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Part One

Section 1.1: Overview of services

1.1.0 Glossary 

Unless the context otherwise requires, the following words and expressions used within this Invitation to Tender shall have the following meanings:

	TERM
	MEANING

	Authority
	Meaning the Supreme Court of the United Kingdom (UKSC).

	Contract
	Means the document set out in Schedule 1 of this ITT.

	Conditions of tender
	Means the terms and conditions set out in this ITT relating to the submission of a Tender.

	Contractor
	Means the entity that is successful as a result of this procurement and enters into the Contract to provide the Services to the Authority.

	Due diligence information
	Means the background and supporting documents and information provided by the Authority for the purpose of better informing the Tenderers’ responses to this Invitation to Tender.

	EIR
	Mean 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
	Means the Freedom of Information Act 2000 and any subordinate legislation made under such 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.

	ITT/Invitation to tender
	Means this invitation to tender documentation and all related documents published by the Authority and made available to Tenderers and includes the Due Diligence Information.

	Services
	Means the services set out at Schedule 1 of the Contract which is attached as Schedule 1 of this ITT.

	Tender/Response/Tender response/Tendered response/ITT response
	Means a Tenderer’s formal offer in response to this Invitation to Tender.

	Tenderers 
	Means a Tenderer’s formal offer in response to this Invitation to Tender.




1.1.1 Table of Abbreviations

In this Invitation to Tender the following abbreviations are ascribed the meanings detailed in the table below:

	Abbreviation
	Meaning

	ITT
	Invitation to Tender

	KPI
	Key performance indicator

	OGC
	Office of government commerce 

	PMS
	Performance monitoring system

	SSQ
	Standard selection questionnaire 

	SLA
	Service level agreement 

	UKSC
	United Kingdom Supreme Court



1.1.2 Introduction to the ‘Authority’ and overview of the services required

It is proposed to offer and award a contract for ‘Audio visual services’ for the Supreme Court of the United Kingdom which is located at, Parliament Square, Westminster, London, SW1P 3BD.

The contract will run for an initial period of three (3) years from 01/11/17 with a discretionary extension available from The Authority for a further two (2) years in the format of, one year plus one year. This brings the possible maximum term for The Contractor is five (5) years. On this basis the projected value of the contract excluding VAT is between approximately £375,000 (for a competitive bid for a three year contract) and £800,000 (for a higher value bid, including two years’ extension).

The Supreme Court of the United Kingdom has advertised and published a contract notice on https://www.gov.uk/contracts-finder.

The Supreme Court has utilised the opportunity of contract renewal to review and refresh the provision of audio visual services, and look ahead to how best the Authority can use video to engage with different audiences.

The Supreme Court currently spends approximately £165,000 per annum on the provision of audio visual services. In the light of the current public spending environment, the court is looking to increase the competitive nature of the contracts it currently holds and all future contracts. 

The Supreme Court is axiomatically unique in the United Kingdom. The nature of its operations and its remit for transparency makes the provision of audio visual services a high profile and important feature of the Court.

The Supreme Court is the highest appeal court in the land and an integral part of the UK justice system. At present, the court has 12 justices and around 50 staff. In addition, there are approximately 45 contracted staff on site. There are three courts within the building but generally only a maximum of two are in session at any one time.

The building consists of three courtrooms, each of which are equipped with high quality camera and microphone systems, feeding back into the main gallery that accommodates the main control, recording and monitoring systems. 

The broadcast and audio visual systems are intended to enable the UKSC to record and distribute high quality footage from each of the courtrooms in several ways. The main gallery has been sized to accommodate a studio console, with a space for up to three engineers. The main gallery also accommodates two equipment racks that support most the broadcast hardware. A smaller gallery space is also provided, acting as an edit suite. The edit suite and main gallery is directly interconnected with cabling feeds.

The broadcast system enables the UKSC to digitally record and court proceedings. Footage is currently stored on Just Store and ToolsonAir servers, and backed up a Cyberstore service; footage can therefore be made available to the edit suite or be archived or deleted as required. 

Any future Contractor will continue to make live and pre-recorded footage available to an exhibition space area that is fitted with two LCD displays, each capable of displaying a separate feed. 

The current provision of audio visual services utilities two staff working five days a week. Both AV engineers are fully trained to and experienced in operating the in-house AV equipment. 

Additional information can be found on the website at https://www.supremecourt.uk/ 

1.1.3 Introduction to the Tender

The Authority wishes to enter into a Contract with the successful tenderer for the provision of audio visual services. The Authority is managing this procurement process in accordance with a competitive Part B services procurement which will be conducted in accordance with the Public Contracts Regulations 2015 (insofar as they apply to Part B procurements) and the Treaty for the Functioning of the European Union principles of non-discrimination, equal treatment and transparency.  

The UKSC is seeking a single contractor to carry out Maintenance and Managed service provision of the broadcast and audio visual system installed within the UKSC. 

Once appointed, the maintenance and service contractor will assume full contractual responsibility for the maintenance and day to day operational performance of the system. 

Prior to commencing formal evaluation, Tender Responses will be checked to ensure they are fully compliant with the conditions of Tender. Non-compliant Tender Responses may be rejected by the Authority. Tender Responses which are deemed by the Authority to be fully compliant will proceed to evaluation. These will be evaluated using the award criteria detailed in section 2 of the ITT.

Following evaluation of the compliant Tenders and approval of the outcome the Authority intends to appoint a single successful tenderer to enter into a Contract for the Services. The contract award will be posted in Contracts Finder once the successful tenderer has been made aware. 

[bookmark: _Toc296601944]1.1.4 The Location

The United Kingdom Supreme Court (UKSC) is located on the west side of Parliament Square, and was formerly the Middlesex Guildhall. It has three storeys, as well as a lower level and a dormered attic storey with a steep hipped roof which is nine bays wide.  There is also an open roof space housing much of the maintenance machinery.

Facing onto Parliament Square, the UKSC building is enclosed on two sides by buildings, on the North by The Royal Institute of Chartered Surveyors and the West by The Queen Elizabeth 2 Conference Hall.  To the South is Westminster Abbey with Broad Sanctuary (the continuation of Victoria Street) running between the two.  There is public access to the outside of the building on all sides.  

1.1.5 General

These instructions are designed to ensure that all Tenderers are given equal and fair consideration. It is important therefore that you provide all the information asked for in the format and order specified. For all issues arising from the ITT, be it clarifications, amendments, delivery of completed tenders or if you have any doubt as to what is required or will have difficulty in providing the information requested or any other questions, please contact ryan.stanbrook@supremecourt.uk or in his absence direct inquiries to Ms Toyin Soleye; toyin.soleye@supremecourt.uk

All communications should be clearly headed Invitation to Tender for audio visual services and include the name, contact details and position of the person making the communication. 

Tenderers should read these instructions carefully before completing the Tender documentation. Failure to comply with these requirements for completion and submission of the Tender Response may result in the rejection of the Tender. Tenderers are advised therefore to acquaint themselves fully with the extent and nature of the services and contractual obligations. These instructions constitute the Conditions of Tender. Participation in the tender process automatically signals that the Tenderer accepts these Conditions of Participation.

All material issued in connection with this ITT shall remain the property of the Authority and shall be used only for the purpose of this procurement exercise. All Due Diligence Information shall be either returned to the Authority or securely destroyed by the Tenderer (at the Authority’s option) at the conclusion of the procurement exercise. 

The Tenderer shall ensure that each and every sub-contractor, consortium member and adviser abides by the terms of these instructions and the Conditions of Tender.

The Tenderer shall not make contact with any other employee, agent or consultant of the Authority, or any other public body which is in any way connected with this procurement exercise during the period of this procurement exercise, unless instructed otherwise by the Authority.

The Authority shall not be committed to any course of action as a result of:
· [bookmark: _DV_M233]issuing this ITT or any invitation to participate in this procurement exercise;
· [bookmark: _DV_M234][bookmark: _DV_M235]an invitation to submit any Response in respect of this procurement exercise; 
· [bookmark: _DV_M236][bookmark: _DV_M237]communicating with a Tenderer or a Tenderer’s representatives or agents in respect of this procurement exercise; or 
· [bookmark: _DV_M238][bookmark: _DV_M239][bookmark: _DV_M242][bookmark: _DV_M243][bookmark: _DV_M245][bookmark: _DV_M247]any other communication between the Authority and/or any other party.
[bookmark: _DV_M249]
Tenderers shall accept and acknowledge that by issuing this ITT the Authority shall not be bound to accept any Tender and reserves the right not to conclude a Contract for some or all of the services for which Tenders are invited.

The Authority reserves the right to amend, add to or withdraw all, or any part of this ITT at any time during the procurement exercise.

1.1.6 Strategic Goal 

The Authority’s vision is that this ITT shall procure a maintenance and on site managed service that provides the court with the optimum combination of quality, service level and cost. The tenderer will be required to demonstrate its ability to deliver a solution that offers both flexibility or reliability. 

