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	Section 1
	General Information



	Details of the company

	Name
	

	Registered address
	


	Legal trading status
	

	Company registration number
	

	Country of registration
	

	Date established
	

	VAT registration number
	



	Details of the principal contact

	Name
	

	Job title
	

	Telephone number
	

	Email address
	

	Address for correspondence
(if different to company address)
	



	Insurance

	Professional indemnity
	Cover level
	

	
	Renewal date
	

	Public liability
	Cover level
	

	
	Renewal date
	

	Employers liability
	Cover level
	

	
	Renewal date
	

	· Please provide your insurance certificates as part of your tender submission.

	If your current cover is below the level that we require for this contract (see Document 1), do you commit to obtain the required cover prior to commencement of the contract? In this case you will be required to submit the new insurance certificate(s) before the contract will be awarded.
	
	Yes
	☐
	
	
	
	



	Financial viability

	· Please provide your company’s last two years’ audited accounts (or other evidence of financial viability) as part of your tender submission.

	Is your organisation bankrupt or the subject of insolvency or winding-up proceedings?
	
	Yes
	☐
	
	
	No
	☐


	Criminal Convictions

	Within the past five years, has your organisation, any Director or partner, or any other person who has powers of representation, decision or control been convicted of any of the offences listed in Appendix A?
	
	Yes
	☐
	
	
	No
	☐
	If yes, please provide details.

	






	Section 2
	Cost Factors



	Nett Total Tender Value
	£

	VAT
	£

	Gross Total Tender Value
	£



· Please provide a detailed breakdown of costs in a separate document.


	Section 3
	Quality Factors



· Please provide a separate description of your proposed solution, which should include how each specific requirement (listed in Documents 1 and 3) is met.

	A
	Technical Information

	A.1
	Please set out how the system would be owned, hosted and managed.


	

	A.1.1
	If your solution would be ‘Software as a Service’…

	
	(a) Would your system need to touch down on any of Southway’s systems? (E.g. would it generate emails from Southway accounts?)
	

	A.1.2
	If your solution would be hosted by Southway…

	
	(a) What database does it use? (SQL is preferable)
	

	
	(b) How much space would the database occupy?
	

	
	(c) Does it install anything on our SQL server? (We will not use a system that has to do this)
	

	
	(d) What does the web front end run on? (We run an IIS web server, so that would be preferable)
	

	
	(e) What are the arrangements for on going maintenance and improvement of the system?
	

	A2
	Please set out how the information stored within the system / shared via the system is kept secure.
	

	A3
	Is there a limit to how many people at Southway can use the system? (Would the volume of users affect the cost?)
	

	A4
	Is there a limit to the number of procurement exercises that can be conducted, concurrently and/or in total? (Would the volume of procurements affect the cost?)
	

	A5
	Is there a limit to the number, size and/or type of files that can be attached to an offer or a supplier’s submission?
	



	B
	Implementation and On Going Support

	B1
	Please provide an indicative timetable for development and implementation.
	

	B2
	Explain the approach you would take to liaising with us, to understand our requirements and develop an effective solution. 
· How much time you would dedicate to liaising with us?
· How much of that time would be meeting face-to-face?
· Would we have a single point of contact?
· Would you provide written confirmation of all agreed specifications and changes?
	

	B3
	Explain how you would respond to any snagging issues or potential improvements identified after launch.
· Is there a post-launch meeting to pick up on any snagging issues or improvements?
· How long would we be able to contact you regarding snagging issues?
· What would your approach and timescales be for dealing with issues and improvements?
· Would dealing with snagging issues be included in the development cost?
	

	B4
	Explain how you would provide on going technical support and advice
· What contact methods would we have for seeking advice and support (telephone, email, live chat)?
· What are your standard response deadlines?
· Who would provide support and what knowledge and technical ability do they have?
· What would their availability and capacity be?
	

	B5
	Explain how system changes and updates would be made, to reflect changes in national policy and Southway policy.
· Would you update the system when the EU Thresholds change or any legal changes are made, as standard and with no additional charge?
· How would system updates be made if Southway changes its policy and procedures? Would we rely on you to make these changes, and if so would there be a cost? Or would a member of our staff be trained to be able to make changes? 
· Can you explain how changes are made and how complicated this is?
	

