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1. Introduction

1. The Criminal Cases Review Commission (referred hereafter in the document as ‘the Commission’) is a Non-Departmental Public Body located at:

5 St Philip’s Place

Birmingham

B3 2PW

1. Our vision and purpose is to
· bring justice to the wrongly convicted by referring cases to the appellate courts

· identify, investigate and correct miscarriages of justice in a timely manner

· act independently in the interests of justice and to use our unique knowledge and experience to improve the criminal justice system and inspire confidence in the integrity of the criminal justice process
1. This Invitation to Tender (ITT) document defines the Commission’s Records Management, Storage and Retrieval Services needs.

1. The Commission is inviting responses for these services with a view to selecting the Contractor best able to deliver the required services to the specified standards at a fair and competitive price, for a period of 2 years with the option to extend for a further year at the discretion of the Commission.

1. This ITT and its Attachments contain all the information and instructions that you need to submit a compliant Tender. If you have read all the instructions and information carefully but are still unsure at any point how to respond, please submit a question as described in paragraph 1.5.
1. The service shall include, but shall not be limited to the
· collection and storage of boxes from the Commission’s offices

· retrieval of boxes as specified by the Commission

· returning and filing of boxes to storage
· itemised invoices and means of visual differentiation for 2 different material types (Commission produced and public body material)
· full audit trail of boxes and production of management information reports as required by the commission 
· secure destruction of boxes 

1. No guarantee is given by the Commission in respect of the volumes of transactions or aggregate value of the Services which the Supplier shall be required to provide during the Contract Period. Please see 3.1.6 and 3.2.6. 
1. All communications and any further questions relating to the ITT should be addressed to the Departmental Records Officer, Esther Parker-Duber at procurement@ccrc.x.gsi.gov.uk.
1. Responses to this ITT must include your ‘Best and Final Offer’ prices and rates. The Commission does not bind itself to select the lowest or any response.
1. The Commission will not be responsible for any charges or expenses incurred by suppliers, their agents or representatives, arising from activities undertake as a result of the response.

1. Responses to this ITT must be received by 17:00 Friday 2nd December. 

1. The Commission will be receiving Tenders via email using procurement@ccrc.x.gsi.gov.uk. Please give your email a clear subject line and address it to Esther Parker-Duber, Departmental Records Officer. 
1. The completed documents required are:

· Attachment 1 Questionnaire

· Attachment 2 Pricing schedule

· Attachment 3 Certificate of Bona Fide quotation

· Attachment 4 Non-compliance form

No additional attachments should be submitted with your Tender, except where requested by the Commission. 

1. Notification of the award of contract will be given on Wednesday 1st February.
2. General Service Requirements
2. There is a general requirement for the Contractor to ensure boxes are stored securely and in the most cost-effective manner and boxes are promptly retrieved on request.
2. Stored boxes must be accessible, and deposit of boxes possible from Monday to Friday, 0900 to 1700, apart from Bank Holidays.

2. The Contractor shall provide a designated and responsible Operations Manager to oversee the contract and be contactable from 0900 to 1700 each working day, with a named deputy available in their absence. 
2. They must also make themselves available for meetings on request and with no more than three working days notice, and immediately if in the opinion of the Commission an emergency arises that cannot be dealt with by the Centre Supervisor. 

2. The Contractor will provide a designated and responsible representative to act as Centre Supervisor for the location(s) covered by the contract and to be responsible for all aspects of day to day performance. They or their named deputy should be available from 0900 to 1700 each working day. 

2. The Contractor will be responsible for all boxes in their care; ensuring boxes are not lost or damaged. Boxes shall be deemed to be in the Contractor’s care when they are no longer in the Commission’s office.

2. The Contractor is required to ensure that the Commission is informed of the arrangements regarding the operation of the record centre(s).
2. Any changes to the way in which the Services are being delivered must be brought to the Commission’s attention and agreed prior to any changes being implemented.

2. The Commission will require storage of boxes containing 2 types of material. Invoices should be itemised by material type and the Contractor should suggest means of visually differentiating boxes e.g. different coloured labels.

