavery Act 2015 by answering Yes or No.

Yes - Please provide an answer to SEL5.4

No - Please answer N/A to SEL5.4

Scoring Criteria - For Information Only
	
Yes   ☐
N/A   ☐


	SEL5.4
	SEL5.4 If you have answered yes to question SEL5.3 are you compliant with the annual reporting requirements contained within Section 54 of the Modern Slavery Act  2015?

If you are subject to the Modern Slavery Act then it is a requirement of the authority in its contractual terms, for you to comply with this obligation including the authority’s right of audit under any contract awarded.

Bidder Guidance - The bidder shall respond Yes or No

Yes - Please provide relevant URL or attachment

No - Please provide an explanation as an attachment

Scoring Criteria - Mandatory Pass/fail
	Yes   ☐
Please provide relevant the url …
No    ☐
Please provide an explanation


Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	
	Insurance

	SEL4.4
	SEL4.4 Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:

Employer’s (Compulsory) Liability Insurance  = £5m 

Public Liability Insurance = £5
Professional Indemnity Insurance = £2m
Product Liability Insurance = £5m
Bidder Guidance - It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.

The Bidder shall answer yes or no

Yes= Pass

No= Fail

Scoring Criteria - Mandatory Pass/fail


	SEL5.5
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements. These should consider not only were your organisation is based but also any needs that are required in the country of delivery of the procurement.  



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes / No 

	
	

	SEL5.6
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 


	Bidder Guidance
	The Bidder Shall answer yes or no

Yes = *Fail

No = Pass

If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
UK SBS will not select bidder(s) that have been prosecuted or served notice under Health and Safety legislation in the last 3 years, unless the authority is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.


	Scoring Criteria
	Mandatory Pass/Fail


	SEL5.7
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)?

	Bidder Guidance
	The Bidder shall answer yes or no

Yes – Fail*

No – Pass

If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
UK SBS will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless the authority is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.

	Scoring Criteria
	Mandatory Pass/fail

	Bidder response
	Drop down menu - Yes / No


	SEL5.8
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

	Bidder Guidance
	The Bidder Shall answer Yes/No/Not Applicable 
A response of ‘Yes’ or ‘Not Applicable’ will result in a pass and a response of ‘No’ will result in a fail against this question.


	Scoring Criteria
	Selection  – Yes/No/ Not Applicable 


	SEL5.9
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)? And/or;

In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  

	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Fail*
No – Pass

*If you have answered “yes” please provide, as an attachment to this question, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the attachment to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.

You may be excluded if you are unable to demonstrate to UK SBS’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    


	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes / No 


	SEL5.10
	If you use sub-contractors, do you have processes in place to check whether any of the circumstances in regards to the last three years, has any finding of unlawful discrimination been made against your subcontractors by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)? And/or;

In the last three years, has any of your subcontractors had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  

	Bidder Guidance
	The Bidder Shall answer yes or no
Yes – Fail*
No – Pass

*If you have answered “yes” please provide, as an attachment to this question, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.

If the investigation upheld the complaint against your sub-contractors, please use the attachment to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.

You may be excluded if you are unable to demonstrate to UK SBS’s satisfaction that appropriate remedial action has been taken by your sub-contractors to prevent similar unlawful discrimination reoccurring.    


	Scoring Criteria
	Mandatory Pass/fail

	Bidder response
	Drop down menu - Yes / No


	SEL2.10

	Cyber Essentials is mandatory for central government contracts advertised after 1 October 2014 which involve handling personal information and providing certain ICT products and services. It is mandatory for bidders to demonstrate that they meet the technical requirements prescribed by Cyber Essentials for those contracts featuring any of the characteristics set out below in bidders’ guidance. 
Cyber Essentials is for all organisations, of all sizes, and in all sectors. This is not limited to companies in the private sector, but is also applicable to universities, charities, and public sector organisations.

Further details are available at:
https://www.cyberstreetwise.com/cyberessentials/


	Bidder guidance
	Any of the following characteristics will necessitate the mandatory requirement for bidders to have an up to date Cyber Essentials Certificate: 

i) Where personal information of citizens, such as home addresses, bank details, or payment information is handled by a supplier.

ii) Where personal information of Government employees, Ministers and Special Advisors such as payroll, travel booking or expenses information is handled by a supplier.

iii) Where ICT systems and services are supplied which are designed to store, or process, data at the OFFICIAL level of the Government Protective Marking scheme.

Bidders can answer 

Yes – the Cyber Essential Certificate is currently in place

No – the Cyber Essential Certificate is not in place and we have no intention of having it in place for commencement of the contract

Intend – the Cyber Essential Certificate is not in place and we intend to have it in place for commencement of the contract.

A response of ‘Yes’ or ‘Intend’ will result in a pass and a response of ‘No’ will result in a fail against this question.


	Scoring criteria
	Mandatory Pass / Fail

	Bidder response
	Drop down menu – Yes / No/Intend


	FOI1.1
	FREEDOM OF INFORMATION ACT 2000 (FOIA) AND /  OR ENVIRONMENTAL INFORMATION REGULATIONS 2004 (EIR)

Information provided in the course of the procurement process may be disclosed under Freedom of Information Act 2000 or Environmental Information Regulations 2004.

Please note that some of the information provided may be protected under the FOIA exemptions and EIR exceptions. More information on applying the exemptions or exceptions can be found under the  Information Commissioners Office (ICO) website http://ico.org.uk 

Please confirm you have been informed that information provided under this Bid may be disclosed under the FOIA and EIR and agree to it being published. 

	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	 Yes / No


	FOI1.2
	FREEDOM OF INFORMATION ACT 2000 AND /  OR ENVIRONMENTAL INFORMATION REGULATIONS 2004 EXEMPTIONS

Please complete this section only if you have agreed for your information to be disclosed under the FOIA or EIR in FOI1.1

If you have not agreed for your information to be disclosed under the FOIA or EIR in Question FOI1.1 please complete the table ‘N/A’ (not applicable)

If you have agreed for your information to be disclosed under the FOIA or EIR in Question FOI1.1 please tell us what exemptions or exceptions may apply to your information and why?  If you are not relying on any exemptions or exceptions please complete each field ‘N/A’ (not applicable).

	Bidder guidance
	The Bidder shall provide details of their proposed exemptions/exception in the table below.

The Bidder shall note that if UK SBS believes that the suggested exemptions or exceptions have not been applied properly, UK SBS will disclose the requested information unless another exemption or exception can be applied by UK SBS. 

Be aware that by completing FOI1.1 and answering ‘yes’  you have agreed  for UK SBS to disclose the provided information under the Freedom of Information Act 2000 or Environmental Information Regulation 2004, therefore you will not be approached for consent.

	Scoring criteria
	For information only



	Bidder response
	 Confidential Information
	Justification for exemption/exception under FOIA / EIR

	
	
	

	
	
	

	
	
	

	
	Commercially sensitive information
	Justification for exemption/exception under FOIA / EIR

	
	
	

	
	
	

	
	
	


Section 6 – Award questionnaire
6.2
The Award questionnaires are located within the e-sourcing tool.

6.3
Guidance on completion of the questions is available at  http://www.uksbs.co.uk/services/procure/Pages/supplier.aspx  
PLEASE NOTE THE QUESTIONS ARE NOT NUMBERED SEQUENCIALLY
COMMERCIAL QUESTIONNAIRE
RFP Governance

	AW1.1
	FORM OF BID

I declare that to the best of my knowledge the answers submitted in this RFP are correct. I understand that the information will be used in the process to assess my organisation’s suitability to be invited to bid for UK SBS’s requirement and I am signing on behalf of my organisation. I understand that the UK SBS may reject this RFP if there is a failure to answer all relevant questions fully or if I provide false/misleading information.

I understand that the Government’s transparency agenda requires that sourcing documents, including RFP templates such as this, are published on a designated, publicly searchable web site, and, that the same applies to other sourcing documents issued by UK SBS, including the RFP, and any contract entered into by UK SBS or its Customers with its preferred supplier once the procurement is complete.  

By submitting a response to this RFP I agree that our participation may be made public.  

I understand that the answers given in this response may be published on the web site (but elements may be redacted under Freedom of Information Act 2000 (FOIA) or Environmental Information Regulations 2004 (EIR)).  

By submitting a response to this RFP I agree and accept the justification for the UK SBS’s evaluation criteria. 
By submitting a response to this RFP I agreed and accept that UK SBS reserves the right to change without notice the procedure for awarding the Contract, to reject any or all bids for the Contract, to stop the process and not award the Contract (in whole or in part) at any time without  any liability on its part.

By submitting a response to this RFP I agree and accept that nothing in this process is intended to form any express or implied contractual relationship between the Parties unless and until a Contract is awarded.  UK SBS is not liable for any costs resulting from cancellation of this process nor any costs incurred by Bidders taking part in this procurement process.

I understand that where sourcing documents issued by UK SBS or contracts with its suppliers fall to be disclosed UK SBS will redact them as it thinks necessary, having regard (inter alia) to the exemptions/exceptions in the FOIA or EIR.



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes / No 


	AW1.2
	Having examined the contents of the RFP we offer to carry out the requirement in conformity with the said conditions for the maximum fixed prices detailed in the schedule attached in response to AW5.2.