The chosen contractor will have proven that it has the relevant resources to achieve maintenance services and fault resolution on time. 

The chosen contractor will also have proven that it has the relevant resources to provide high quality on site managed services. 

1.1.7 Key Issues to be Addressed

The Authority has identified the following key issues, which must be addressed by tenderers:

· The contractor will have one point of contact for the reporting of faults and will take full ownership of the fault until its rectification, even if this should involve third parties.
· The authority expects the contractor to provide preventative maintenance bi-annually.
· The contractor will provide on site technicians to take overall responsibility for the day to day running of the operations systems.
· The contractor will provide a comprehensive reporting and management structure to enable the client to track and monitor service levels. 
· The contractor will be expected to attend a monthly contract meeting without fail to discuss KPIs and SLAs. 
· A clear escalation procedure will be available for the Authority for the reporting of faults and complaints. 


1.1.8 Scope of Works

The works to be covered by the contract will be the provision of maintenance and on site managed services of all broadcast and audio visual systems. The maintenance and on site managed services cover for the systems shall include: 

· All broadcast and audio visual hardware
· A half yearly preventative maintenance visit 
· All parts and labour for all relevant systems
· Full on site management and operation 

Maintenance cover will not include any transmission equipment or hardware provided by external broadcasters (e.g BBC, Sky, Press Association) to enable signals to be sent from the UKSC to any external locations. 

1.1.9 The ITT Format

The Tender has been prepared as follows: 

· The majority of Section One is for information purposes only. You will notice however that some sections are marked Mandatory or (M), these sections will require a response in your tender document. The responses must be either Comply or Do Not Comply. 
· If for any reason you must put Do Not Comply for any tender response you will be required, in no more than 250 words, to explain why.
· Any additional information provided from Tenderers who have marked a Mandatory section as Comply will be disregarded.
· However, you will notice at certain points in the tender that Mandatory Extended or (ME) is used. This is a mandatory question that will require you to use one of two options; Comply or Do Not Comply. In these cases, for either response, the Authority requires an explanation as to why or why you do not comply, in no more than 250 words. 
· All responses to (M) and (ME) should be added to the provided text boxes. 
· Section Two of the tender is the response part of this document where majority of statements will be labelled with (M) or (ME). 
· Within Section Two are questions which you will be marked against, with a possible maximum score of 100. There is no word limit for these sections but equally you are encouraged to keep responses concise. Your attention is drawn to the breakdown of marks between the question areas. 


[bookmark: _Toc296601918]1.2.0 Intention to Submit a Tender 

Tenderers must send an email indicating that they intend to submit a Tender and be bound by the Conditions of Tender and return it to Mr Ryan Stanbrook at the address provided in the ‘General Section’ above to be received at the Supreme Court no later than 11th August 2017.

In the event that a Tenderer does not wish to participate further in this procurement exercise, the Tenderer should indicate such in the email and return it to Mr Ryan Stanbrook at the address provided in the ‘General Section’ above to be received at the Supreme Court no later than 11th August 2017.





1.2.1 Time Table

Below is the time table for the tender:

	Publish opportunity on OJEU
	1st June 2017

	Clarification deadline for bidders
	4th August 2017

	Deadline for submission of tenders
	11th August 2017

	Notification of top 5 bidders
	14th August 2017

	Clarification interviews for Authority
	21th August 2017 – 27th August 2017

	Notification of result of ITT
	1st September 2017

	10 day stand still period 
	

	Contract award
	18th September 2017

	Mobilisation period
	27th October 2017 – 31st October 2017

	Contract Start & Feedback Letters 
	 1st November 2017



1.2.2 Preparation & submission of Tender 

Tenderers must obtain for themselves at their own responsibility and expense all information necessary for the preparation of Tenders.  Tenderers are solely responsible for the costs and expenses incurred in connection with the preparation and submission of their Tender and all other stages of the selection and evaluation process.  Under no circumstances will the Authority, or any of their advisers, be liable for any costs or expenses borne by Tenderers, sub-contractors, suppliers or advisers in this process.

Tenderers are required to complete and provide all information required by the Authority in accordance with the Conditions of Tender and the Invitation to Tender.  Failure to comply with the Conditions and the Invitation to Tender may lead the Authority to reject a Tender Response.

The Authority relies on Tenderers' own analysis and review of information provided.  Consequently, Tenderers are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their Tenders and to undertake any investigations they consider necessary in order to verify any information provided to them during the procurement process.  

Tenderers must form their own opinions, making such investigations and taking such advice (including professional advice) as is appropriate, regarding the services and their Tenders, without reliance upon any opinion or other information provided by the Authority or their advisers and representatives. Tenderers should notify the Authority promptly of any perceived ambiguity, inconsistency or omission in this ITT, any of its associated documents and/or any other information issued to them during the procurement process.

The Tender must be submitted in the form specified in the Form of Tender instructions in Section Two. Failure to do so may render the Response non-compliant and it may be rejected.

[bookmark: _Ref138154026]The Authority may at its own absolute discretion extend the closing date and the time for receipt of Tenders specified in paragraph entitled Timescales above. 

Any extension granted under the paragraph above will apply to all Tenderers.

Tenderers must submit a completed Form of Tender (Section 2 of this document) in the following formats:
· One email copy of their response. This document must be in word format. 
· The tender must be sent through to Mr Ryan Stanbrook at ryan.stanbrook@supremecourt.uk. Receipt of your submission will be sent through within 24 hours. 
· All tenders should be set out as specified in the Form of Tender.
· All tenders must be emailed through before the deadline of 1200 (midday) on 11 August 2017. All tenders submitted past this time and date will be rejected. 

The original and the copies must be provided in the format as set out in Section 2 of the ITT and signed by the Tenderer’s authorised representative. In line with Government objectives to achieve ISO14001:2004 (Environmental Management Systems) and the Supreme Court’s ongoing commitment to the environment we ask that you do not send paper copies of your tender. Paper copies of the tender will not be accepted and will be returned or destroyed securely. Any sales literature, standard terms and conditions or other marketing information submitted will not be evaluated.

The Tender and any documents accompanying it must be in the English language.

Price and any financial data provided must be submitted in or converted into GBP sterling. Where official documents include financial data in a foreign currency, a sterling equivalent must be provided.

Tenders will be received any time up to the deadline stated above. Tenders received before this deadline will be retained in a secure environment, unopened until the opening date.

The Authority does not accept responsibility for the premature opening or mishandling of Tenders that are not submitted in accordance with these instructions.

[bookmark: _Toc296601927][bookmark: _Toc159578288]1.2.3 Amendments to Tender Documents

At any time prior to the deadline for the receipt of Tenders, the Authority may modify the ITT by amendment. Any such amendment will be numbered and dated and issued by the Authority to all prospective Tenderers 5th August 2017 in order to give prospective Tenderers reasonable time in which to take the amendment into account in preparing their Tenders; the Authority may, at its discretion, extend the Deadline for receipt of Tenders.
[bookmark: _Toc296601928]
1.2.4 Late Tenders

Any Tender received by the Authority after 1200 hrs 11th August 2017 may be rejected unless the Tenderer can provide irrefutable evidence that the Tender was capable of being received by the due date and time.

1.2.5 Modification and Withdrawal

Tenderers may modify their Tender prior to the Deadline by giving notice to the Authority in writing to Mr Ryan Stanbrook. No Tender may be modified subsequent to the Deadline for receipt.

The modification notice must state clearly how the Authority should implement the modification.

Tenderers may withdraw their Tender at any time prior to the Deadline. The notice to withdraw the Tender must be in writing and sent to the Authority by recorded delivery or equivalent service and delivered to the Authority at the address set out earlier.
[bookmark: _Toc296601932]
1.2.6 Right to Cancel, Clarify or Vary the Process

The Authority reserves the right to:
(a) amend the terms and conditions of the Invitation to Tender process,
(b) [bookmark: _Toc481479598][bookmark: _Toc481482245]cancel the evaluation process at any stage; and/or
(c) require the Tenderer to clarify its Tender in writing and/or provide additional information.  (Failure to respond adequately may result in the Tenderer not being selected)
[bookmark: _Toc296601916]


1.2.7 Tender Validity 

Your Tender should remain open for acceptance for a period of 90 Ninety days. A Tender valid for a shorter period may be rejected.
[bookmark: _Toc296601931]
1.2.8 Right to Reject/Disqualify

The Authority reserves the right to reject or disqualify a Tenderer where:
(a) the Tenderer fails to comply fully with the requirements of this Invitation to Tender or is guilty of a serious misrepresentation in supplying any information required in this document; or expression of interest; or SSQ; and/or
(b) the Tenderer is guilty of serious misrepresentation in relation to its Tender; expression of interest; the SSQ and/or the Tender process; and/or
(c) there is a change in identity, control, financial standing or other factor impacting on the selection and/or evaluation process affecting the Tenderer.