	B6
	Please set out your experience and your familiarity with businesses like Southway.
· How long your company has been providing this service?
· How many clients do you have?
· What proportion of your clients are not-for-profits / social housing providers?
	



	Section 4
	References



Please provide the names of two referees. These should be clients to whom you have delivered work of a similar nature and cost to that required by Southway.

Please note that we will contact these referees as part of the selection process.

	Referee 1

	Company name
	

	Contact name
	

	Job title
	

	Email address
	

	Telephone number
	

	Address
	



	Referee 2

	Company name
	

	Contact name
	

	Job title
	

	Email address
	

	Telephone number
	

	Address
	




	Section 5
	Interests and Connections



Please provide details of any personal relationships, financial interests or connections between your organisation or any Director, partner, or other person with powers of representation, decision or control of your organisation and:
· Southway or anyone working for Southway as an employee or Board/Committee Member
· Any other company that may be involved in work for Southway or any Director, partner, or other person with powers of representation, decision or control of such a company
The information you provide may mean that you are precluded from certain contracts or that steps are taken to ensure decisions are taken fairly. We may contact you for further details of any interests or connections, to ensure our response is proportionate.

	Interests in / connections with Southway

	Person 1
	

	Details of connection
	

	Person 2
	

	Details of connection
	

	Person 3
	

	Details of  connection
	



	Interest in / connection with other companies

	Company 1
	

	Details of connection
	

	Company 2
	

	Details of connection
	

	Company 3
	

	Details of  connection
	




	
Section 6
	Compliance Declarations



Please read this section in full and confirm your compliance with each requirement by checking the boxes. If you wish to provide any further information or declare any potential issues, please do so in the ‘Comments’ box, stating which requirement you are referring to.
[bookmark: _GoBack]
Southway’s policies are available on the Southway website and you may contact the organisation if you require any further information or clarification.

	Bribery

In accordance with the Bribery Act 2010, Southway takes appropriate steps to prevent persons associated with the company from committing bribery or being bribed. 

Please confirm that you also have adequate procedures in place compliant with the Act. 

	☐
	Non-Canvassing

Please certify that neither you nor persons associated with you have canvassed or solicited any officer or employee of Southway in connection with this tender, and that neither you nor persons associated with you will in the future canvass or solicit any officer or employee of Southway in connection with the award.

	☐
	Money Laundering

Please confirm that your organisation has adequate measures in place to prevent and report any instances of money laundering.

	☐
	Tax Evasion

In accordance with the Criminal Finances Act 2017, Southway takes appropriate measures to prevent tax evasion by any employees, contractors, or third parties who provide services to the organisation.

Please confirm that your organisation, and anyone that it employs, pay all relevant taxes to the appropriate statutory body.

	☐
	Equality and Diversity

Southway’s Single Equality Scheme sets out the organisation’s commitment to promoting equality and valuing diversity. This states that Southway’s contractors must share our commitment to equality and diversity and must have in place and adhere to equality policies and procedures which comply with our approach.

Please confirm that you will share our commitment to equality and diversity.

	☐
	Comments







	Section 7
	Declaration



	By submitting this tender I declare that the information provided is true and accurate

	Name
	

	Job Title
	

	Date
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DECLARATION OF OFFENCES
	
You are asked to indicate whether your organisation, any Director or partner, or any other person who has powers of representation, decision or control, has been convicted of any of the offences listed below (or offences relating to legislation that supersedes or supplements any of that listed below).

	a.
	Conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern  Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime.

	b.
	Corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906.

	c.
	The common law offence of bribery.

	d.
	Bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010 or section 113 of the Representation of the People Act 1983.

	e.
	Money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002.

	f.
	Any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:

	
	i
	The offence of cheating the Revenue;

	
	ii
	The offence of conspiracy to defraud;

	
	iii
	Fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;

	
	iv
	Fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;

	
	v
	Fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;

	
	vi
	An offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;

	
	vii
	Destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;

	
	viii
	Fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006;

	
	ix
	The possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act.
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