We undertake to carry out the requirements specified within the period stated in the enquiry letter.

Our Bid offer shall be binding between us for a period of 90 days from the closing date for receipt of Bids.
Unless and until a formal agreement is prepared and executed this Bid and a written acceptance thereof shall constitute a binding contract between us.

We understand that you are not bound to accept the lowest or any Bid you may receive. 



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes / No 


	AW1.3
	CERTIFICATE OF BONA FIDE BID

The essence of procurement is that the customer shall receive bona fide competitive Bids, from all those Bidding.  In recognition of this principle, we certify that this is a bona fide Bid, intended to be competitive and that we have not fixed or adjusted the amount of Bid by or under or in accordance with any agreement with any other person.

We also certify that we have not done and we undertake that we will not do at any time before the hour and date specified for the return of this Bid any of the following: 

(a)
Communicate to a person other than the person calling for these Bids the amount or approximate amount of the proposed Bid, except where the disclosure, in confidence, of the approximate amount of the Bid was necessary to obtain insurance premium quotations for the preparation of the Bid;

(b)
Enter into any agreement or arrangement with any other person that he shall refrain from bidding or as to the amount of any Bid to be submitted;

(c)
Offer to pay or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or have caused to be done in relation to any other Bid or proposed Bid for the said supply / service any act or thing of the sort described above.

In this certificate, the word "person" includes any persons and any body or association, corporate or unincorporated, and any "agreement or arrangement" includes any such transaction, formal or informal, and whether legally binding or not.

We acknowledge that UK SBS will be entitled to cancel the contract and to recover from us the amount of any loss resulting from such cancellation if we or our representatives (whether with our without our knowledge) shall have practiced collusion in Bidding for this contract or any other contract with UK SBS or shall employ any corrupt or illegal practices either in the obtaining or execution of this contract or any other contract with UK SBS.
We agree that UK SBS may disclose the Bidders information / documentation (submitted to UK SBS during this Procurement) more widely within Government for the purpose of ensuring effective cross-Government procurement processes, including value for money and related purposes.

	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	 Drop down menu - Yes / No


Executive summary

	AW2.1
	Please provide an executive summary of your bid.

The executive summary should focus on the key features of the Bidder’s Response including all key assumptions made by the Bidder (but excluding all pricing/financial information)

The objective of the executive summary is to provide UK SBS with a clear, concise and complete summary of the Bidder’s Response together with an insight into the reasoning and rationale behind the Response.

It is intended that the executive summary should provide a useful introduction to the Response for evaluators, as well as senior stakeholders who may not be involved in the detailed evaluation.

Whilst the executive summary will not be formally evaluated, it will be scrutinised for consistency with your Response and clarification will be sought if required.

The executive summary must only contain information drawn from other areas of your Response and must not contain any new material.  Whilst diagrams and photographs may be used, they should be high level and should not be used to support other parts of the Response where more detailed information is required.


	Bidder guidance
	Maximum character count – 4096 characters
Any information submitted over and above the specified limit will be disregarded and not evaluated

	Scoring criteria
	For information only



	Bidder response
	Text 


Compliance to the Contract Terms

	AW4.1
	Please confirm your acceptance of the attached Contract Terms.


[image: image1.emf]PS17019-Recruitmen t Agency for Fixed Term and Permanent ICT roles across UK SBS and Research Councils Contracts.pdf




	Bidder guidance
	The Bidder shall answer Yes, No with justification or No
Yes – Pass

No with justification –Pass.  See question AW4.2 for details of what amounts to a valid justification.
No – Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes, No with justification, No 


	AW4.2
	Where a Bidder has answered question AW4.1 with ‘no with justification’ they must detail the justification and the proposed change to the clause 

	Bidder guidance
	A justification for not accepting a specific clause or series of clauses from the attached Contract Terms is that the Bidder would be in breach of legal requirements or statutory regulations by complying with that clause or series of clauses (i.e. for the avoidance of doubt, being unable to comply with a clause or series of clauses because of an internal policy reason will not be considered to be a justification for a legal requirement or statutory regulation).

Where the Bidder has answered question AW4.1 as "no with justification", the Bidder shall provide a Contract mark-up utilising track changes detailing the relevant clause,  the proposed  changes to the clause and the justification for the changes. In this case, the Bidder shall score a pass if (but only if) UK SBS considers both the following requirements are satisfied:

· the reasons stated as justifying the Bidder's statement that it cannot accept the Contract Terms due to legal requirements or statutory regulations are valid; and 

· the changes submitted do not create significant risk for UK SBS and are reasonably necessary and proportionate to ensure the Bidder complies with the legal requirements and statutory regulations.
Where a Bidder has answered Question AW4.1 with ‘Yes’ or ‘No’ it must answer ‘not applicable’ to achieve a Pass to question AW4.2 (noting that an answer of ‘No’ to question AW4.1 has already resulted in a fail).  
In the event of a Bidder answering Yes or No to Question AW4.1 and then providing a proposed mark up, rejection of a clause or a justification for a change then the response will be a Fail.



	Scoring criteria
	Mandatory Pass / Fail

	Bidder response
	Drop down menu

‘N/A’

‘I have answered AW4.1 ‘No with justification’ and attach modifications / requested / justification’.




PRICE QUESTIONNIARE

	AW5.1
	Please confirm your price shall remain firm and fixed for 3 years / full term of the Contract.  Thereafter they shall be subject to change in accordance with the terms of the contract.



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No – Fail



	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes,  No 


	AW5.2
	Bidders are required to complete the Excel Pricing Schedule attached in the ’RFX attachments’ section in the e-sourcing tool.

All prices shall be exclusive of VAT.

All costs appearing elsewhere in the Bid but not mentioned in this Pricing Schedule shall be presumed waived.

[image: image2.emf]PS17019 AW5.2  Price Schedule Professional Services Template.xlsx



	Bidder guidance
	Bidders shall confirm they have completed the Pricing Schedule.

The scoring methodology for this question shall be:

The lowest price for a response which meets the pass criteria shall score 100.  

All other bids shall be scored on a pro rata basis in relation to the lowest price.  The score is then subject to a multiplier to reflect the percentage value of the price criterion.

Where the scoring criterion is worth 50% then the 0-100 score achieved will be multiplied by 50

In the example if a supplier scores 80 from the available 100 points this will equate to 40% by using the following calculation: Score/Total Points multiplied by 50 (80/100 x 50 = 40)

The lowest score possible is 0 even if the price submitted is more than 100% greater than the lowest price.

The lowest score possible is 0.

For example, assuming the lowest bid is £100,000.

Bid Price

Differential to the lowest price which meets the mandatory pass criteria at Award stage

Score

£100,000

0

100

£120,000

20%

80

£140,000

40%

60

£150,000

50%

50

£175,000

75%

25

£200,000

100%

0

£300,000

200%

0



	Scoring criteria
	Maximum Marks 20%

	Bidder response
	Drop down menu – Yes



	AW5.3
	Bidders maybe requested to provide open book policy to demonstrate how the annual charge is calculated (e.g. Staff, training, equipment, profit etc.).



	Bidder guidance
	The Bidder shall answer Yes or No
Yes - we will provide open book costing – Pass

No - we will not provide open book costing – Fail



	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes, , No 


	AW5.5
	UK SBS are committed to delivering payments to suppliers within the timescales stated within our Contract terms and intend to embrace e-invoicing.  

There are a number of options for suppliers to choose from outlined in the attached FAQ.   Please confirm your preferred method of e-payment.
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 XML (for Science Warehouse Contracts only) 
ADI Consolidated Data Upload
ISupplier


	Bidder guidance
	The Bidder shall answer Yes or No

Yes we will utilise an e-invoicing option  – Pass

No we will not utilise an e-invoicing option – Fail



	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu  – Yes, No 


	AW5.6
	Please confirm if you are successfully awarded this contract your implementation team will work with UK SBS to ensure that e-invoicing is established within 28 days of Contract award by UK SBS.



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No – Fail



	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes, No 


QUALITY QUESTIONNIARE

	AW6.1
	Please confirm your compliance to the requirements of Section 4 Specification



	Bidder guidance
	The Bidder shall answer Yes or No
Yes – Pass

No - Fail

	Scoring criteria
	Mandatory Pass / Fail



	Bidder response
	Drop down menu - Yes / No 


	AW6.2  

	Methodology

Please outline your methodological approach to ensure successful delivery of the requirement, including but not limited to;
•
Demonstrate your proposed approach to sourcing skill sets which are in high demand such as Oracle DBA’s, Payroll/Finance/HR Functional Support Analysts, 1st/2nd Line Helpdesk/Desktop Support, Technical Architects, Senior Architects,  IT Security Analysts.

•
Demonstrate how you will provide service to the diverse range of Research Councils’ site institutes and locations
•
Demonstrate how will you ensure up to date knowledge and understanding of the employment pool and employment type will be applied to this requirements methodology?

· Demonstrate how you will access and source appropriate candidates? 

	Bidder guidance
	Your response should be an attachment of no more than 4 sides of A4.
Scoring will be based on 0-100 scoring methodology as stated in the Invitation to Tender document.