1.2.9 Tender evaluation criteria 

· Price – 30%
Although not the single most important criteria, tenderers must nonetheless demonstrate that their offer represents good value for money and is competitive. 

· Ability to meet specified service requirements – 25%
Tenderers must be able to demonstrate that they have in place robust and sophisticated processes and procedures (including appropriate level of available dedicated resource) to enable them to provide maintenance service levels as laid out in the ITT. 

· Expertise & Capacity of supplier – 20%
It is not the case that the biggest company will have any scoring advantage. UKSC are looking for specific expertise to provide the requirements of the UKSC. 

· Innovation – 15%
Tenderers will be required to demonstrate an understanding of “innovative ideas” and how they plan to implement some, if any, innovative ideas to help benefit the court.

· Quality management systems – 5%
Tenderers must demonstrate that they have such systems and accreditations in place. Simply stating such systems and processes are in place or being worked towards will not result in a high score. Tenders need to include details of all systems and accreditations within their response. High scores will be achieved by tenders that can demonstrate the existence of systems and accreditations and detail what material benefits these will bring to the UKSC.

· Example KPIs/SLA – 5%
Tenderers will be required to provide example Key Performance Indicators and Service Level Agreements for the provision of the contract services.

In Section Two of the tender the response section will offer a total maximum score of 100. These 100 points are broken down into questions that form the response section. 

Points will be awarded for; clarity, innovation, business knowledge, procedural knowledge, professional knowledge and specific authority requirements.

The Authority will conclude a Contract with the Tenderer that, in the opinion of the Authority after the evaluation, offers the most economically advantageous Tender to the Authority having regard to the award criteria set out above. 

ITT Responses will be formally logged upon receipt in accordance with the Authority’s procurement procedures. Any ITT Response that is received at the Authority after the deadline may be rejected and not considered for evaluation.
[bookmark: _Toc296601933]
1.3.0 Customer References 

Unless already taken up at an earlier stage in the procurement process and after the receipt of Tenders, the Authority may visit at least one customer reference site of the Tenderer and may seek written references from any other designated customers which are not visited.

1.3.1 Final moderation meeting to merge scores

The Authority will inform all Tenderers electronically of any intention to award the Contract. Following a minimum standstill period of 10 calendar days, subject to there being no substantive challenge to that intention, a Contract will be formally awarded to the successful Tenderer.

All unsuccessful Tenderers will be provided with an “unsuccessful letter” electronically at the start of the standstill period notifying them of the outcome of the evaluation exercise. This will include details of:
· the award criteria;
· the score of their Tender;
· the name of the successful Tenderer and why that Tenderer was successful; the score for the successful Tenderer.
[bookmark: _Toc296601934]
1.3.2 Notification of Award & Feedback

The Authority will notify the successful Tenderer by email and will publish an awards notice in Contracts Finder within 48 days of the award.

The top 5 tenderers will receive a short one-page document with feedback from the panel. This letter will provide details of why they were/were not chosen. This document will also contain all the scores for all tenders from the panel. 
[bookmark: _Toc296601925]
1.3.3 Acceptance and Contract Execution

The Tenderer in submitting the Tender undertakes that in the event of the Tender being accepted by the Authority and the Authority confirming in writing such acceptance to the Tenderer, the Tenderer will within 30 days of being called upon to do so by the Authority execute the Contract in the form set out or in such amended form as may subsequently be agreed.

The Authority shall be under no obligation to accept the lowest or any Tender.


Section 1.2: Staffing and operations

[bookmark: _Toc296601947]1.3.4 Staffing levels

Staffing levels shall be stipulated by the Authority, and may be varied at any time subject to the giving of reasonable notice not exceeding six weeks. The baseline is two Audio Visual engineers to be supplied Monday to Friday 9am – 5pm. It will not usually be necessary for the Contractor to provide on-site staffing outside of the legal terms. The legal terms can be found at https://www.supremecourt.uk/visiting/term-dates.html

[bookmark: _Toc296601959]
1.3.5 Vetting (M)

All staff supplied by the contractor will have to be security cleared to a level of CTC clearance as a minimum. Contractors staff and all sub-contractors and agents working on behalf of the contractor will be cleared prior to commencing work at the UKSC. The cost of clearance will be the responsibility of the contractor. 
Insert response here. Expand table as needed.


1.3.6 Staff training and development (ME)

The Tenderer shall identify its registration status under the ISO 9000 management system by supplying copies of its registration certificate and scope of registration in the tender response. 

Tenderers shall provide specific details of training (including numbers of staff trained and specific equipment for which the training was given) for the following systems and technologies. This relates to the provision of maintenance and managed services: (all ME)
· AMX control systems installation and configuration
· AMX systems programming and GUI design
· Extron and BlackMagic matrix switchers installation and configuration
· Lynx Technik modular enclosures installation and configuration
· Zandar FusionPro+ installation and configuration 
· Tools on Air NLE and storage systems
· Evertz SPG and Master Clock systems installation and configuration 
· Sony BRC-700p cameras and associated hardware installation and configuration 
· Panasonic AV-HS400 and BlackMagic vision mixers installation and configuration

Tenderers shall also provide information on the levels of accreditation and experience for staff proposed to provide the on-site managed service. As a minimum, on-site technicians must be able to demonstrate substantial experience working with Tools on Air and Adobe CE video workflows.

Tenderers must also clearly demonstrate that on-site technicians have substantial experience in working in and around broadcast facilities. In particular, experience of camera control and vision mixing, using audio mixing desk, manipulating signal flow, routing control and patching etc, and fault finding and fixing as all pre-requisites. 
Insert response here. Expand table as needed.


1.3.7 Sub-Contractors (M)

Where a tenderer intends to use Sub-contractors for the delivery of all or part of this contract the tenderer must explain the full details of its proposed business mode and contractual relationships with its Sub-contractors. The tenderer shall list any Sub-contractor it intends to employ to deliver the proposed maintenance services and identify the works to be carried out by each sub-contractor listed. 
Insert response here. Expand table as needed.

[bookmark: _Toc296601951]1.3.8 Health and Safety (M)

[bookmark: _Toc296601957]Where appropriate Manual Handling training of Staff is expected. The successful tenderer will draft health and safety guidelines covering manual handling consistent with current health and safety practises.

The tenderer shall provide full details of their health and safety policy including details on how such a policy would apply to the works details in this document.

It is important that the maintenance and managed serviced contractor complies with the requirements of the health and safety legislation and has a positive attitude towards maintaining environmental standards. 

Tenderers should be aware that they may be required to:
- Either join the safe contractor scheme for the duration of the contract or provide documentation that is sufficient evidence that they already belong to the scheme.
- Provide documentary evidence that they already belong to another scheme that is of the same or better standard.
1.3.9 Waste Electronic and Electrical Equipment Directive (M)Insert response here. Expand table as needed.


It will be the Contractor’s responsibility to ensure that the disposal of any replaced equipment is carried out in accordance with the EU Waste Electrical and Electronic Equipment (WEEE) Regulations 2006 which came into force on 2ns January 2007. 

The tenderer should state any cost or responsibility that would be passed back to the client as a result of the WEEE directive. 
Insert response here. Expand table as needed.


1.4.0 Competencies (ME)  

The Contractor’s staff will be expected to demonstrate the following qualities:
· Reliability
· Responsibility and judgement.
· Interpersonal skills to be able to work as part of a team
· Have good spoken English

· Have a good level of Audio Visual knowledge and be able to integrate themselves into the existing systems of the UKSC. Insert response here. Expand table as needed.


1.4.1 Removal of Personnel  

The UKSC reserves the right to remove any of the Contractor’s staff from post for any reason, but in particular for:
· Poor performance
· Consumption of alcohol or acting under the influence of alcohol while on duty
· Possession or consumption of narcotics
· Inappropriate conduct at any time
· Actions which may cause embarrassment to the UKSC
[bookmark: _Toc296601952]
1.4.2 Dress/Uniform

Uniforms will be not be required but to maintain the Authority’s professional image we will require all contractors staff to be presentable at all times, in at least ‘smart casual’ attire. 
[bookmark: _Toc296601954]
1.4.3  Equipment

All equipment on the below lists is owned by the UKSC.