3. Operational Requirements
3. Record Storage

3. The Contractor will propose details of a system of storing boxes which is acceptable to the Commission. This should be in accordance with the OFFICIAL classification security requirements with the handling caveat or OFFICIAL SENSITIVE, as set out in the link below (HM Government’s Security Classifications), or, in accordance with any subsequent replacement standards as may be specified by the Commission (or the Government): https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/251480/Government-Security-Classifications-April-2014.pdf 

3. The Contractor shall ensure that all Records in their care are stored in such a manner as to ensure their security and safety. Protection measures should protect against the following, but not limited to:

· Fire and smoke damage

· Water damage

· Chemical substance damage

· Pests


· Unauthorised entry

· Wilful damage

3. If the Contractor is able to supply document recovery facilities e.g. after water damage they should provide details in their response; however this is not a mandatory requirement. 

3. The Contractor shall immediately report to the Commission any issues relating to building maintenance and security that may impact upon it’s responsibilities as detailed in 3.1.1 and the delivery of requirements of this contract.

3. The Contractor will not pack any boxes or access the contents. If any boxes need replacing, for example due to damage, these shall be brought to the attention of the Commission and repacked by the Commission’s staff.

3. The Commission currently has just over 6,000 boxes in storage. It is difficult to estimate future volumes, and the Contractor will be expected to be flexible in this context. 
3. The Commission reserves the right to terminate the contract in the event of the loss or destruction of or any damage to any box whilst in storage or otherwise in the possession, custody or control of the Contractor.

3. Record Retrieval and Transport
3. The Contractor will propose to the Commission, for its agreement, a system for retrieving boxes from storage. 
3. The Contractor must ensure all boxes are transported securely. 
3. Requests to retrieve boxes may only be received from authorised members of staff from the Commission.  

3. The means of request should be efficient, user friendly and provide a contingency option should online facilities be unavailable. Requests should rely on the Commission supplying only the internally allocated box number. 
3. The Contractor will have robust search procedures and reporting schedules in place in the event a box cannot be found. If, in the Commission’s view there is a persistent failure to comply, the Commission shall be entitled to terminate the contract. 

3. Over the last 18 months the Commission has booked an average 11 deliveries/ collections per month, amounting to approximately 250 boxes delivered and 230 boxes collected. These figures are given as an indication of required service volumes, and form no guarantee of future usage.
3. The contractor will provide service options to satisfy the required response times:
· Standard service – 1 working day e.g. order before 1600 for delivery by 1200 the next day
· Urgent service – 4 hours e.g. delivery expected 4 hours from receipt of request
3. Weekends, public holidays and hours outside of core working hours (0900 to 1700) will not count towards the elapsed time.

3. The contractor will meet a minimum of 98% requests within turnaround times requested. The Commission reserves the right to renegotiate payment and/ or prices for failing to achieve this standard. Performance will be reviewed on an annual basis.
3. Transfer of existing boxes

3. The Contractor will be expected to work with the current service provider in the prompt and efficient transfer of all existing boxes. The Commission will need to agree to the transfer arrangements before they are put in place. 
3. If at the end of the contract a different supplier is selected, the Contractor will be expected to co-operate with the new supplier in the transfer of all existing boxes. 

3. The Contractor will agree to transfer all data relating to the Customer at contract expiration or termination (or alternative point as agreed) to either the incoming Potential Provider or the Customer. 

3. Box destruction
3. The contractor shall provide a service of whole box destruction with certificates of destruction presented.

3. Boxes for destruction must be handled in a manner approved by the Commission, in particular with standards agreed for the secure destruction of confidential material and responsible environmental management.
3. Management Reporting Requirements

3. The Departmental Records Officer will require management information in order to monitor services provided under this contract at no extra charge, in particular:

· Cost breakdown – by service and material type 

· Reliability and maintenance of service

· Customer care and incident handling
· Provision for one annual audit of all boxes held off-site 
3. The specific management information required and regularity of reports will be agreed between the Contractor and the Departmental Records Officer.

3. Training and Development

3. The Contractor will be required to detail how staff will be trained and developed to ensure that agreed service levels, quality and customer care are maintained at all times. 

3. Confidentiality

3. The Contractor and their employees/ sub-contractors shall keep secret and shall not disclose any information obtained by reason of this contract. Any breach of this condition will allow the Commission to terminate the Contract.

3. The Contractor and any sub-contractor shall not refer to the Commission in any advertisement, documentation or discussion with a third party without the Commission’s written consent.

3. Security
3. The Contractor must comply with storage security as per 3.1.
3. The Contractor shall take steps to prevent unauthorised persons being admitted to the Contractors Premises.