	Scoring criteria
	Scoring criteria - Maximum Marks 35%

	Bidder response
	Yes, I have uploaded an attachment


	AW6.3  

	Resource
Bidders are to detail how they will utilise their available resources and acumen to successfully deliver the requirement. This should include but not limited to;
· Provide a proposal to specify how the work will be managed in regards to resource  and co-ordinated for this large recruitment need in order to achieve the desired outcomes for this requirement
· Please demonstrate how you will apply the expertise and skills of the team required to successful carry out the services and how this will lead to successful delivery of the requirement.
· Please demonstrate the timescales that will be applied to each element of the service and how this will ensure successful delivery of the requirement.
· Please also include a project plan detailing how resource will be applied to this requirement and how this will ensure deadlines are met.
· Please also detail your proposed account management structure for this requirement.

	Bidder guidance
	Your response should be an attachment of no more than 4 sides of A4.
Scoring will be based on 0-100 scoring methodology as stated in the Invitation to Tender document.

	Scoring criteria
	Scoring criteria - Maximum Marks 30%

	Bidder response
	Yes, I have uploaded an attachment


	AW6.4

	Recruitment Team
· Include the number of staff you expect to use in providing the service. Also include an organisational chart indicating responsibilities and reporting lines.
· The qualifications and experience of the staff expected to undertake the services. Please include CV’s for these individuals.
· The bidder should state as a company what accreditations they hold and/or what if any, professional associations they are members of? Please attach scanned documentation/certification.

	Bidder guidance
	Your response should be an attachment.


	Scoring criteria
	Scoring criteria – For information only

	Bidder response
	Yes, I have uploaded an attachment


	AW6.5  

	Quality Monitoring

What quality & legal assurance of the recruitment and selection process will you implement for this requirement? 

The Bidder shall explain how they will quality assure the service provided for this requirement, adhering to recruitment and selection legislation and best practice.

Your proposal should detail how you would monitor and report on the quality of the service delivered, including the performance checks you will perform.

	Bidder guidance
	Your response should be an attachment of no more than 2 sides of A4.


	Scoring criteria
	Scoring criteria - Maximum Marks 5%

	Bidder response
	Yes, I have uploaded an attachment


	AW6.6  

	Interview

All suppliers will be invited to interview.  However if a supplier is mathematically incapable of winning following initial evaluation of the written submissions and due diligence, they will be formally advised of this situation before the interviews take place.

Interviews will take place week commencing 12/06/2017, please confirm you can attend. Interview details and content will be released prior to interview

	Bidder guidance
	The Bidder shall answer Yes or No

	Scoring criteria
	Scoring criteria – Maximum Marks 10%

	Bidder response
	Yes/No
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				£58,001-£70,000		£   60,000.00		2				£   - 0

				£70,000+		£   70,000.00		1				£   - 0
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OFFICIAL-SENSITIVE (COMMERCIAL) UK Shared Business Services Ltd (UK SBS)

S2 - PRECEDENT CONTRACT FOR THE
PURCHASE OF SERVICES

SECTION A

This Contract is dated 2017.

Parties

(1)

()

[UK Shared Business Services Ltd (UK SBS) (formerly RCUK Shared
Services Centre Ltd) (a limited company registered in England and Wales with
company number 06330639)] OR [[ ], established under the [Science and
Technology Act 1965], as a body incorporated by Royal Charter, of [Polaris House,
North Star Avenue, Swindon SN2 1ET]] (the Customer).

[ 1, [a company incorporated and registered in [COUNTRY] with company
number [NUMBER] and registered VAT number [NUMBER] whose registered
office is at [REGISTERED OFFICE ADDRESS]] [a partnership under the laws of
[COUNTRY] whose address is [ADDRESS]] [a business with its trading address at
[ADDRESS]] (the Supplier).

Background

The Customer wishes the Supplier to supply, and the Supplier wishes to supply, the
Services (as defined below) in accordance with the terms of the Contract (as defined
below).

Agreed terms

Al

Al-1

Interpretation
Definitions. In the Contract (as defined below), the following definitions apply:

Business Day: a day (other than a Saturday, Sunday or public holiday) when
banks in London are open for business.

Charges: the charges payable by the Customer for the supply of the Services in
accordance with clause B4.

Confidential Information: any confidential information, know how and data (in any
form or medium) which relates to UK SBS, the Research Councils or the Supplier,
including information relating to the businesses of UK SBS, the Research Councils
or the Supplier and information relating to their staff, finances, policies and
procedures. This includes information identified as confidential in the Order or the
Special Conditions (if any).

Contract: the contract between the Customer and the Supplier for the supply of the
Services, in accordance with the terms of this Contract, any Special Conditions and
the Order only.

Deliverables: all Documents, products and materials developed by the Supplier or
its agents, contractors and employees as part of, or in relation to, the Services in
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any form, including computer programs, data, reports and specifications (including
drafts).

Document: includes, in addition to any document in writing, any drawing, map,
plan, diagram, design, picture or other image, tape, disk or other device or record
embodying information in any form.

EIR: the Environmental Information Regulations 2004 together with any guidance
and/or codes of practice issued by the Information Commissioner or relevant
government department in relation to such regulations.

FOIA: the Freedom of Information Act 2000 and any subordinate legislation made
under the Act from time to time, together with any guidance and/or codes of practice
issued by the Information Commissioner or relevant government department in
relation to such legislation.

Information: has the meaning given under section 84 of FOIA.

Intellectual Property Rights: all patents, rights to inventions, utility models,
copyright and related rights (including moral rights), trade marks, service marks,
trade, business and domain names, rights in trade dress or get-up, rights in goodwill
or to sue for passing off, unfair competition rights, rights in designs, rights in
computer software, database right, topography rights, rights in confidential
information (including know-how and trade secrets) and any other intellectual
property rights, in each case whether registered or unregistered and including all
applications for and renewals or extensions of such rights, and all similar or
equivalent rights or forms of protection in any part of the world.

Order: the Customer's order for the Services, as set out in the Customer's
completed purchase order form (including any Specification) which is in the format
of the pro forma order form attached at Schedule 2. For the avoidance of doubt, if
the Customer's purchase order form is not in the format of the pro forma order form
at Schedule 2, it will not constitute an Order.

Public Body: any part of the government of the United Kingdom including the
Northern Ireland Assembly and Executive Committee, the Scottish Executive and
the National Assembly for Wales, local authorities, government ministers and
government departments and government agencies.

UK SBS: UK Shared Business Services Ltd (a limited company registered in
England and Wales with company number 06330639).

Request for Information: a request for Information or an apparent request under
FOIA or EIR.

Research Councils: the Arts and Humanities Research Council, the Biotechnology
and Biological Sciences Research Council, the Engineering and Physical Sciences
Research Council, the Economic and Social Research Council, the Medical
Research Council, the Natural Environment Research Council, the Science and
Technology Facilities Council, and any replacement or successor organisations to
any of those bodies from time to time.
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Al-2

A2

A2-1

Services: the services, including without limitation any Deliverables, to be provided
by the Supplier under the Contract as set out in the Order.

Special Conditions: the special conditions (if any) set out in Schedule 1.

Specification: any specification for the Services, including any related plans and
drawings, that is supplied to the Supplier by UK SBS or the Customer, or produced
by the Supplier and agreed in writing by UK SBS or the Customer.

Supplier's Associate: any individual or entity associated with the Supplier
including, without limitation, the Supplier's subsidiary, affiliated or holding
companies and any employees, agents or contractors of the Supplier and / or its
subsidiary, affiliated or holding companies or any entity that provides services for or
on behalf of the Supplier.

TUPE: the Transfer of Undertakings (Protection of Employment) Regulations 2006
as amended or replaced from time to time.

Working Day: any Business Day excluding 27, 28, 29, 30 and 31 December in any
year.

Construction. In the Contract, unless the context requires otherwise, the following
rules apply:

Al-2-1 A person includes a natural person, corporate or unincorporated body
(whether or not having separate legal personality)

Al-2-2 A reference to a party includes its personal representatives, successors or
permitted assigns.

Al1-2-3 A reference to a statute or statutory provision is a reference to such statute
or provision as amended or re-enacted. A reference to a statute or statutory
provision includes any subordinate legislation made under that statute or
statutory provision, as amended or re-enacted.

Al-2-4 Any phrase introduced by the terms including, include, in particular or
any similar expression shall be construed as illustrative and shall not limit
the sense of the words preceding those terms.

Al-2-5 The headings in the Contract are for ease of reference only and do not
affect the interpretation or construction of the Contract.

Al-2-6 A reference to writing or written includes faxes and e-mails.
Basis of contract

Where UK SBS is not the Customer, UK SBS is the agent of the Customer for the
purpose of procurement and is authorised to negotiate and enter into contracts for
the supply of services on behalf of the Customer. UK SBS will not itself be a party
to, nor have any liability under, the Contract unless it is expressly specified as
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A2-2

A2-3

A2-4

A2-5

A3

A3-1

A3-2

Customer.

The terms of this Contract, any Special Conditions and the Order apply to the
Contract to the exclusion of all other terms and conditions, including any other
terms that the Supplier seeks to impose or incorporate (whether in any quotation,
confirmation of order, in correspondence or in any other context), or which are
implied by trade, custom, practice or course of dealing.