Gallery
	AUDIO RACK
	 
	 
	 

	Skype Codec
	NewTek
	TalkShow TSVS-4000MS
	1

	KVM Control Module
	Adder
	DDX-CAM-DVI
	1

	Integrated Master/NetLinx Controller with 404 MIPS Processor, 64MB RAM, 64 MB of FLASH with ICSNet installed, 8 IR Ports, 8 I/O Ports, 8 Relays, and 7 RS-232/422/485 Ports, with 4 NXC Card Slots
	AMX
	NI-4100
	1

	KVM Matrix
	Adder
	DDX10
	1

	VideoHub Control Panel
	BlackMagic
	BMD-VHUB/WSC
	1

	Audio Delay Unit
	Rane
	AD22S
	1

	Back -Up Video Ingest
	AJA
	Ki Pro Rack
	1

	Streaming Codec
	Viewcast
	Niagara Pro II
	1

	Multi Format Waveform Monitor
	Tektronix
	WFM6120
	1

	16x16 Matrix Switcher for Stereo Audio 
	Extron
	MAV Plus 1616 A
(60-240-13)
	1

	DVI KVM Monitor/Mouse/Keyboard
	Austin Hughes
	F117e_EU
	1

	KVM Control Station
	Adder
	DDX-USR
	1

	Court 1 Audio Processor (1)
	Polycom
	Soundstructure C16
	1

	Court 1 Audio Processor (2)
	Polycom
	Soundstructure C8
	1

	Court 2 Audio Processor
	Polycom
	Soundstructure C16
	1

	Court 3 Audio Processor
	Polycom
	Soundstructure C16
	1

	Dual COM Port Card, 2 RS-232/422/485
	AMX
	NXC-COM2
	5

	12VDC, 4.4A Power Supply (regulated, 110/220VAC input, 3.5mm & 5mm Phoenix Connectors Included)
	AMX
	PSN6.5
	1

	Court 1 Speaker Audio Processor
	Biamp
	Audiaflex
	1

	Court 2/3 Speaker Amplifier
	Cloud
	CX A450
	1

	Court 2 Induction Loop Amplifier
	Ampetronic
	ILD-1000G
	2

	Power Distributor
	Furman
	PL8CE
	1

	VIDEO RACK
	 
	 
	 

	Optical Multiplex Unit
	Sony
	BRU-H700
	12

	VideoHub 72x72 HD SDI Matrix
	BlackMagic
	BMD-VHUBUV/72CH
	1

	VideoHub Power Card
	BlackMagic
	BMD-VHUBUV/POWIF300
	1

	VideoHub Power Supply
	BlackMagic
	BMD-PS-12V12A
	3

	VideoHub Crosspoint
	BlackMagic
	BMD-VHUBUV/72XP
	1

	VideoHub SDI Interface Card
	BlackMagic
	BMD-VHUBUV/IF/SDI
	18

	Master SPG / Master Clock Combo
	Evertz
	5600MSC+M+STG+T
	1

	SDI to CV+A Convertor
	Lynx Technik
	PDX 3010
	4

	CV+A Cat5 Transmitter
	Extron
	MTP T AV
	4

	Vision Mixer 1U Rack Switch
	BlackMagic
	BMD-SWATEMPSW1ME4K
	1

	Teranex SDI-HDMI Convertor
	BlackMagic
	BMD-CONVTRM/AA/SDIH
	2

	Teranex Front Panel Display/Control
	BlackMagic
	BMD-CONVTRM/YA/SMTPN
	2

	HDMI Cat6 Transmitter
	Extron
	DTP HDMI 4K 330Tx
	2

	Twin SDI Preview Monitor
	BlackMagic
	SmartView Duo
	2

	Video Ingest Server
	Apple
	Mac Mini
	3

	Video Playout Server
	Apple
	Mac Mini
	1

	19" Rack PCI Chassis for Mac Mini Server
	Sonnet
	xMac Mini Server
	4

	KVM Control Module
	Adder
	DDX-CAM-DVI
	4

	Dual 1>4 / Single 1>8 Analog Audio Distribution Amplifier
	Lynx Technik
	D AA 5320 D/S
	1

	1>8 Analog Video Distribution Amplifier 
	Lynx Technik
	D VA 5110
	3

	Dual 1>4 / Single 1>8 Analog Audio Distribution Amplifier
	Lynx Technik
	D AA 5320 D/S
	2

	Single 1>8 Audio DA module
	Lynx Technik
	D AA 3320S
	1

	1>8 Analog Video Distribution Amplifier 
	Lynx Technik
	D VA 5110
	1

	SDI Analog Audio and Video Converter
	Lynx Technik
	C DX 5024
	1

	Dual Analog Audio Embedder
	Lynx Technik
	P MX 5312
	3

	1>8 Reclocking SDI Distribution Amplifier
	Lynx Technik
	D VD 5010
	1

	HD/SD Image Engine
	Lynx Technik
	P IE 5610 
	1

	Up/Cross/Down Conversion option for PIE 5610
	Lynx Technik
	OC 5610 UPXD
	1

	Dual SAI/DVB/HDSDI DA
	Lynx Technik
	D VD 5426
	1

	Modular High-Resolution Multi-Image Display Processor
	Zandar
	ZFP-FR1RU
	2

	Power Distributor
	Furman
	PL8CE
	1

	GALLERY CONTROL DESK
	 
	 
	 

	Touchpanel
	AMX
	NXT-CV10
	1

	Client PC
	Lenovo
	Thinkcentre
	1

	24" Monitor
	NEC
	E245WMi-BK
	1

	KVM Control Station
	Adder
	DDX-USR
	1

	KVM Control Module
	Adder
	DDX-CAM-DVI
	1

	Control iMac
	Apple
	iMac (Retina 4K, 21.5-inch, Late 2015)
	1

	AMX iPad
	Apple
	iPad Air2 16GB
	1

	Bi-Amplified Monitoring System
	Genelec
	6010A
	2

	GALLERY TV WALL BOX
	 
	 
	 

	CV+A Cat5 Receiver
	Extron
	MTP R AV
	4

	DTV Modulator
	Ikusi
	MAC-401
	1

	GALLERY IP Patch Bay Left
	 
	 
	 

	16-port Gigabit PoE Smart Switch
	Netgear
	Prosafe GS516TP
	4

	Dual Band Wireless Access Point
	Netgear
	Prosafe WNDAP350
	1

	GALLERY IP Patch Bay Left
	 
	 
	 

	IP Router
	Cisco
	1900 Series
	1

	Fibre Terminal
	ADVA
	FSP150CP
	1


Courtroom One Desk
	COURT 1 DESK
	 
	 
	 

	46" LCD Monitor, 1920 x 1080 HD
	NEC
	Multeos M46 AV
	1

	RCU for Sony BRC-H700P
	Sony
	RM-BR300
	1

	Audio Mixer
	Yamaha
	LS9-32
	1

	Multiformat Vision Mixer HD/SD
	Panasonic
	AV-HS400AE
	1

	Bi-Amplified Monitoring System
	Genelec
	8020A
	2


Courtroom Two Desk
	COURT 2 DESK
	 
	 
	 

	46" LCD Monitor, 1920 x 1080 HD
	NEC
	Multeos M46 AV
	1

	RCU for Sony BRC-H700P
	Sony
	RM-BR300
	1

	Audio Mixer
	Yamaha
	LS9-16
	1

	Multiformat Vision Mixer HD/SD
	Panasonic
	AV-HS400AE
	1


Courtroom Three Desk
	COURT 3 DESK
	 
	 
	 

	46" LCD Monitor, 1920 x 1080 HD
	NEC
	Multeos M46 AV
	1

	RCU for Sony BRC-H700P
	Sony
	RM-BR300
	1

	Audio Mixer
	Yamaha
	LS9-16
	1

	Vision Mixer Broadcast Panel
	BlackMagic
	BMD-SWPANEL1ME
	1


Courtroom One
	Optical Multiplex Card
	Sony
	BRBK-H700
	4

	HD 3CCD video camera
	Sony
	BRC-H700P
	4

	Microphone
	AKG
	CK49/GN30M/PAE5M
	9

	Microphone
	AKG
	CK49/GN50M/PAE5M
	6

	Small Speaker
	Genelec
	8010A
	6

	Wall mounted speaker
	Renus Heinz
	IC-8
	4

	Dual Band Wireless Access Point
	Netgear
	Prosafe WNDAP350
	1


Courtroom Two
	Optical Multiplex Card
	Sony
	BRBK-H700
	4

	HD 3CCD video camera
	Sony
	BRC-H700P
	4

	Microphone
	AKG
	CK49/GN30M/PAE5M
	5

	Microphone
	AKG
	CK49/GN50M/PAE5M
	6

	Small Speaker
	Genelec
	8010A
	4

	Dual Band Wireless Access Point
	Netgear
	Prosafe WNDAP350
	1


Courtroom Three
	Optical Multiplex Card
	Sony
	BRBK-H700
	4

	HD 3CCD video camera
	Sony
	BRC-H700P
	4

	Microphone
	AKG
	CK49/GN30M/PAE5M
	5

	Microphone
	AKG
	CK49/GN50M/PAE5M
	6

	HDMI Cat6 Receiver
	Extron
	DTP HDMI 4K 330Rx
	2

	65" 4K LED Display Screen
	Samsung
	UE65KS7000UXXU
	2

	Dual Band Wireless Access Point
	Netgear
	Prosafe WNDAP350
	1


Exhibition Area
	EXHIBITION AREA  
	 
	 
	 