3. The Contractor shall ensure that any staff that will have access to Records, shall be recruited and vetted at least to Baseline Personnel Security Standard (BPSS) or equivalent.
3. If and when required by the Commission the Contractor shall provide a list of names of all persons who are or may be at any time concerned with the Services, giving any evidence of security vetting as the Commission may reasonably require.
Annex A Evaluation and Award Process

1. The marking procedure will be formed of two stages comprising of independent evaluation and group consensus marking.

1.1. During the independent evaluation stage each evaluator will separately scrutinise the quality of answers given in Tenders and form an initial indicative marking using the criteria (below).

1.2. When the independent evaluation has been completed all evaluators will meet and discuss the quality of the answers given and reach a consensus regarding the final mark. The mark and justification will be recorded. These marks will then be weighted to give an overall score.

1.3. Evaluators will expect to be able to conduct visits to the facilities of successful bidders to verify the accuracy of responses.

2. For the scored questions marks will be allocated on a scale of 1 to 5, the below criteria will be used to guide marking (for price marking see 3.3):

	Score
	Reason

	1
	Little or no evidence of answering the question.

	2
	Some evidence of answering the question, but no evidence of how the Supplier would deliver security, reliability and value for money.

	3
	Answers the question and some information given in evidence of security, reliability and value for money, but insufficient detail.

	4
	Answers the question and indicates how the Supplier would deliver security, reliability and value for money.

	5
	Fully answered the question and provided robust evidence of how security, reliability and value for money would be delivered.


3. Price Evaluation Process

3.1. If a price is identified as abnormally low the Commission will take steps to investigate the reason for this, including asking for additional information from the Bidder.

3.2. Overall prices will be evaluated by comparing the initial cost of transfer and the cost of six month’s typical usage: 

· storage for 6,000 boxes

· 65 next day deliveries/ collections

· 1 urgent delivery

· 1500 boxes delivered

· 1400 boxes collected

· 775 new boxes indexed/ filed
· 625 boxes returned to be indexed/ filed
3.3. Marking for QB3 will be calculated as below:

	Price as calculated per 2.2
	Mark out of 5

	Lowest 
	5

	Up to 5% higher than lowest
	4

	5 – 10% higher than lowest
	3

	10 – 20% higher than lowest
	2

	More than 20% higher than lowest 
	1


4. Final Decision to Award
4.1. Following the full evaluation of Tenders in accordance with the process set out, the provider who offers the most economically advantageous Tender will be awarded the Contract.
4.2. The Commission will inform the preferred bidder, along with all unsuccessful bidders, via email of its intention to award a Contract.
4.3. Following a Standstill Period of 10 days and subject to there being no substantive challenge to that intention, a Contract will formally awarded, subject to contract, to the successful Potential Provider. 
Attachment One: Questionnaire
1. Overview
1.1. The Questionnaire is broken down into

Section A – Mandatory Questions

Section B – Scored Questions

Section C – Declaration
1.2. If you fail to provide a response to any question of the Questionnaire, your Tender may be deemed to be non-compliant, if so it will be rejected.
1.3. A summary of all the questions along with the Marking Scheme and weighting is set out below:

	Section
	Marking Scheme
	Weighted Score (%)

	Section A – Mandatory Questions

	QA1
	Potential supplier information
	Pass / Fail
	N/A

	Section B – Scored Questions

	QB1
	Fulfilment of service requirements
	1 – 5 
	20

	QB2
	Fulfilment of operational requirements
	1 – 5
	40

	QB3
	Quoted price
	1 – 5
	40

	Section C - Declaration

	QC1
	Contact details and signed declaration
	Pass / Fail
	N/A


Section A – Mandatory Questions
	 QA1
	Potential supplier information

	Question number
	Question
	Response

	QA1 (a)
	Full name of business or company 
	 

	QA1 (b)
	Registered office address 
	 

	QA1 (c)
	Registered website address (if applicable)
	 

	QA1 (d)
	Trading status 
a) public limited company                         b) limited company                                    c) limited liability partnership                       d) other partnership                                   e) sole trader                                              f) third sector                                                  g) other (please specify)
	 

	QA1 (e)
	Are you a Small, Medium or Micro-enterprise (SME)?