If there is any conflict or inconsistency between the terms of this Contract, the
Special Conditions (if any) and the Order (including any Specification), the terms of
this Contract will prevail over the Special Conditions and the Special Conditions will
prevail over the Order (including any Specification), in each case to the extent
necessary to resolve that conflict or inconsistency.

The Order constitutes an offer by the Customer to purchase the Services in
accordance with the terms of this Contract (and any Special Conditions). This offer
shall remain valid for acceptance by the Supplier, in accordance with clause A2-5,
for 28 days from the date of the Order. Notwithstanding that after 28 days the offer
will have expired, the Customer may, at its discretion, nevertheless treat the offer as
still valid and may elect to accept acceptance by the Supplier, in accordance with
clause A2-5, as valid acceptance of the offer.

Subject to clause A2-4, the Order shall be deemed to be accepted on the date on
which authorised representatives of both parties have signed a copy of this
Contract, at which point the Contract shall come into existence. The Contract shall
remain in force until all the parties' obligations have been performed in accordance
with the Contract, at which point it shall expire, or until the Contract has been
terminated in accordance with clause A3.

Termination

UKSBS shall at any time have the right for convenience to terminate the
Contract or reduce the quantity of Services or any goods to be provided by the
Supplier in each case by giving to the Supplier reasonable written notice.
During the period of notice UK SBS may direct the Supplier to perform all or any of
the work under the Contract. Where UKSBS has invoked either of these rights,
the Supplier may claim reasonable costs necessarily and properly incurred by him
as a result of the termination or reduction, excluding loss of profits or any
consequential loss, provided that the claim shall not exceed the total cost of the
Contract. The Supplier shall have a duty to mitigate its costs and shall on request
provide proof of expenditure for any compensation claimed.

The Customer may terminate the Contract with immediate effect by giving written
notice to the Supplier if:

A3-2-1 the circumstances set out in clauses B2-1-1, C3-1 or C4-1 apply; or

A3-2-2 the Supplier breaches any term of the Contract and (if such breach is
remediable) fails to remedy that breach within 30 days of being notified in
writing of the breach; or

A3-2-3 the Supplier suspends, or threatens to suspend, payment of its debts or is
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unable to pay its debts as they fall due or admits inability to pay its debts or
(being a company) is deemed unable to pay its debts within the meaning of
section 123 of the Insolvency Act 1986, or (being an individual) is deemed
either unable to pay its debts or as having no reasonable prospect of so
doing, in either case, within the meaning of section 268 of the Insolvency Act
1986, or (being a partnership) has any partner to whom any of the foregoing

apply; or

A3-2-4 the Supplier commences negotiations with all or any class of its creditors
with a view to rescheduling any of its debts, or makes a proposal for or
enters into any compromise or arrangement with its creditors; or

A3-2-5 (being a company) a petition is filed, a notice is given, a resolution is
passed, or an order is made, for or in connection with the winding up of the
Supplier; or

A3-2-6 (being an individual) the Supplier is the subject of a bankruptcy petition or
order; or

A3-2-7 a creditor or encumbrancer of the Supplier attaches or takes possession of,
or a distress, execution, sequestration or other such process is levied or
enforced on or sued against, the whole or any part of its assets and such
attachment or process is not discharged within 14 days; or

A3-2-8 (being a company) an application is made to court, or an order is made, for
the appointment of an administrator or if a notice of intention to appoint an
administrator is given or if an administrator is appointed over the Supplier; or

A3-2-9 (being a company) a floating charge holder over the Supplier's assets has
become entitled to appoint or has appointed an administrative receiver; or

A3-2-10 a person becomes entitled to appoint a receiver over the Supplier's assets
or a receiver is appointed over the Supplier's assets; or

A3-2-11 any event occurs, or proceeding is taken, with respect to the Supplier in
any jurisdiction to which it is subject that has an effect equivalent or similar
to any of the events mentioned in clause A3-2-3 to clause A3-2-10 inclusive;
or

A3-2-12 there is a change of control of the Supplier (within the meaning of section
1124 of the Corporation Tax Act 2010); or

A3-2-13 the Supplier suspends, or threatens to suspend, or ceases or threatens to
cease to carry on, all or substantially the whole of its business; or

A3-2-14 the Supplier's financial position deteriorates to such an extent that in the
Customer's opinion the Supplier's capability to adequately fulfil its
obligations under the Contract has been placed in jeopardy; or

A3-2-15 (being an individual) the Supplier dies or, by reason of illness or incapacity
(whether mental or physical), is incapable of managing his or her own affairs
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or becomes a patient under any mental health legislation

A3-3 Termination of the Contract, however arising, shall not affect any of the parties'
rights and remedies that have accrued as at termination. Clauses which expressly
or by implication survive termination or expiry of the Contract shall continue in full
force and effect.

A3-4 Without prejudice to clause A3-3, clauses B1, B2, B8, B5, B6, B7, B8, B9, C1, C2,
C6 and C7 shall survive the termination or expiry of the Contract and shall continue
in full force and effect.

A3-5 Upon termination or expiry of the Contract, the Supplier shall immediately:
A3-5-1 cease all work on the Contract;

A3-5-2 deliver to the Customer all Deliverables and all work-in-progress whether or
not then complete. If the Supplier fails to do so, then the Customer may
enter the Supplier's premises and take possession of them. Until they have
been returned or delivered, the Supplier shall be solely responsible for their
safe keeping and will not use them for any purpose not connected with this
Contract;

A3-5-3 cease use of and return (or, at the Customer's election, destroy) all
Customer Materials in the Supplier's possession or control; and

A3-5-4 cease all use of, and delete all copies of, UK SBS's or the Customer's
Confidential Information.

A3-6 Termination

UK SBS may terminate the Contract by written notice to the Supplier in any of the following
circumstances:

A3-6-1 Where it considers that the Contract has been subject to a substantial
modification which would have required a new procurement procedure in
accordance with Regulation 72(9) of the Public Contracts Regulations 2015 ("PCR
2015");

A3-6-2 Where it considers that the Supplier has at the time of the award of the
Contract been in one of the situations referred to in Regulation 57(1) of the PCR
2015, including as a result of the application of regulation 57(2), and should
therefore have been excluded from the procurement procedure;

A3-6-3 Where the Contract should not have been awarded to the Supplier in view
of a serious infringement of the obligations under the EU Treaties and Directive
2014/24/EU of the European Parliament and of the Council that has been declared
by the Court of Justice of the European Union in a procedure under Article 258 of
the TFEU;
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A3-6-4 Where the European Commission sends a reasoned opinion to the United
Kingdom or brings the matter before the Court of Justice of the European Union
under Article 258 of the TFEU alleging that the Contract should not have been
awarded to the Supplier in view of a serious infringement of the obligations under
the Treaties and Directive 2014/24/EU of the European Parliament and of the
Council; or

A3-6-5 Where a third party starts court proceedings against UK SBS seeking a
declaration that the Contract is ineffective or should be shortened under
Regulations 98 to 101 of the PCR 2015, which UK SBS considers have a
reasonable prospect of success.

Such termination shall be effective immediately or at such later date as is specified in the
notice. UK SBS shall not incur any liability to the Supplier by reason of such termination
and shall not be required to pay any costs, losses or damage to the Supplier. Termination
under this clause shall be without prejudice to any other rights of UK SBS.

SECTION B
B1  Supply of Services

B1-1 The Supplier shall from the date set out in the Order and until the end date specified
in the Order provide the Services to the Customer in accordance with the terms of
the Contract.

B1-2 The Supplier shall meet any performance dates for the Services (including the
delivery of Deliverables) specified in the Order or notified to the Supplier by the
Customer.

B1-3 In providing the Services, the Supplier shall:

B1-3-1 co-operate with the Customer in all matters relating to the Services, and
comply with all instructions of the Customer;

B1-3-2 perform the Services with the best care, skill and diligence in accordance
with best practice in the Supplier's industry, profession or trade;

B1-3-3 use personnel who are suitably skilled and experienced to perform tasks
assigned to them, and in sufficient number to ensure that the Supplier's
obligations are fulfilled in accordance with the Contract;

B1-3-4 ensure that the Services and Deliverables will conform with all descriptions
and specifications set out in the Order, and that the Deliverables shall be fit
for any purpose expressly or impliedly made known to the Supplier by the
Customer;

B1-3-5 provide all equipment, tools and vehicles and such other items as are
required to provide the Services;
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B1-4

B1-5

B1-6

B1-7

B2

B2-1

B1-3-6 use the best quality goods, materials, standards and techniques, and ensure
that the Deliverables, and all goods and materials supplied and used in the
Services or transferred to the Customer, will be free from defects in
workmanship, installation and design;

B1-3-7 obtain and at all times maintain all necessary licences and consents, and
comply with all applicable laws and regulations;

B1-3-8 observe all health and safety rules and regulations and any other security
requirements that apply at any of the Customer's premises; and

B1-3-9 not do or omit to do anything which may cause the Customer to lose any
licence, authority, consent or permission on which it relies for the purposes
of conducting its business, and the Supplier acknowledges that the
Customer may rely or act on the Services.

The Customer's rights under the Contract are without prejudice to any act of law or
other applicable legislation.

Without prejudice to the Customer's statutory rights, the Customer will not be
deemed to have accepted any Deliverables until the Customer has had at least 14
Working Days after delivery to inspect them and the Customer also has the right to
reject any Deliverables as though they had not been accepted for 14 Working Days
after any latent defect in the Deliverables has become apparent.