	HDSDI to DVI Converter Card
	NEC
	HD SDI interface
	2

	46" LCD Monitor, 1920 x 1080 HD
	NEC
	Multeos M46 AV
	2

	Side Mount Column Speakers for NEC Multeos M46 AV
	NEC
	Multeos M46 Speakers Option
	2


Edit Suite
	EDIT SUITE  
	 
	 
	 

	HD SDI Broadcast Monitor
	Sony
	PVM-A250
	1

	Professional Graphics Monitor
	Eizo
	0FTD2142
	1

	Edit Suite Computer
	Apple
	Mac Pro (Late 2013)
	1

	Bi-Amplified Monitoring System
	Genelec
	8020A
	2

	24-port10/100/1000 Network Switch
	SMC
	Tigerstack II 8824M
	 

	Portal Server
	Cantemo
	Portal
	1

	Storage Server
	ToolsOnAir
	just:store
	1

	Archive Server
	Cyberstore
	 
	1

	VGA KVM Switcher
	Adder
	AVX 4016
	1

	VGAKVM Monitor/Mouse Keyboard
	Austin Hughes
	RKP117e_EU
	1

	SDI Interface
	AJA
	 
	1





1.4.4 KPIs & Service Levels (M)

The UKSC expects the successful Contractor to achieve and maintain a high level of service, that the Authority will monitor through the use of Key Performance Indicators and Service Levels. We would also expect a regular monthly meeting to discuss KPIs and Service Levels each month. The meeting should be attended by the Site Manager and also the Authority’s Contracts Manager. 
Insert response here. Expand table as needed.


1.4.5 Statement of Requirement (SOR)

Detailed below is the UKSC Statement of Requirement (SOR) for the Audio Visual team:

Mobilisation Plan (ME)
As part of their response, Tenderers should provide details of their proposed contract mobilisation plan. Any such plan shall detail how the smooth transition between the installation and commissioning works and the commencement of the maintenance and managed service works will be achieved without jeopardising the operational requirements of the UKSC.
Documentation and Asset Registering (ME)Insert response here. Expand table as needed.

As part of the mobilisation process, Tenderers will be required to formally verify that all as built information and O&M manuals accurately reflect the installed systems. Tenderers will also be required to produce and asset register for all items of installed hardware that will include all product details (e.g make, model, serial number, date of purchase, warranty details, firmware details, software release etc.) 
Insert response here. Expand table as needed.

Maintenance response Times (ME)
As part of their response, Tenderers should provide details of current response times within each level of maintenance service and give details as to what constitutes a ‘response’ and from when response times are measured. 
Insert response here. Expand table as needed.


Call out services (ME)
As part of the response, tenderers shall provide details of the call out services available and the process by which an engineer would be dispatched to site (assuming that the issues cannot be resolved by the on-site team). This will include timescales (assuming that either a 4 hour or 8 hours contract will be entered into), the means with which it ensures that field engineers are suitably briefed as to the nature of the call, and also have the necessary tools and parts in order to be able to rectify the majority of service calls. 
Service Level Agreements and performance monitoring (ME)Insert response here. Expand table as needed.

Tenderers are required as part of their responses to provide details on service level agreements (SLAs) and methods of monitoring performance against any such SLAs that would be provided under the contract. Example SLAs shall be included as part of the tender response in Section Two. The UKSC may wish to modify or bespoke any such SLA to meet their operational requirements. 
Escalation process (ME)Insert response here. Expand table as needed.

Tenderers shall provide dull details of the escalation process in place for dealing with any issues arising during the contract works. 
Resourcing (ME)Insert response here. Expand table as needed.

As part of the price response in Section Two, tenderers should provide details on the level of resource proposed to fulfil the requirements detailed within this document. Pricing should be based on the following as a minimum:
· 2 on-site technicians, 5 days a week (Monday – Friday)

It is anticipated that Fridays will be utilised as a “housekeeping” day for one of the on-site technicians to undertake editing work, reporting etc and for carrying out any scheduled maintenance work.
 
Working hours for the on-site technicians will be 9.00am – 5.00pm with one hour lunch break, usually 1.00 – 2.00pm. Court proceedings typically start at 11.00am on Mondays, and 10.30am Tuesday-Thursday. They typically finish between 4.00 – 4.30pm. It should be noted that the Justices of the Court may amend sitting hours at short notice and the on-site engineers will be expected to respond to such changes flexibly, to ensure all court proceedings are recorded. 

The courts do not sit outside of the legal terms, and as such there is no need for any on-site staffing during these periods (totalling approximately 12 weeks a year). Any cover needed will be treated as ad-hoc and will be chargeable on a fixed hourly rate basis. The legal terms can be found at https://www.supremecourt.uk/visiting/term-dates.html
Insert response here. Expand table as needed.

Ad Hoc Resourcing (ME)
It is anticipated that there will only ever to be two courts sitting simultaneously. This could consist of two UKSC sittings or one UKSC sitting and one JCPC sitting. Therefore, the two on-site technicians would be expected to be able to cover two simultaneous recordings. 

In exceptional circumstances, the court may sit outside the typical working day/term times to hear particularly urgent cases. Similarly, all three courtrooms may from time to time be required to sit simultaneously (although it is anticipated that this will be a rare occurrence). From time to time, ad-hoc resource may also be needed to cover such eventualities, evening events or special events held during the summer recess. In such circumstances the Authority will endeavour to give reasonable notice to the Contractor in order that the need for ad hoc resourcing (chargeable on a fixed hourly rate) can be ascertained and agreed with the Authority in advance.

Any requests for ad hoc resourcing spend or overtime cover must first be approved by the UKSC Communications team.

Tenderers are required as part of their responses to provide details on how the on-site resource level will be managed. This should include holiday and sickness cover, and resilience cover to ensure that the Contractor has a bank of suitably trained and qualified staff able to cover for the usual on-site engineer team.
Insert response here. Expand table as needed.

Workflow and Protocols (ME)
The on-site technicians will be required at all times to fully comply with any broadcasting protocols and editing restrictions as required by the UKSC. Any such protocols and restrictions may from time to time be modified or amended as required by the UKSC.
Insert response here. Expand table as needed.

Housekeeping and Back Ups (ME)
The Contractor will be responsible for ensuring that the systems are optimally configured at all times. This will include constantly monitoring system health, hard disk utilisation and the like, and taking all necessary steps to ensure reliable running and operation of the systems. The on-site technicians will be responsible for reporting any faults or concerns of the maintenance helpdesk.

The Contractor will be responsible for ensuring that footage is properly backed up in accordance with the agreed policies detailed in the final working copy workflow report.

The Contractor will be responsible for keeping an up to date log/schedule detailing disk utilisation, back up schedules and the like, along with any other details needed to ensure the system is continuously kept in reliable operating condition.
Recording (ME)Insert response here. Expand table as needed.

The recording schedules for each court will be determined by the UKSC. Any such schedules will be communicated by the UKSC Communications team in advance to the on-site technicians. 

The on-site technicians will be required to schedule and manage all recordings as necessary. This will include assigning video IDs via the Tools on Air application in accordance with the draft workflow naming convention. 

All video IDs will follow the same naming conventions which will consist of:
· Case management ID
· Date of recording (YY_MM_DD)
· Recording Session (incremental number)

Therefore, possible video ID may be SC_YYYY_001-09-10-01-Session001

The UKSC may also elect to include additional details into the video IDs such as a unique case reference number etc.
Insert response here. Expand table as needed.

Camera Control and Vision Mixing (ME)
The on-site technicians will be responsible for all camera control, configuration and vision mixing during live recordings.

Each courtroom has four cameras (two principally for Justice positions and two principally for Advocate positions). On-site technicians will be responsible for ensuring that close up shows are panned to the correct location (i.e. to whoever is speaking) and that shots are always in focus. A house style for vision mixing will need to be developed by the in-house technicians to ensure that footage remains visually stimulating, with an appropriate combination of close-up and cut away shots. 

Camera shots including close-ups and cut aways will need to comply fully with the UKSC Broadcasting protocols. In particular, close-up shots of any papers will not be allowed. Similarly, close-up shots of members of the public seated in public areas will also not be allowed. 

Accidental contravention of the protocols will need to be reported to the UKSC Communications Team and appropriately dealt with in edit.

Filming will be required to cease if any disorder or demonstration at the court is such that it disrupts proceedings and leads to a cessation of the court.

In exceptional circumstances, the UKSC may permit external engineers or editors (most likely from any of the major broadcasters) to operate the camera control and vision mixing facilities. The on-site engineer will be required from time to time to facilitate any such request as instructed by the UKSC.
Insert response here. Expand table as needed.

Mic Mixing (ME)
The on-site technician will be responsible for constantly monitoring the mic mix to ensure that all levels are even during a recording. Optimal desk settings for both UKSC and JCPC shall be recorded by the on-site technicians as part of the final workflow detailing.
Insert response here. Expand table as needed.