	

	QA1 (f)
	Registered VAT number 
	 

	QA1 (g)
	Trading name(s) that will be used if successful in this procurement
	 

	QA1 (h)
	Details of parent company (if applicable):
 
- Full name of company
- Registered office address (if applicable)
- Head office VAT number (if applicable)
	 

	QA1 (i)
	Please attach a copy of your latest Annual Report and Accounts
	

	QA1 (j)
	Are you under dispute or have you ever been removed from another public sector contract? If yes, please provide details.
	


 
Section B – Scored Questions

	QB1
	Fulfilment of service requirements

	Question number
	Question
	Response

	QB1 (a)
	How will the service be managed?
	

	QB1 (b)
	How will you maintain quality and customer care? 
	 

	QB1 (c) 
	How will you deal with customer complaints? 
	 

	QB2
	Fulfilment of operational requirements

	Question number
	Question
	Response

	QB2 (a)
	How will your proposed storage and transportation meet the security requirements for OFFICIAL material? 
	 

	QB2 (b)
	How does your company intend to provide the collection and retrieval service?
	 

	QB2 (c)  
	How do you intend to transfer existing boxes with the minimum disruption to the Commission and how you intend to be fully operational to handle requests from day one of the Contract?
	

	QB2 (d)
	Please provide the location and details including availability of public transport, storage equipment to be used, security arrangements etc of the proposed storage centre.
	

	QB2 (e) 
	How do you intend to provide the box destruction service?
	

	QB2 (f)
	What personnel security vetting and training procedures does your company have in place?
	

	QB2 (g)
	Please disclose anything else that might be material to your ability to fulfil this contract.
	


Section C – Contact details and declaration

 
	QC1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	 

	1.3(b)
	Name of organisation
	 

	1.3(c)
	Role in organisation
	 

	1.3(d)
	Phone number
	 

	1.3(e)
	E-mail address 
	 

	1.3(f)
	Postal address
	 

	1.3(g)
	I confirm that the information provided is an accurate and truthful representation of this company’s resources and relevant experience.
	 Signature (electronic is acceptable)

	1.3(h)
	Date
	 


 
Attachment Two: Pricing Schedule

All prices must be shown excluding VAT and in British Pounds Sterling (£).

	Service
	Unit
	Year 1 

Unit cost (£)
	Year 2

Unit cost (£)

	Initial collection and removal to store from existing storage
	Total price
	
	N/A

	
	Per box
	
	

	Monthly storage charge 
	1.0 Cu Ft Box
	
	

	
	1.4 Cu Ft Box
	
	

	
	1.7 Cu Ft Box
	
	

	Delivery/ collection to and from the Commission’s premises
	Standard service round journey
	
	

	
	Urgent service round journey
	
	

	Delivery/ collection charge 
	Per box
	
	

	Addition of new box/ refilling of box including indexing
	Per box 
	
	

	Destruction
	Per container
	
	

	Provision of on-site viewing facilities when required
	Per hour used
	
	

	Materials
	1.0 Cu Ft Box
	
	

	
	1.4 Cu Ft Box
	
	

	
	Barcodes
	
	


Attachment Three: Certificate of Bona Fide quotation
The essence of the selection process is that the client shall receive bona fide competitive quotes. In recognition of this principle, we certify that this is a bona fide quote, intended to be competitive and that we have not fixed or adjusted the amount of the quote by or under or in accordance with any agreement with any other person. We also certify that we have not done and will not do any of the following acts:

· Communicate to a person other than the Commission the amount (or approximate) of the proposed quote.
· Enter into any agreement with any other person that they shall refrain from quoting, or as to the amount of any quote to be submitted.
· Offer or pay, directly or indirectly, to any person for doing or having done any acts of the sort described above.
In this certificate the word “person” includes any person and any body or association corporate or un-incorporate and “any agreement” includes any such transaction, formal or informal, and whether legally binding or not.

Signed: ………………………………………………

For and behalf of (name and company): …………………………………………

Date:  ………………………………………………..

Attachment Four: Non-compliance Form
1.4. Detail below all matters (technical, commercial or contractual) in which the quotation does not comply with the ITT. 

	Reference number
	Cross-refer to relevant section of the ITT
	Matter not complied with
	Extend of non-compliance, alternatives offered, effect in the requirement

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


� Small Medium Enterprise or SME means an economic organisation falling within the category of micro, small and medium-size enterprises defined by the Commission Recommendation of 6 May 2003. See also � HYPERLINK "http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/" ��http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/�
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