If, in connection with the supply of the Services, the Customer permits any
employees or representatives of the Supplier to have access to any of the
Customer's premises, the Supplier will ensure that, whilst on the Customer's
premises, the Supplier's employees and representatives comply with:

B1-6-1 all applicable health and safety, security, environmental and other legislation
which may be in force from time to time; and

B1-6-2 any Customer policy, regulation, code of practice or instruction relating to
health and safety, security, the environment or access to and use of any
Customer laboratory, facility or equipment which is brought to their attention
or given to them whilst they are on Customer premises by any employee or
representative of the Customer.

The Supplier warrants that the provision of Services shall not give rise to a transfer
of any employees of the Supplier or any third party to UK SBS or the Customer
pursuant to TUPE.

Customer remedies

If the Supplier fails to perform the Services by the applicable dates, UK SBS or the
Customer shall, without limiting its other rights or remedies, have one or more of the
following rights:

B2-1-1 to terminate the Contract with immediate effect by giving written notice to the
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B2-2

B2-3

B2-4

B3

B3-1

B4

B4-1

B4-2

Supplier;

B2-1-2 to refuse to accept any subsequent performance of the Services (including
delivery of Deliverables) which the Supplier attempts to make;

B2-1-3 to recover from the Supplier any costs incurred by UK SBS or the Customer
in obtaining substitute services from a third party;

B2-1-4 where the Customer has paid in advance for Services that have not been
provided by the Supplier, to have such sums refunded by the Supplier; or

B2-1-5 to claim damages for any additional costs, loss or expenses incurred by UK
SBS or the Customer which are in any way attributable to the Supplier's
failure to meet such dates.

Not used

The Contract shall extend to any substituted or remedial services provided by the
Supplier.

The Customer's rights under the Contract are in addition to its rights and remedies
implied by statute and common law.

Customer's obligations
The Customer shall:

B3-1-1 provide the Supplier with reasonable access at reasonable times to the
Customer's premises for the purpose of providing the Services; and

B3-1-2 provide such information to the Supplier as the Supplier may reasonably
request and the Customer considers reasonably necessary for the purpose
of providing the Services.

Charges and payment

The Charges for the Services shall be set out in the Order, and shall be the full and
exclusive remuneration of the Supplier in respect of the performance of the
Services. Unless otherwise agreed in writing by the Customer, the Charges shall
include every cost and expense of the Supplier directly or indirectly incurred in
connection with the performance of the Services.

Where the Order states that the Services are to be provided on a time and materials
basis, the Charges for those Services will be calculated as follows:

B4-2-1 the charges payable for the Services will be calculated in accordance with
the Supplier's standard daily fee rates (as at the date of the Order), subject
to any discount specified in the Order;
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B4-3

B4-4

B4-5

B4-6

B4-7

B4-8

B4-2-2 the Supplier's standard daily fee rates for each individual person will be
calculated on the basis of an eight-hour day worked between such hours
and on such days as are agreed by the Customer and the Supplier;

B4-2-3 the Supplier will not be entitled to charge pro-rata for part days without the
prior written consent of the Customer;

B4-2-4 the Supplier will ensure that every individual whom it engages to perform the
Services completes time sheets recording time spent on the Services and
the Supplier will use such time sheets to calculate the charges covered by
each invoice and will provide copies of such time sheets to the Customer
upon request; and

B4-2-5 the Supplier will invoice the Customer monthly in arrears for its charges for
time, as well as any previously agreed expenses and materials for the
month concerned calculated as provided in this clause B4-2 and clause B4-
3.

The Customer will reimburse the Supplier at cost for all reasonable travel,
subsistence and other expenses incurred by individuals engaged by the Supplier in
providing the Services to the Customer provided that the Customer's prior written
approval is obtained before incurring any such expenses, that all invoices for such
expenses are accompanied by valid receipts and provided that the Supplier
complies at all times with UK SBS's expenses policy from time to time in force.

The Supplier shall invoice the Customer on completion of the Services. Each
invoice shall include such supporting information required by the Customer to verify
the accuracy of the invoice, including but not limited to the relevant purchase order
number.

In consideration of the supply of the Services by the Supplier, the Customer shall
pay the invoiced amounts within 30 days of the date of a correctly rendered invoice.
Payment shall be made to the bank account nominated in writing by the Supplier
unless the Customer agrees in writing to another payment method.

All amounts payable by the Customer under the Contract are exclusive of amounts
in respect of value added tax chargeable for the time being (VAT). Where any
taxable supply for VAT purposes is made under the Contract by the Supplier to the
Customer, the Customer shall, on receipt of a valid VAT invoice from the Supplier,
pay to the Supplier such additional amounts in respect of VAT as are chargeable on
the supply of the Services at the same time as payment is due for the supply of the
Services.

The Supplier shall maintain complete and accurate records of the time spent and
materials used by the Supplier in providing the Services, and shall allow the
Customer to inspect such records at all reasonable times on request.

The Supplier shall not be entitled to assert any credit, set-off or counterclaim
against the Customer in order to justify withholding payment of any such amount in
whole or in part. The Customer may, without limiting any other rights or remedies it
may have, set off any amount owed to it by the Supplier against any amounts
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payable by it to the Supplier under the Contract.

B4-9 The Supplier acknowledges and agrees that it will pay correctly rendered invoices
from any of its suppliers or other sub-contractors within 30 days of receipt of the
invoice.

B 4-10 Payment to other parties

The Supplier shall ensure, pursuant to Regulation 113(2)(c) of the Public Contracts
Regulations 2015, that any subcontract awarded by the Supplier contains suitable
provisions to impose, as between the parties to the subcontract, requirements that :

B4-11 any payment due from the Supplier to the subcontractor under the
subcontract is to be made no later than the end of a period of 30 days from the
date on which the relevant invoice is regarded as valid and undisputed;

B4-12 any invoices for payment submitted by the subcontractor are considered
and verified by the Supplier in a timely fashion and that undue delay in doing so
is not to be sufficient justification for failing to regard an invoice as valid and
undisputed;

;and

B4-13 any subcontractor will include, in any subcontract which it in turn awards,
suitable provisions to impose, as between the parties to that subcontract,
requirements to the same effect as those imposed in paragraphs B4-11 and B4-
12 of this Clause B4-13, subject to suitable amendment to reflect the identities
of the relevant parties.

B5 Customer property

B5-1 The Supplier acknowledges that all information (including confidential information),
equipment and tools, drawings, specifications, data, software and any other
materials supplied by UK SBS and the Customer to the Supplier (Customer
Materials) and all rights in the Customer Materials are and shall remain at all times
the exclusive property of UK SBS or the Customer (as appropriate). The Supplier
shall keep the Customer Materials in safe custody at its own risk, maintain them in
good condition until returned to UK SBS or the Customer, and not dispose or use
the same other than for the sole purpose of performing the Supplier's obligations
under the Contract and in accordance with UK SBS's or the Customer's written
instructions or authorisation.

B6 Intellectual property rights

B6-1 Inrespect of any goods that are transferred to the Customer under the Contract,
including without limitation the Deliverables or any part of them, the Supplier
warrants that it has full clear and unencumbered title to all such items, and that at
the date of delivery of such items to the Customer, it will have full and unrestricted
rights to transfer all such items to the Customer.

B6-2 Save as otherwise provided in the Special Conditions, the Supplier assigns to the
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B6-3

B6-4

B7

B7-1

B7-2

B8

B8-1

Customer, with full title guarantee and free from all third party rights, all Intellectual
Property Rights in the products of the Services, including for the avoidance of doubt
the Deliverables. Where those products or Deliverables incorporate any Intellectual
Property Rights owned by or licensed to the Supplier which are not assigned under
this clause, the Supplier grants to the Customer a worldwide, irrevocable, royalty-
free, transferable licence, with the right to grant sub-licences, under those
Intellectual Property Rights to maintain, repair, adapt, copy and use those products
and Deliverables for any purpose.

The Supplier shall obtain waivers of all moral rights in the products, including for the
avoidance of doubt the Deliverables, of the Services to which any individual is now
or may be at any future time entitled under Chapter 1V of Part | of the Copyright
Designs and Patents Act 1988 or any similar provisions of law in any jurisdiction.

The Supplier shall, promptly at UK SBS or the Customer's request, do (or procure to
be done) all such further acts and things and execute all such other documents as
UK SBS or the Customer may from time to time require for the purpose of securing
for the Customer the full benefit of the Contract, including all right, title and interest
in and to the Intellectual Property Rights assigned to the Customer in accordance
with clause B6-2.

Indemnity

The Supplier shall indemnify, and shall keep indemnified, UK SBS and the
Customer in full against all costs, expenses, damages and losses (whether direct or
indirect), including any interest, fines, legal and other professional fees and
expenses awarded against or incurred or paid by UK SBS and the Customer as a
result of or in connection with:

B7-1-1 any claim made against UK SBS or the Customer by a third party arising out
of, or in connection with, the supply of the Services, to the extent that such
claim arises out of the breach, negligent performance or failure or delay in
performance of the Contract by the Supplier, its employees, agents or
subcontractors;

B7-1-2 any claim brought against UK SBS or the Customer for actual or alleged
infringement of a third party's Intellectual Property Rights arising out of, or in
connection with, the receipt, use or supply of the Services; and

B7-1-3 any claim whether in tort, contract, statutory or otherwise, demands, actions,
proceedings and any awards arising from a breach by the Supplier of clause
B1-7 of the Contract.