Exhibition Space and YouTube Footage (ME)
As part of their day to day duties, the on-site technicians will be required to assist the UKSC in preparing edited clips for playout on exhibition space displays and via the UKSC’s social media channels. This may well consist of a combination of new and archive material specifically edited for this purpose, delivered in specific formats suitable for the respective channel.

The on-site technicians will also be responsible (when instructed by the UKSC communications team) for making available live feeds from any of the sitting courts of either of the exhibition space displays. 
Insert response here. Expand table as needed.

Archiving (ME)
As part of their day to day duties, the on-site technicians will be required to archive footage that is no longer required on the Just Store facility (in accordance with the archiving policies determined as part of the final workflow detailing).

The archive will be used to store two different types of footage:
· Apple Pro Res (archive masters)
· H264 MPEG4 360p video on demand edits (for delivery via the UKSC website)

The on-site technicians will also be expected to work with UKSC staff to begin regular transfer of video in native format to The National Archives (TNA), complying with the specifications and technologies prescribed by TNA for such accessions. In this area the technicians will need to work proactively and with minimal supervision to ensure the Authority meets its obligations to transfer its footage to TNA in a timely fashion to an agreed timetable.
Access to Archive Footage (ME)Insert response here. Expand table as needed.

As part of their day to day duties, the on-site technicians will be required to assist the UKSC in making available archive footage as requested from time to time by UKSC staff, external broadcasters or other external parties. 

The on-site technicians will ensure that the necessary footage is available within 24 hours of a request being submitted by the UKSC Communications team. From time to time, access to archive footage may be needed urgently. In these circumstances, the on-site technicians will make the footage available immediately or as soon as is practicable possible if the footage in question has stored off-site. 

Outside of the legal terms, access to archived footage 
Format Conversion (ME)Insert response here. Expand table as needed.

From time to time, the UKSC or other external 3rd parties (e.g broadcasters, The National Archives, academic researchers or any other party granted access to footage by the UKSC) may require footage either pre-or post-edit to be made available in formats other than raw IMX30. As part of their day to day duties, the on-site technicians will be required to assist the UKSC in making available any such footage as requested in any of the formats to which Anystream Agility system can convert. 
Insert response here. Expand table as needed.


Liaison with Broadcasters (ME)
Where court proceedings are to be broadcast live then the on-site technicians will be required as needed, to liaise with external broadcasters to ensure that the technical elements of the live broadcast are appropriately handled. 

This will include but not be limited to; ensuring audio and video formats and levels as requested by the broadcasters, patching of services to the OB feeds, etc. As part of their day-to day duties, the on-site technicians will be required to assist the broadcasters with all reasonable technical requests are instructed by the UKSC Communications team. 
Insert response here. Expand table as needed.


1.4.6 Hardware

All ‘hardware’ involved in the SOR is provided by the Authority not the contractor. There is therefore no need for technical responses which deal with hardware. However, any innovations or technological advances that might have been noted in the site visit may be placed in the response section under the ‘Innovative ideas’ heading.

1.4.7 Price Variation & LLW (M)

The price will remain fixed for a period of three (3) years and then it will be subject to negotiations based on the Consumer Price Index (CPI) for any extension period.

The charges/prices must cover all requirements. All charges/prices must be expressed in GBP Sterling and should be exclusive of VAT. All pricing information will form the basis of any resultant Contract.  

If requested to do so by the Authority, Tenderers must be willing to provide a Parent Company Guarantee or other such deed of guarantee as considered appropriate by the Authority.

The London Living Wage increases shall also be written into the contract and adhered to by the contractor. The Authority expects the contractor to pay as a minimum all staff to the London Living Wage. 

The Tenderer shall provide details of their charges for carrying out additional work outside the maintenance cover.

The tenderer shall provide details of its current hourly rates and travelling time costs for any work not covered by the support and maintenance contract, including any minimum call-out charges and abortive visit charges. Any changes in day-work charges shall be notified in accordance with annual maintenance reviews.
Insert response here. Expand table as needed.


1.4.8 Payment Terms
The charges for support and maintenance will be invoiced quarterly in arrears at the end of each maintenance quarter.

Charges for additional work will be invoiced directly to the client in arrears after the completion of the work. 

1.4.9 Terms and Conditions of Contract (ME)
The Tenderer is to supply a copy of its terms and conditions of Maintenance and Managed services as part of its tender responses.
Insert response here. Expand table as needed.



[bookmark: _Toc296601956]Section 1.3: Legal, confidentiality and disclosure

[bookmark: _Toc295381625][bookmark: _Toc296601915]1.5.0 Government Transparency Guidelines (M)

In accordance with the Government's policy on transparency, the Authority reserves the right to make all or part of the procurement documentation and/or the final Contract and schedules publicly available (subject to any redactions made at the discretion of the Authority by considering and applying relevant exemptions under the FoIA: see paragraph 1.3.3 below). 

Further information can be found at https://www.gov.uk/government/policies/government-transparency-and-accountability

Tenderers should note that the terms of the Contract will permit the Authority to publish the full text of the Contract and schedules concluded with the successful tenderer; after considering (at the Authority’s sole discretion) any representations made by the successful tenderer regarding the application of any relevant FoIA or EIR exemptions. 

The tenderer acknowledges and agrees that information contained within its Response may be incorporated by the Authority into any Contract awarded to it and as a result, it may be published in accordance with this paragraph.
Insert response here. Expand table as needed.


1.5.1 Freedom of Information (M)

In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FoIA’), the Authority may, acting in accordance with the Secretary of State’s Code of Practice on the Discharge of the Functions of Public Authorities under Part 1 of the said Act, or the EIR be required to disclose information submitted by the Tenderer to the to the Authority. 

In respect of any information submitted by a Tenderer that it considers to be commercially sensitive the Tenderer should:

· Clearly identify such information as commercially sensitive;
· Explain the potential implications of disclosure of such information; and
· Provide an estimate of the period of time during which the Tenderer believes that such information will remain commercially sensitive.

Where a Tenderer identifies information as commercially sensitive, the Authority will endeavour to maintain confidentiality. Tenderers should note, however, that, even where information is identified as commercially sensitive, the Authority may be required to disclose such information in accordance with the FoIA or the Environmental Information Regulations.  In particular, the Authority is required to form an independent judgment concerning whether the information is exempt from disclosure under the FoIA or the EIR and whether the public interest favours disclosure or not.  Accordingly, the Authority cannot guarantee that any information marked ‘confidential’ or “commercially sensitive” will not be disclosed. 

Where a Tenderer receives a request for information under the FoIA or the EIR during the procurement process, this should be immediately passed on to the Authority and the Tenderer should not attempt to answer the request without first consulting with the Authority.
Insert response here. Expand table as needed.

[bookmark: _Toc296601924]
1.5.2 No Inducement or Incentive (M)

The ITT is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded a Tenderer to submit a Tender or enter into the contract or any other contractual agreement.
Insert response here. Expand table as needed.

[bookmark: _Toc296601912]
1.5.3 Confidentiality (M)
[bookmark: _Ref115661901][bookmark: _Ref150568482]
Subject to the exceptions referred to in the disclosure paragraph, the contents of this ITT are being made available by the Authority on condition that: 
· Tenderers shall at all times treat the contents of the ITT and any related documents (together called the ‘Information’) as confidential, save in so far as they are already in the public domain;
· Tenderers shall not disclose, copy, reproduce, distribute or pass any of the Information to any other person at any time or allow any of these things to happen;
· Tenderers shall not use any of the Information for any purpose other than for the purposes of submitting (or deciding whether to submit) a Tender; and
· Tenderers shall not undertake any publicity activity within any section of the media.
Insert response here. Expand table as needed.

[bookmark: _Toc296601913][bookmark: _Ref115662027]1.5.4 Disclosure (M)

Tenderers may disclose, distribute or pass any of the Information to the Tenderer’s advisers, sub-contractors or to another person provided that either:
· This is done for the sole purpose of enabling a Tender to be submitted and the person receiving the Information undertakes in writing to keep the Information confidential on the same terms as if that person was the Tenderer; or
· The Tenderer obtains the prior written consent of the Authority in relation to such disclosure, distribution or passing of Information; or
· The disclosure is made for the sole purpose of obtaining legal advice from external lawyers in relation to the procurement or to any Contract arising from it; or
· The Tenderer is legally required to make such a disclosure.
[bookmark: _Ref117652832]
In paragraphs Confidentiality and Disclosure above the definition of ‘person’ includes but is not limited to any person, firm, body or association, corporate or incorporate.

The Authority may disclose detailed information relating to Tenders and may make the final Contract and schedules available for private inspection by its officers, employees, agents or advisers. The Authority also reserves the right to disseminate information that is materially relevant to the procurement to all Tenderers, even if the information has only been requested by one Tenderer, subject to the duty to protect each Tenderer's commercial confidentiality in relation to its Tender (unless there is a requirement for disclosure under the Freedom of Information Act, as explained in the paragraph below).
Insert response here. Expand table as needed.

