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INTRODUCTION	
Home Office Science (the Authority) works to ensure that Home Office policy and operational delivery are properly supported by effective evidence, analysis, science and technology. Home Office Science covers the whole range of social, physical and life sciences, including statistics and economics, in order to inform and improve policy development, implementation and operational effectiveness.
Home Office Science Information and Publication Team produces a range of documents for publication on the Government Website (GOV.UK). These documents require specialist preparation including editorial/proofreading work.
[bookmark: _Toc438046274]Purpose
This procurement is seeking to obtain the services of an approved freelance provider to deliver the outlined services.
The contract is for the period of as soon as possible 2016 and will end 30th September 2017. 
No volume of work is guaranteed and the Authority will not pay any retainer fees for these services
[bookmark: _Toc297554773][bookmark: _Toc438046275][bookmark: _Toc296415793][bookmark: _Toc296415805]Background to requirement/OVERVIEW of requirement
Home Office Science requires the potential providers to provide editorial and proofreading services for the preparation of government publications on an ad-hoc/as required basis. 
Potential Providers are required to outline their experience in this type of work as part of their bid proposal.
Services required to support this activity are:
Lot 1 Basic proofreading and copy editing
- Basic Proofreading – mark queries for typesetters, editors, or authors;
- Basic Copy Editing - a sentence-by-sentence analysis of the text to "clean it up" and make it all work together;
Lot 2 Complex technical editing, template design
- Complex Technical Editing – reviewing text written on a technical topic, identifying usage errors and ensuring adherence to a style guide. Topics include, but are not limited to: criminology, forensic science, chemistry, scientific research involving animals 
- Template Design – producing templates and documents; formatting charts,  tables, etc.
3.3.3	Lot 3 Writing and project management 
- Writing – producing summaries of complex technical reports; producing user-friendly guides for different audiences. 
- Project Management – commissioning chapters for an annual report; collating the contributions and pulling together as one document
Whilst volumes and requirements cannot be guaranteed, historic figures have been provided below as an indicative gauge:
2015	440.75 hours a year (higher than usual due to a number of ‘one off’ projects)
2014	244.75 hours a year
2013	256 hours a year

The successful provider will be required to attain and provide evidence that they hold SC level clearance prior to any work allocations being made.
Service is required to be available with a minimum 48 working hours’ notice period. A working week is deemed to be Monday to Friday (8am to 6pm)
Potential Providers are required to provide a dedicated contact email address that is monitored on a regular basis;
Potential Providers are required to include in their proposals the service delivery timelines that will be delivered as part of the service, to include but not limited to:
Confirmation of receipt of work request, to include details of owners name and contact details within 24 working hours;
Details of the tasks within the processes required with full process maps to support understanding and agreement of how the service will be delivered.
[bookmark: _Toc438046276]account management
The Authority and Agent will measure the quality of the Provider delivery by assessing their adherence to the specification of services and timelines required. 
The Authority will maintain a record of provider adherence to the agreed performance timelines. Any non-adherence will require a full debrief and explanation and where required improvement plans will be agreed.
Persistent failure to perform to the agreed timelines, and failure to improve following a three month improvement plan will result in contract termination.
The successful provider(s) will be required to attend ad-hoc contract review meetings, venue and timings of these meetings will be in agreement with all parties concerned.
The successful providers will be required to provide proof of their eligibility to work in the UK;
Potential Providers are required to outline how they will mitigate risk in the following scenarios to ensure timely, quality service to the authority:
· Inclement weather circumstances;
· Conflicting priorities;
· Ill Health.

[bookmark: _Toc438046277]PAyment and invoicing
[bookmark: _GoBack]For each work request the Authority will provide a purchase order reference number, the Authority operate a no PO no Pay policy, the successful provider therefore MUST reference the applicable purchase order reference on any invoices submitted.
All invoices will be paid in line with Cabinet Office guidelines, no advance payments will be made and charges should be levied for services delivered only.
All payments will be made within a minimum 30 day period from date of receipt of a valid invoice.
Invoices should be sent for payment to:
Shared Services Connected Limited
HO Accounts Payable
PO BOX 5015
Newport
NP20 9BB
To ensure Value for money, assessments for pricing will be made against the hourly rates currently recommended by the Society of Editors and Proof readers.
[bookmark: _Toc438046278]Location 
The service will be carried out either at the provider’s premises or at the Authority premises as agreed per request.
The Authority address for delivery of services against this contract is:
Home Office, 
2 Marsham Street
London
SW1P 4DF
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