This clause B7 shall survive termination or expiry of the Contract.
Insurance

During the term of the Contract and for a period of 3 years thereafter, the Supplier
shall maintain in force the following insurance policies with reputable insurance
companies:
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B8-2

B8-3

B8-4

B8-5

B8-6

B9

BO-1

B9-2

B8-1-1 professional insurance for not less than £2 million per claim;

B8-1-2 pubilic liability insurance for not less than £5 million per claim (unlimited
claims); [and]

B8-1-3 employer liability insurance for not less than £5 million per claim (unlimited
claims) [; and

B8-1-4 product liability insurance for not less than £5 million for claims arising from
any single event and not less than £5 million in aggregate for all claims
arising in an yeatr].

B8-1-5 The Supplier shall ensure that the Customer's interest is noted on each
insurance policy, or that a generic interest clause has been included.

On UK SBS's or the Customer's written request, the Supplier shall provide UK SBS
or the Customer with copies of the insurance policy certificates and details of the
cover provided.

The Supplier shall ensure that any subcontractors also maintain adequate
insurance having regard to the obligations under the Contract which they are
contracted to fulfil.

The Supplier shall:

B8-4-1 do nothing to invalidate any insurance policy or to prejudice the Customer's
entitlement under it; and

B8-4-2 notify the Customer if any policy is (or will be) cancelled or its terms are (or
will be) subject to any material change.

The Supplier's liabilities under the Contract shall not be deemed to be released or
limited by the Supplier taking out the insurance policies referred to in clause B8-1.

If the Supplier fails or is unable to maintain insurance in accordance with clause B8-
1, UK SBS or the Customer may, so far as it is able, purchase such alternative
insurance cover as it deems to be reasonably necessary and shall be entitled to
recover all reasonable costs and expenses it incurs in doing so from the Supplier.

Liability

In this clause B9, a reference to UK SBS's or the Customer's liability for something
is a reference to any liability whatsoever which UK SBS or the Customer might have
for it, its consequences, and any direct, indirect or consequential loss, damage,
costs or expenses resulting from it or its consequences, whether the liability arises
under the Contract, in tort or otherwise, and even if it results from UK SBS's or the
Customer’s negligence or from negligence for which UK SBS or the Customer
would otherwise be liable.

Neither UK SBS nor the Customer is in breach of the Contract, and neither UK SBS
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nor the Customer have any liability for anything, to the extent that the apparent
breach or liability is attributable to the Supplier’s breach of the Contract.

B9-3 Subject to clause B9-6, neither UK SBS nor the Customer shall have any liability
for:

B9-3-1 any indirect or consequential loss or damage;

B9-3-2 any loss of business, rent, profit or anticipated savings;

B9-3-3 any damage to goodwill or reputation;

B9-3-4 loss, theft, damage or destruction to any equipment, tools, machinery,
vehicles or other equipment brought onto the Customer's premises by or on
behalf of the Supplier; or

B9-3-5 any loss, damage, costs or expenses suffered or incurred by any third party.

B9-4 Subject to clause B9-6, UK SBS and the Customer's total liability shall be limited to
the Charges.

B9-5 Subject to clause B9-6, the Supplier's total liability in connection with the Contract
shall be limited to £1,000,000.

B9-6 Nothing in the Contract restricts either UK SBS's, the Customer's or the Supplier's
liability for:

B9-6-1 death or personal injury resulting from its negligence; or

B9-6-2 its fraud (including fraudulent misrepresentation); or

B9-6-3 breach of any obligations as to title implied by any act of law.

SECTION C
Cl Confidential information
C1l-1 A party who receives Confidential Information relating to the other party shall keep

in strict confidence (both during the term of the Contract and after its expiry or
termination) all Confidential Information which is disclosed to it. That party shall only
disclose such Confidential Information to those of its employees, agents or
subcontractors who need to know the same for the purpose of discharging that
party's obligations under the Contract, and shall ensure that such employees,
agents or subcontractors shall keep all such information confidential in accordance
with this clause C1. Neither party shall, without the prior written consent of the other
party, disclose to any third party any Confidential Information, unless the
information:

C1-1-1 was public knowledge or already known to that party at the time of
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C1-2

C1-3

C2

C2-1

C2-2

C2-3

disclosure; or

C1-1-2 subsequently becomes public knowledge other than by breach of the
Contract; or

C1-1-3 subsequently comes lawfully into the possession of that party from a third
party; or

C1-1-4is agreed by the parties not to be confidential or to be disclosable.

To the extent necessary to implement the provisions of the Contract (but not further
or otherwise), either party may disclose the Confidential Information to any relevant
governmental or other authority or regulatory body, provided that before any such
disclosure the Agent shall make those persons aware of its obligations of
confidentiality under the Contract and shall use reasonable endeavours to obtain a
binding undertaking as to confidentiality from all such persons.

All documents and other records (in whatever form) containing Confidential
Information supplied to or acquired by a party from the other party shall be returned
promptly to the other party (or, at UK SBS's or the Customer's election, destroyed
promptly) on expiry or termination of the Contract, and no copies shall be kept.

Transparency

The Supplier acknowledges that the United Kingdom Government's transparency
agenda requires that contracts, such as the Contract, and any sourcing document,
such as the invitation to sourcing, are published on a designated, publicly
searchable website.

The Supplier acknowledges that, except for any information which is exempt from
disclosure in accordance with the provisions of FOIA, the content of the Contract is
not Confidential Information. UK SBS and the Customer shall be responsible for
determining in their absolute discretion whether any of the content of the Contract is
exempt from disclosure in accordance with the provisions of FOIA.

Notwithstanding any other term of the Contract, the Supplier hereby consents to the
Customer and / or UK SBS publishing the Contract in its entirety, (but with any
information which is exempt from disclosure in accordance with the provisions of
FOIA redacted) including from time to time agreed changes to the Contract, to the
general public.

Contract Number: PS17019
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C2 Transparency

In order to comply with the Government's policy on transparency in the areas of
procurement and contracts the Supplier agrees that the Contract and the sourcing
documents issued by UK SBS which led to its creation will be published by UK SBS on a
designated web site.

The entire Contract and all the sourcing documents issued by UK SBS will be published
on the designated web site save where to do so would disclose information the disclosure

of which would:

C2-1 contravene a binding confidentiality undertaking that protects information which UK
SBS, at the time when it considers disclosure, reasonably considers to be confidential to

the Supplier;
C2-2 be contrary to regulation 21 of the Public Contracts Regulations 2015; or

C2-3 in the reasonable opinion of UK SBS be prevented by virtue of one or more of the
exemptions in the FOIA or one or more of the exceptions in the Environmental Information
Regulation (EIR).

If any of the situations in C2-1,C2-2,C2-3 apply the Supplier consents to the Contract or
sourcing documents being redacted by UK SBS to the extent necessary to remove or
obscure the relevant material and being published on the designated website subject to
those redactions.

In this entire clause the expression “sourcing documents” means the advertisement issued
by UK SBS seeking expressions of interest, any pre-qualification questionnaire stage and
the invitation to tender

C2-4
C3 Force majeure

C3-1 If any event or circumstance that is beyond the reasonable control of the Supplier,
and which by its nature could not have been foreseen by the Supplier or, if it could
have been foreseen, was unavoidable, (provided that the Supplier shall use all
reasonable endeavours to cure any such events or circumstances and resume
performance under the Contract) prevent the Supplier from carrying out its
obligations under the Contract for a continuous period of more than 10 Business
Days, UK SBS or the Customer may terminate this Contract immediately by giving
written notice to the Supplier.

C4  Corruption

C4-1 UK SBS or the Customer shall be entitled to terminate the Contract immediately
and to recover from the Supplier the amount of any loss resulting from such
termination if the Supplier or a Supplier's Associate:

C4-1-1 offers or agrees to give any person working for or engaged by UK SBS, the
Customer or any Public Body any favour, gift or other consideration, which
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C4-2

C5

C5-1

C6

C6-1

C6-2

could act as an inducement or a reward for any act or failure to act
connected to the Contract, or any other Contract between the Supplier and
UK SBS or the Customer or any Public Body, including its award to the
Supplier or a Supplier's Associate and any of the rights and obligations
contained within it;

C4-1-2 has entered into the Contract if it has knowledge that, in connection with it,
any money has been, or will be, paid to any person working for or engaged
by UK SBS, the Customer or any Public Body by or for the Supplier, or that
an agreement has been reached to that effect, unless details of any such
arrangement have been disclosed in writing to UK SBS or the Customer
before the Contract is entered into;

C4-1-3 breaches the provisions of the Prevention of Corruption Acts 1889 to 1916,
or the Bribery Act 2010; or

C4-1-4 gives any fee or reward the receipt of which is an offence under Section
117(2) of the Local Government Act 1972.

For the purposes of clause C4-1, "loss" shall include, but shall not be limited to:
C4-2-1 UK SBS's or the Customer's costs in finding a replacement supplier;
C4-2-2 direct, indirect and consequential losses; and

C4-2-3 any loss suffered by UK SBS or the Customer as a result of a delay in the
performance of the Services.