1.5.5 Collusive Behaviour (M)

Any Tenderer who:
(a) fixes or adjusts the amount of its Tender by or in accordance with any agreement or arrangement with any other party; or
(b) communicates to any party other than the Authority, the amount or approximate amount of its proposed Tender or information which would enable the amount or approximate amount to be calculated (except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the Tender or insurance or any necessary security); or 
(c) enters into any agreement or arrangement with any other party that such other party shall refrain from submitting a Tender; or
(d) enters into any agreement or arrangement with any other party as to the amount of any Tender submitted; or 
(e) offers or agrees to pay or give or does pay or give any sum or sums of money, inducement or valuable consideration directly or indirectly to any party for doing or having done or causing or having caused to be done in relation to any other Tender or proposed Tender, any act or omission, shall (without prejudice to any other civil remedies available to the Authority and without prejudice to any criminal liability which such conduct by a Tenderer may attract) be disqualified.
Insert response here. Expand table as needed.

[bookmark: _Toc296601921]
1.5.6 Disclaimers (M)
	
Whilst the information in this ITT, Due Diligence Information and supporting documents has been prepared in good faith, it does not purport to be comprehensive nor has it been independently verified. 
[bookmark: _Toc481479619][bookmark: _Toc481482266]	Neither the Authority, the Scotland and Wales Offices nor their advisors, nor their respective directors, officers, members, partners, employees, other staff or agents:
(a) makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the ITT; or
(b) accepts any responsibility for the information contained in the ITT or for their fairness, accuracy or completeness of that information nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of reliance on such information or any subsequent communication.  

	Any persons considering making a decision to enter into contractual relationships with the Authority following receipt of the ITT should make their own investigations and their own independent assessment of the Authority and its requirements for the services and should seek their own professional financial and legal advice.  For the avoidance of doubt the provision of clarification or further information in relation to the ITT or any other associated documents (including Schedule 1) is only authorised to be provided following a query made in accordance with this Invitation to Tender.

	Any Contract concluded as a result of this ITT shall be governed by English law.
Insert response here. Expand table as needed.


[bookmark: _Toc296601960]1.5.7 Employment Law & Insurance (M)

The Contractor will be required to comply with all laws relating to health and safety at work, as recognised in the UK, and other relevant employment legislation. The contractor is expected to attend three H&S committee meetings a year at the Authority and produce H&S training records for all staff.
The Contractor will also hold appropriate levels of insurance for this contract. 
Insert response here. Expand table as needed.

[bookmark: _Toc296601936]
1.5.8 Statement of Compliance (M)

A Statement of Compliance can be found in the Response Section 2. This will be used by the Authority for checking the completeness of all returned Tenders. Tenderers shall ensure a response is provided for each item listed on the Statement of Compliance. Failure to do so may result in the Tenderer being disqualified from the award process.
Insert response here. Expand table as needed.





Part Two

1.4 Response

1.5.9 Response documentation

From this point onwards the ITT has to be completed by the tenderer. It is mandatory that all fields are completed or acknowledged. Failure to do so will render the tender non-compliant. 

The tenderer will send this section completed to the Authority if they choose to respond to the ITT, if not they will complete and return the Tender Acknowledgement pro-forma to inform the Authority accordingly.

This section should be repaginated appropriately starting with page 1 and with pages numbered ‘X of Y’. After a cover sheet including the tenderer’s logo, omit these introductory paragraphs and headings so as to commence with “Statement of compliance”. Then only complete forms and tables omitting the Authority’s commentaries such as evaluation method.

1.6.0 Insurances (ME)
The contractor is to ensure and prove with valid certificates that it has employers’ liability insurance, public liability insurance and professional liability insurance of no less that £5,000,000 for any one claim. 

Employers liability insurance 
· Extent of cover
· Insurer 
· Policy number
· Limit of indemnity
· Expiry date

Public liability insurance
· Extent of cover
· Insurer 
· Policy number
· Limit of indemnity
· Expiry date

Professional indemnity insurance 
· Extent of cover
· Insurer 
· Policy number
· Limit of indemnity
· Expiry date

The tenderer is advised that risk of loss or damage will not pass to the client until service restoration is successfully completed and the network is “Business as usual”. The contractor is to ensure that it is adequately insured against damage and loss whilst completing its work. 
Insert response here. Expand table as needed.


1.6.1 Financial Accounts (ME)
Please attach three years of your full audited accounts, including profit and loss accounts and any future projections you may have. 

I/We hereby certify that the financial accounts attached are true and accurate and have not been altered in any way.
Insert response here. Expand table as needed.


	Signed for and on behalf of the above named Tenderer: 

	Signature:
	

	Position:
	



1.6.2 References (ME)

Please provide the name and details of three references that we can approach for reference, including one Government Authority. If reference cannot be provided, please explain why.

	1
	2
	3

	Authority Name:


	Authority Name:
	Authority Name:

	Details:







	Details:
	Details:



1.6.3 Statement of compliance (M)

Provision of Broadcast and Audio Visual Maintenance and Managed Services

To: The Supreme Court of the United Kingdom
From: [Tenderer to insert name of organisation submitting Tender]

Having examined the invitation to tender and all other schedules, and being fully satisfied in all respects with the requirements of the ITT (including the conditions of tender). I/We hereby offer to provide Broadcast and Audio Visual Maintenance and Managed Services as specified in the Statement of Requirement for the prices set out in our tender for a term of at least three (3) years and in accordance with the provisions of the contract within 30 days of being called upon to do so. 

I/We confirm that I/We agree with the authority in legally binding to comply with the provisions relating to confidentiality set out in the Invitation to Tender.

In compliance with your requirements as set out in your ITT I have completed signed where applicable and enclosed the following documents:

· Statement of Compliance – Signed
· Financial Accounts – Signed
· Receipt of section one – Signed
· Statement of requirements – Signed 
· Statement of Canvassing – Signed 
· Collusive Tendering – Signed 
· Executive Summary
· Expertise and capacity of supplier
· Ability to meet specified service level requirements
· Quality management systems
·  KPI and SLA form example
· Innovative ideas section
· Price
· Additional information 

This tender shall remain open for acceptance by the authority for a period of ninety (90) days after the due date for return of tenders specified in the Invitation to Tender. 

I warrant that I have all the requisite corporate authority to sign this tender and confirm that I have complied with all the requirements set out in the ITT. 

	Signed for and on behalf of the above named Tenderer: 

	Signature:
	

	Position:
	



1.6.4 Canvassing (M)

Tender for supply of Broadcast and Audio Visual Maintenance and Managed Services

I/We hereby confirm that I/we have not canvassed any member, officer, employee, or agent of the Authority, the Scotland or Wales Offices or any other public body in connection with the award of the Contract for the services and that no person employed by me/us or acting on my/our behalf has done any such act.

I/We further hereby undertake that I/we will not prior to the conclusion of the Provider selection process canvass or solicit any member, employee, agent or provider of the Authority, the Scotland or Wales Offices or any other public body in connection with the award of the Contract for the provision of the Services and that no person employed by me/us or acting on my/our behalf will do any such act.

	 Signed for and on behalf of the above named Tenderer: 
I have read understood and abide by the terms of the paragraphs above entitled ‘Canvassing’:

	Signature:
	

	Position:
	



1.6.5 Collusive Tendering (M)

Tender for supply of Broadcast and Audio Visual Maintenance and Managed Services

The essence of the public procurement process is that the Authority shall receive bona fide competitive tenders from all tenderers. In recognition of this principle and in signing the Form of Tender I/We warrant this is a bona fide Tender, intended to be competitive and that I/We have not fixed or adjusted the amount of tender or the rates and prices quoted by or under or in accordance with any agreement with any other party.

I/We also confirm that I/We have not done and undertake that I/We will not do at any time any of the following acts: Communicate to a party other than the Authority the amount of approximate amount of my/our proposed tender (other than in confidence in order to obtain quotations necessary for the preparation of the tender and/or insurance), enter into any agreement or arrangement with any other party that they shall refrain from tendering or as to the amount of any tender submitted, or offer to agree to pay or give any sum of money inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused any act or omission to be done in relation to any other tender or the proposed tender.

In this section:
(A) The word “person” includes any person, body or association, corporate or incorporation. 
(B) The phrase “any agreement or arrangement” includes any transaction, formal or informal whether legally binding or not. 

	Signed for and on behalf of the above named Tenderer: 
I have read understood and abide by the terms of the paragraphs above entitled ‘Collusive Tendering’:

	Signature:
	

	Position:
	




1.6.6 Confirmation of receipt of Section One (M)

I/We confirm that we are in receipt and have thoroughly read and understood all documentation in Section One of this tender.  

	Signed for and on behalf of the above named Tenderer: 

	Signature:
	

	Position:
	



1.6.7 Tenderer Responses (M)

The Tenderer’s responses to the below statements forms the basis to which the tenderer will be evaluated against. Tenderers shall ensure that their overall Response includes evidence of providing/addressing all of these areas. Tenderers must ensure that an appropriate response is given against each area in the statements.