Data protection

The Supplier shall comply at all times with all data protection legislation applicable
in the UK from time to time.

Freedom of information

The Supplier acknowledges that UK SBS and the Customer may be subject to the
requirements of FOIA and EIR and shall assist and co-operate with UK SBS or the
Customer to enable them to comply with its obligations under FOIA and EIR.

The Supplier shall and shall procure that its employees, agents, sub-contractors
and any other representatives shall provide all necessary assistance as reasonably
requested by UK SBS or the Customer to enable UK SBS or the Customer to
respond to a Request for Information within the time for compliance set out in
section 10 of FOIA or regulation 5 of EIR.

C6-2-1 provide all necessary assistance as reasonably requested by UK SBS or the
Customer to enable UK SBS or the Customer to respond to a Request for
Information within the time for compliance set out in section 10 of FOIA or
regulation 5 of EIR.
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C6-3

C6-4

C6-5

C6-6

C6-7

C7

C7-1

C7-2

UK SBS or the Customer shall be responsible for determining (in its absolute
discretion) whether any Information:

C6-3-1is exempt from disclosure in accordance with the provisions of FOIA or EIR,;
C6-3-2is to be disclosed in response to a Request for Information,

and in no event shall the Supplier respond directly to a Request for Information
unless expressly authorised to do so in writing by UK SBS or the Customer.

The Supplier acknowledges that UK SBS or the Customer may be obliged under
the FOIA or EIR to disclose Information, in some cases even where that Information
is commercially sensitive:

C6-4-1 without consulting with the Supplier, or

C6-4-2 following consultation with the Supplier and having taken its views into
account.

Where clause C6-4-2 applies UK SBS or the Customer shall, in accordance with
any recommendations issued under any code of practice issued under section 45 of
FOIA, take reasonable steps, where appropriate, to give the Supplier advanced
notice, or failing that, to draw the disclosure to the Supplier's attention as soon as
practicable after any such disclosure.

Where the Supplier organisation is subject to the requirements of the FOIA and
EIR, C6-7 will supersede C6-2 — C6-5. Where the Supplier organisation is not
subject to the requirements of the FOIA and EIR, C6-7 will not apply.

UK SBS and the Customer acknowledge that the Supplier may be subject to the
requirements of the FOIA and EIR and shall assist and co-operate with the Supplier
to enable them to comply with it's obligations under the FOIA and EIR.

General
Entire agreement.

C7-1-1 The Contract constitutes the entire agreement between the Customer and
the Supplier in relation to the supply of the Services and the Contract
supersedes any earlier agreements, arrangements and understandings
relating to that subject matter.

Liability

C7-2-1 Where the Customer is more than one person, the liability of each such
person for their respective obligations and liabilities under the Contract shall
be several and shall extend only to any loss or damage arising out of each
such person's own breaches.

C7-2-2 Where the Customer is more than one person and more than one of such
persons is liable for the same obligation or liability, liability for the total sum
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recoverable will be attributed to the relevant persons in proportion to the
price payable by each of them under the Contract.

C7-3 Assignment and subcontracting.

C7-4

C7-5

C7-6

C7-3-1 The Customer may at any time assign, transfer, charge, subcontract or deal
in any other manner with any or all of its rights or obligations under the
Contract.

C7-3-2 The Supplier may not assign, transfer, charge, subcontract or deal in any
other manner with any or all of its rights or obligations under the Contract
without UK SBS's or the Customer's prior written consent.

C7-3-3 Sub-contractors

UK SBS may (without cost to or liability of (UK SBS)) require the Supplier to
replace any subcontractor where in the reasonable opinion of the UK SBS
any mandatory or discretionary grounds for exclusion referred to in
Regulation 57 of the Public Contracts Regulations 2015 apply to the
subcontractor.

Further assurance.

C7-4-1 The Supplier will promptly at either UK SBS's or the Customer's request do
(or procure to be done) all such further acts and things, including the
execution of all such other documents, as either UK SBS or the Customer
may from time to time require for the purpose of securing for the Customer
the full benefit of the Contract, including ensuring that all title in the Goods is
transferred absolutely to the Customer.

Publicity

C7-5-1 The Supplier shall not make any press announcements or publicise this
Contract in any way without UK SBS or the Customer's prior written consent.

C7-5-2 UK SBS or the Customer shall be entitled to publicise this Contract in
accordance with any legal obligation upon UK SBS or the Customer,
including any examination of this Contract by the National Audit Office
pursuant to the National Audit Act 1983 or otherwise.

C7-5-3 The Supplier shall not do anything or cause anything to be done, which may
damage the reputation of UK SBS or the Customer or bring UK SBS or the
Customer into disrepute.

Notices.

C7-6-1 Any notice or other communication given to a party under or in connection
with the Contract shall be in writing, addressed to:

Contract Number: PS17019

19





OFFICIAL-SENSITIVE (COMMERCIAL) UK Shared Business Services Ltd (UK SBS)

C7-6-1-a in the case of the Customer: Common Goods & Services
Procurement Team; Address: Polaris House, North Star Avenue,
Swindon, Wiltshire SN2 1FF; Email:
professionalservices@uksbs.co.uk (and a copy of such notice or
communication shall be sent to: Chief Procurement Officer,
Polaris House, North Star Avenue, Swindon, Wiltshire SN2 1FF);

C7-6-1-b in the case of the Supplier: the address and fax number set out in
the Order,

or any other address or fax number which that party may have specified to
the other party in writing in accordance with this clause C7-6, and shall be
delivered personally, or sent by pre-paid first-class post, recorded delivery,
commercial courier or fax.

C7-6-2 A notice or other communication shall be deemed to have been received: if
delivered personally, when left at the address referred to in clause C7-6-1; if
sent by pre-paid first-class post or recorded delivery, at 9.00 am on the
second Working Day after posting; if delivered by commercial courier, on the
date and at the time that the courier's delivery receipt is signed; or, if sent by
fax between the hours of 9.00am and 5.00pm on a Working Day, upon
successful transmission (provided that the sender holds written confirmation
automatically produced by the sender's fax machine of error free and
complete transmission of that fax to the other party's fax number), or if sent
by fax outside the hours of 9.00am and 5.00pm on a Working Day, at
9.00am on the next Working Day following successful transmission
(provided that the sender holds written confirmation automatically produced
by the sender's fax machine of error free and complete transmission of that
fax to the other party's fax number).

C7-6-3 This clause C7-6-3 shall only apply where UK SBS is not the Customer. In
such cases, UK SBS may give or receive any notice under the Contract on
behalf of the Customer and any notice given or received by UK SBS will be
deemed to have been given or received by the Customer.

C7-6-4 [Except for clause C7-6-5, t] [T]he provisions of this clause C7-6 shall not
apply to the service of any proceedings or other documents in any legal
action.

C7-6-5[The Supplier irrevocably appoints and authorises [NAME] of [ADDRESS]
(or such other person, being a firm of [solicitors] resident in England, as the
Supplier may by notice substitute) to accept service on behalf of the
Supplier of all legal process, and service on [NAME] (or any such substitute)
shall be deemed to be service on the Supplier.]

C7-7 Severance.

C7-7-11f any court or competent authority finds that any provision of the Contract
(or part of any provision) is invalid, illegal or unenforceable, that provision or
part-provision shall, to the extent required, be deemed to be deleted, and
the validity and enforceability of the other provisions of the Contract shall not
be affected.
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C7-8

C7-9

C7-10

C7-11

C7-12

C7-13

C7-14

C7-7-2If any invalid, unenforceable or illegal provision of the Contract would be
valid, enforceable and legal if some part of it were deleted, the provision
shall apply with the minimum modification necessary to make it legal, valid
and enforceable.

Waiver. A waiver of any right or remedy under the Contract is only effective if given
in writing and shall not be deemed a waiver of any subsequent breach or default.
No failure or delay by a party to exercise any right or remedy provided under the
Contract or by law shall constitute a waiver of that or any other right or remedy, nor
shall it preclude or restrict the further exercise of that or any other right or remedy.
No single or partial exercise of such right or remedy shall preclude or restrict the
further exercise of that or any other right or remedy.

No partnership, employment or agency. Nothing in the Contract creates any
partnership or joint venture, nor any relationship of employment, between the
Supplier and either UK SBS or the Customer. Nothing in the Contract creates any
agency between the Supplier and either UK SBS or the Customer.

Third party rights. A person who is not a party to this Contract shall not have any
rights under or in connection with it, except that UK SBS and any member of the UK
SBS, Associated Bodies or Authorised Entities that derives benefit under this
Contract may directly enforce or rely on any terms of this Contract.

Variation. Any variation to the Contract, including any changes to the Services, the
Special Conditions or the Order, including the introduction of any additional terms
and conditions, shall only be binding when agreed in writing by or on behalf of the
Customer and the Supplier.

Counterparts. The Contract may be signed in counterparts, each of which, when
signed, shall be an original and both of which together evidence the same
agreement.

Governing law and jurisdiction.

C7-13-1 Subject to clause C7-13-2, the Contract, and any dispute or claim arising
out of or in connection with it or its subject matter or formation (including
non-contractual disputes or claims), shall be governed by, and construed in
accordance with, English law, and the parties irrevocably submit to the
exclusive jurisdiction of the courts of England and Wales.