In the event that a Tenderer is unable to provide a response, the Tenderer shall provide a detailed reason as to why a response cannot be given. The Authority may seek to clarify Responses given by a Tenderer but reserves the right to reject any Tender Response, which fails to meet this initial compliance check. 
Insert response here. Expand table as needed.


1.6.8 Executive Summary (M)

The objective of the executive summary is to provide the Authority with a clear, concise and complete summary of the Tenderer’s Response together with an insight into the reasoning and rationale behind the Response. The executive summary should be no more than 4 (four) pages of A4 text highlighting the key strengths of the business. The executive summary must not include any financial or pricing information. 

When writing the response for the executive summary the tenderer should try and make it as clear as possible how they will represent value for money and innovation in value for money. It is intended that the executive summary should provide a useful introduction to the tender responses for the evaluator as well as senior stakeholders who may be involved in the evaluation and clarifications. Diagrams and photos may be used but must be of good quality.

1.6.9 Expertise and capacity of supplier (20%) – 20 points available (ME)

Tenderers are required as part of their responses to provide a detailed schedule of critical spares that would provide as part of the contract works to be held either on or off site in order for them to satisfy the guaranteed fix times. 
Insert response here. Expand table as needed.

Tenderers are also required as part of their responses to provide a detailed schedule of optional spares that they would recommend to be held either on or off site in order for them to improve the overall service provision. 
Insert response here. Expand table as needed.


As part of the cost for maintenance services, Tenderers should include costings for regular Preventative Maintenance Visits (PMV). Such visits are to be carried out every 6 months as a minimum. PMVs will be used to ensure all items of hardware and software are in good working order, operating reliably, running the latest version of firmware/software etc. and where appropriate are serviced or repaired to ensure that they continue to operate in a reliable fashion. 

As part of this service, Tenderers will be expected to provide the UKSC with a detailed status report on the outcome of any such PMV and make recommendations on any remedial action required.

Preventative maintenance visits should also be used to ensure that all hardware has the latest firmware and software versions installed. The maintenance Contractor will be responsible for documenting the firmware and software status for all items of affected hardware.
Insert response here. Expand table as needed.


The installed equipment covered under the maintenance contract will have the relevant manufacturers warranties activated. Tenderers are required as part of their responses to provide details and what processes and procedures they will implement to ensure that all warranties are fully maintained on behalf of the UKSC.
Insert response here. Expand table as needed.

Certain elements of the installed systems will require on-going software support and maintenance. Tenderers shall include details on how any such support would be managed and provided to ensure that all products remain fully supported throughout the duration of the contract works. 
Insert response here. Expand table as needed.


1.7.0 Ability to meet specified service requirements (25%) – 25 points available (ME)

Please provide details of the qualifications and relevant work experience of the proposed on-site AV engineers. Summarised CVs only including key roles will suffice to demonstrate the proposed team’s experience in delivering similar services.
Insert response here. Expand table as needed.

As part of their response tenderers should provide details of the different levels of maintenance services currently available, identifying hours of coverage, guaranteed response times, fault reporting arrangements, escalation procedures and guaranteed fault clearance times. 
Insert response here. Expand table as needed.


As part of their response, tenderers should include details of the technical and telephone support services that they are able to provide including quantity of staff dedicated to the helpdesk and the type of technical problems such staff are trained to deal with. Details shall also be provided on any service limitations (e.g cap on quantity of calls, out of hours service restrictions etc.). Details should also be provided to describe how helpdesk calls are logged and tracked, what level of reporting is available to the client and the efficiency with which calls are dealt with. 
Insert response here. Expand table as needed.


Where faults cannot be fixed in-situ by a field engineer, tenderers shall provide details as to what (project specific) loan equipment they would be able to provide in order to maintain service levels. Details on whether any such loan equipment would be included within the contract or would be changeable extra should also be confirmed. 
Insert response here. Expand table as needed.


As part of the response, tenderers shall provide details on the process in place for equipment requiring off-site repair. This shall include overall timescales as well as the particulars of the removal/de-commissioning of the equipment, manufacturer liaison and subsequent re-installation and testing of the equipment. 
Insert response here. Expand table as needed.


Details shall also be provided on the proposed processes for repairing equipment that is no longer covered by manufacturer warranty and specifically whether this would be an additional chargeable service. 
Insert response here. Expand table as needed.

1.7.1 Quality management systems (5%) – 5 points available (ME)

The successful; tenderer will be expected to provide regular service reports to the client. As part of the response, Tenderers shall include details on their contract management procedures.
· Reporting detail. Performance monitoring
· Regularity of reporting
· Account management and communication with client
· Commercial management (invoicing/quotation management etc.)

Insert response here. Expand table as needed.






1.7.2 KPI form and SLA example (5%) – 5 points available (ME)

Please provide an example KPI form and SLA example that it is proposed would be used for the UKSC.
Insert response here. Expand table as needed.









1.7.3 Innovative Ideas (15%) – 15 points available (ME)

As part of the response (and based on the systems that have been installed) tenderers shall provide details of any remote diagnostic facilities available and identify and additional costs over and above the standard maintenance costs that would be incurred for such provision. 

Insert response here. Expand table as needed.






It is critical that once appointed the maintenance and managed service contractor takes full contractual and operational responsibility for the installed systems. Therefore, as part of their response, tenderers should provide details of the processes and procedures they will put in place to satisfy themselves that the installed systems are functioning correctly and are installed in a professional manner commensurate with the operation requirements of the UKSC. As part of the detailed processes and procedures, tenderers will be expected to detail how the systems will be handed over for them to formally assume responsibility for the installed systems and what documentation will be provided to detail such a handover process. Insert response here. Expand table as needed.


Tenderers shall provide any other innovative ideas that they intend to adopt if successful in securing the contract at the UKSC.

1.7.4 Price (30%) – 30 points available (ME)

Please provide your full and final price (excluding VAT) for the initial three year term of the contract.
Insert response here. Expand table as needed.


Please provide your full and final price (excluding VAT) for the first year of possible contract extension. 
Insert response here. Expand table as needed.


Please provide your full and final price (excluding VAT) for the second year of possible contract extension. 
Insert response here. Expand table as needed.


Please provide a full Schedule of Rates for Ad-Hoc work, including evening and out-of-term hourly rates for the on-site technicians, and day rates/ hourly rates for call out engineers.
Insert response here. Expand table as needed.


1.7.5 Additional information (Not Scored) (ME)

The Authority requests that you complete the following information based on the terms and conditions including benefits that are applied to the lead on-site AV engineer.

	What incremental pay increases or bonuses are applied to long term employees and a t what stage e.g. 5, 10 years etc. of continuous service?
	




	Overtime rate per hour if applied
	




	Hourly pay rate average for staff in central London
	




	Payment interval (weekly/fortnightly/monthly)
	




	Bonus payments of any description
	




	Pay review method, include if by collective bargaining by union representatives.
	




	Frequency of pay reviews
	




	Agreed pay increases
	




	Any existing or future commitment to training that has a time-off or financial implication
	




	Car allowance or travel allowance (£ per year)
	




	Any other allowances paid
	




	Any other benefits in kind
	




	Type of pension provision e.g. LGPS, defined contribution or stakeholder
	

	Current employer contribution rate
	




	Private health insurance
	





	Annual leave entitlement (excluding bank holidays)
	




	Bank holiday entitlement
	




	Mobility or flexibility clause in contract?
	




	Maternity or paternity leave
	




	Sick leave entitlement
	




	Sick pay entitlement
	




	Notice period and changes on length of service
	




	Any collective agreements?
	




	Employment status (for example, employee, self-employed, agency worker)?
	

	% of working time dedicated to the provision of services under the contract
	



1.7.6 Company details

Please provide your current and up to date registered company details

	INFORMATION REQUIRED
	RESPONSE

	Registered Company Name
	

	Registered Company Address
	

	Registered Number
	

	Contact Name for Enquiries related to your tender
	

	Contact’s company position
	

	Contact’s email address
	

	Contact’s landline telephone number
	

	Contact’s mobile telephone number
	



If applicable, please provide current and up to date parent company details

	INFORMATION REQUIRED
	RESPONSE

	Registered Company Name
	

	Registered Company Address
	

	Registered Number
	

	Contact Name for Enquiries related to your tender
	

	Contact’s company position
	

	Contact’s email address
	

	Contact’s landline telephone number
	

	Contact’s mobile telephone number
	



1.7.7 Signatures (M)

Please confirm that the statements in this tender were written by *insert tenderers name* and to the best of their knowledge are true. Signing this statement below also confirms that this tender is final and no amendments are to be made past the date of the signature below. 

Name:____________________________________

Signature:_________________________________

Position:__________________________________

Company:_________________________________

Date:_____________________________________
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