C7-13-2 The Customer shall be free to enforce its intellectual property rights in any
jurisdiction.

Modern Slavery Act 2015

C7-14-1 During the Term or any extension of the Contract, the Customer is
committed to ensuring that its supply chain complies with the above Act. The
Supplier shall provide such assurances, on the anniversary of the
commencement date or completion of the Contract, if less than 12 months.

C7-14-2 The Supplier shall provide a report covering the following but not limited to
areas as relevant and proportionate to the Contract evidencing the actions
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C7-15

C7-16

taken, relevant to the Supplier and their supply chain associated with the
Contract.

C7-14-2-1 Impact assessments undertaken

C7-14-2-2 Steps taken to address risk/actual instances of modern slavery
and how actions have been prioritised

C7-14-2-3 Evidence of stakeholder engagement
C7-14-2-4 Evidence of ongoing awareness training

C7-14-2-5 Business-level grievance mechanisms in place to address
modern slavery

C7-14-2-6 Actions taken to embed respect for human rights and zero
tolerance of modern slavery throughout the organisation

C7-14-3 The Customer reserves the sole right to audit any and all reports submitted
by the Supplier to an extent as deemed necessary and the Supplier shall
unreservedly assist the Customer in doing so. Any financial burden incurred by the
Supplier in doing so shall not be reimbursable.

Changes in costs resulting from changes to Government Legislation, Levies
or Statutory Payments

The Customer will reimburse during any term or extension (or, where such costs,
awards or damages arise following termination/expiry) of this Agreement, any
increases in the Supplier’s cost of providing the Goods by reason of any
modification or alteration to the Government legislation duties or levies or other
statutory payments (including but not limited to National Insurance and/or VAT
and/or introduction of or amendment to working time minimum wages). Subject
always to open book access to the Supplier’s records and always after a period of
due diligence carried out by the Customer, relevant and proportionate to the value
concerned.

Taxation obligations of the Supplier

C7-16-1 The relationship between UK SBS or the Customer and the Supplier will be

that of “independent contractor” which means that the Supplier is not a employee, worker,

agent

or partner of UK SBS or the Customer and the Supplier will not give the impression

that they are.

C7-16-2 As this is not an employment Contract the Supplier will be fully responsible
for all their own tax including any national insurance contributions arising from
carrying out the Services. If UK SBS or the Customer has to pay any such tax then
the Supplier will pay back to UK SBS or the Customer in full, any money that UK
SBS or the Customer has to pay, and they will also pay back UK SBS or the
Customer for any fine or other punishment imposed on UK SBS or the Customer
because the tax or national insurance was not paid by the Supplier.

This Contract has been entered into on the date stated at the beginning of it.
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Schedule 1 Special Conditions
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Schedule 2 Pro forma purchase order form
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for and on behalf of [THE SUPPLIER]

Signed
Name
Positon

Date

for and on behalf of [THE CUSTOMER]

Signed
Name
Positon

Date

THIS IS THE LAST PAGE OF THESE TERMS & CONDITIONS
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Invoicing methods Fact Sheet

Science Warehouse E-Invoicing

What is electronic invoicing through Science Warehouse?

Science Warehouse is a web based electronic marketplace used for placing orders. It can
also be used for the creation and process of electronic invoices, against those purchase
orders placed using the site, either by electronic data transfer (xml) or by manually creating
an invoice from the PO data. This is currently available for any of the following organisations:

E PS RC & Science & Technology

Pioneering research @ Facilities Council
and skills

BBSRC @ Arts & Humanities

blosmence for the future Research Council

NATURAL Medical
ENVIRONMENT Research
RESEARCH COUNCIL M RC Council

U<SBS
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Shared Business Services

When can it be used?

This tool is suitable for any supplier who has a catalogue on Science Warehouse, and
wishes to manage their invoices in a free and paperless way. There are two options
available, fully integrated invoicing, using xml, or PO flip, which requires you to log in to the
website and select the Purchase Orders (POs) you wish to bill against. The xml solution is
fully integrated, and once implemented provides a completely electronic and touch-less
solution. The PO flip starts with the manual creation of the invoice, where the data from the
PO is converted to an invoice, and an invoice number added. Both solutions mean you no
longer need to print and post invoices to us, cutting costs and reducing the number of days
from invoice to payment.






Science Warehouse elnvoicing overview

What do | need?

Electronic invoicing through Science Warehouse requires you to have a catalogue for UK
SBS on the Science Warehouse eMarketplace. If you are using an xml connection for
orders, an xml solution can be used for invoicing. If you receive your orders via web alerts,
the PO flip option is available.

How easy is it to use?

Science Warehouse electronic invoicing is a straight forward system to use, with key
invoicing information highlighted below. An eLearning guide can be accessed here.

For xml transmission, all connections use standard cxml functionality for the major EPR
systems. These connections will already have been tested as part of the xml order
transmission, and an implementation team will work with you on the requirements, testing
and sign off for this solution. Once implemented, there is no additional activity required. UK
SBS will manage the process on a daily basis to ensure that invoices are received and
processed correctly.

B8 sciencewarehouse

HOME OADERS | AFs | INVOICES | PRODUCTS  HELP SEARCH

\elcome Cambridge Bioseience | Log Out| My Account

Order

Company: Dissecting Reom Slatus: Suppier Accogied
Qroer number. FET36158 Date created: 01-3ep-11
currency:

Invoice numi ber:

|-| Upcate | Ship 3l cem= | Caneel \ Craats inveice | Grnt |]

r  Shipped  Shipping UOM Unit  Total Buyer Supplier Attachment(s) Status Requested
aty date price comments  comments delivery date

CAVTETI0 S mg o EA 5400 21800 Suppier 03-op-t1

WE-PPOK Browse_ | Aceanted

Cance seleniediizns

Supplier comments: Subtotak £8P215.00
VAT status:  Zero Rated
VAT: 5P 0.00
Total: 5P 216.00

Payment lype: As per normal amangements

For Flip POs through Science Warehouse, you need to log into your administration pages
within Science Warehouse, where you will find all of the purchase order information relating
to our orders. This is where you can create an invoice against an accepted purchase order.

On the next screen you simply add your invoice number, quantity to invoice and then create
a full or partial invoice. The end to end process should take only 2-3 minutes and your
payment should be made in alignment with the agreed Contract terms.

How do | get started and get help?

If you are bidding for business and have a clarification with respect to invoicing via Science
Warehouse please raise a clarification through the contact route described in the sourcing
documents.

If you have successfully been awarded work by UK SBS and have committed to register,
contact Julie Crawford via Julie.crawford@uksbs.co.uk or 01793 867339.

Ongoing enquiries from suppliers who have successfully been awarded work by UK SBS
should be directed to the Finance Contact Centre on 01793 867000.

SW elnvoicing overview — February 2013
Document owner — Louise Watson




http://www.ssc.rcuk.ac.uk/documents/playerpackage/toc.html�
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ISupplier

What is iSupplier?

iSupplier is a free web portal where suppliers can log on and invoice against their Purchase
Orders for any of the following organisations:

Science & Technology

Pioneering research @ Facilities Council
and skills

BBSRC @ Arts & Humanit_ies

blosmence for the future Research Council

NATURAL Medical
ENVIRONMENT Research
RESEARCH COUNCIL M RC Council

U<SBS

—

Shared Business Services

When can it be used?

This tool is suitable for any supplier who wishes to manage their invoices in a free and
paperless way. It is not touchless like xml (also available to some suppliers), as it requires
you to log in and select the Purchase Orders (POs) you wish to bill against, but it does mean
you no longer need to print and post invoices to us, cutting costs and reducing the number of
days from invoice to payment.

The only exception to the rule is the limited number of suppliers who are PO exempt; these
suppliers cannot bill via this portal due to the way we have chosen to use the system.






iSupplier overview

What do | need?

iSupplier requires you to have an internet connection and it works with all major browsers.

How easy is it to use?

iSupplier is a straight forward system to use, with key invoicing information highlighted
below. An eLearning guide can be accessed here.

[ { { o]
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders
Step 10f4 | Next | | Export

Search

Note that the search is case insensitive Advanced Search

Organisation (Click the magnifying glass icon) |SSC - Operating Unit

Purchase Order Humber From

Purchase Order Number To

Need By Date From =]
Need By Date To =]

Check Options

Go Clear
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The screen above is the first invoice creation screen where you view the status of your
current POs and select which of them you wish to bill for. You can select multiple POs at this
point and see how much has been receipted.

On the next screen you simply add your invoice number, date and confirm a few details
regarding bank accounts and tax and you are done. The end to end process should take
only 2-3 minutes and your payment should be made in alignment with the agreed Contract
terms.

How do | get started and get help?

If you are bidding for business and have a clarification with respect to iSupplier invoicing
please raise a clarification through the contact route described in the sourcing documents.

If you have successfully been awarded work by UK SBS and have committed to register,
contact Eddie Townsend via eddie.townsend@uksbs.co.uk or 01793 867118.

Ongoing enquiries from suppliers who have successfully been awarded work by UK SBS
should be directed to the Finance Contact Centre on 01793 867000.
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