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Tender Documents

1.1	Tenders shall be submitted in accordance with the following instructions.  It is important that all the information requested is provided in the format and order specified.  If the Tenderer does not provide all of the information RSSB has requested within the tender pack, RSSB may reject the tender as non-compliant.

1.2	Tenderers must obtain for themselves, at their own responsibility and expense, all information necessary for the preparation of their tender.  Tenderers are solely responsible for any costs and expenses in connection with the preparation and submission of their Tender, and all other stages of the selection and evaluation process.  Under no circumstances will RSSB, or its advisors, be liable for any costs or expenses Tenderers, their sub-contractors, suppliers or advisors incur in this process, including if this tendering process is terminated or amended by RSSB.

1.3	Tenderers are solely responsible for obtaining the information that they consider is necessary in order to prepare the content of their tender and to undertake any investigations they consider necessary in order to verify any information RSSB provides during the procurement process.

1.4 	Provide a response to answer the requirements in the Award criteria. Fully answer the question given and consider the weighting for the section. Explain how you will meet the criteria and provide evidence to support your response.
1.5 	 Failure to provide adequate detail may cause your tender to be judged non-compliant.

1.6	All pages of the tender submission must be sequentially numbered (including any forms to be completed and returned). 

1.7	All specifications, plans, drawings, samples and patterns and anything else that RSSB issues in connection with this ITT, remains the property of RSSB and are to be used solely for the purpose of tendering.

1.8	At any time prior to the deadline for receipt of questions, RSSB may modify the tender documents by amendments in writing.

1.9	RSSB (at its sole discretion) may extend the deadline for receipt of Tenders. RSSB reserves the right to modify or to discontinue the whole of, or any part of, this tendering process at any time and accepts no obligation whatsoever to award a contract.
1.10 	The Tenderer shall not approach any Customer employee, the Customer’s Representative or its agents to discuss any aspects of the Tender, the exception being the current supply chain. All communication should be conducted via the RSSB Representative.

1.11 	The Tenderer shall not canvass support for the award of the contract by approaching any employee of RSSB, its Representative or its agents.

1.12 	The conditions of contract included in this Invitation to tender apply. The Tenderer’s standard terms of business or trade will not be accepted.

1.13 	All prices quoted to be GBP (unless otherwise requested in the Invitation to Tender), exclusive of Value Added Tax and firm for the duration of the contract.

1.14	It is the Tenderer’s responsibility to ensure the tender and associated calculations are correct at the time of submission. No amendment to the tender will be allowed after the due date. 

1.15	The RSSB’s Representative reserves the right to correct any omissions or inaccuracies in the Invitation to Tender and to clarify and/or amend any of the Customers’ requirements, up to seven days before the return of tenders.

1.16  	All information supplied by RSSB must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties or tenders required during the preparation of the Tender.  All information provided by Tenderers will be treated in confidence.

General, Legal & Compliance
2.1	RSSB will check each tender for completeness and compliance with the tender instructions.  RSSB reserves the right to reject any tenders it considers substantially incomplete, or non-compliant (each tender will be assessed on its own merit, according to the level/importance of omitted or non-compliant content).

2.2	The Tenderer will be excluded should any of the grounds for mandatory rejection or discretionary rejection be triggered. 

2.3	The Tenderer will be excluded should it be assessed that it has a high risk of:
· Insolvency over the lifetime of the contract; e.g. the Tenderer may be excluded if its current assets to current liabilities ratio is less than 1;
· Insufficient financial capacity to deliver the services effectively; or
· Over-dependence on RSSB (e.g. the Tenderer may be excluded if its turnover is less than £500,000).

3.0	Tender Instructions 
3.1	“RSSB” means the contracting authority, seeking to invite suppliers to participate in the procurement process.

“You” or “Supplier” means the legal entity completing these questions, seeking to be invited to the next step of the procurement process Invitation to Tender (ITT).

3.2	Please ensure all questions are completed in full and in the format requested. Failure to do so may result in your submission being disqualified. If the question does not apply you need to clearly state N/A.

	Documents that require completing:
- Tender Response Document: please provide all answers in one separate document making note of the question numbering detailed in this document section 4 and 5. Please name this document as ‘Appendix E Tender Response’. 
· Pricing Schedule: please insert all prices on this document
· Please note that we require the Pricing Schedule document to be submitted in its original format (i.e. Excel).

3.3	If it is necessary for you to provide additional information this should be provided as an appendix and clearly referenced as part of your declaration.

3.4	RSSB REPRESENTATIVE
Your main point of contact is: Fiona Canney: shareditt@rssb.co.uk
3.5 	RSSB OVERVIEW
Rail Safety and Standard Board’s company registration number is 4655675. If you wish to find out more about RSSB, please visit our website at www.rssb.co.uk. 
3.6 	Indicative Timetable
The timetable for this procurement follows.  This is intended as a guide and whilst RSSB does not intend to depart from the timetable, it reserves the right to do so at any stage.




The expected milestones are set out below:

	Project Objective
	Start Date
	End Date 
	Time

	Invitation to Tender issued
	08/08/2016
	

	Supplier clarification questions deadline 
	02/09/2016
	13:00

	Deadline for Submitting Tenders
	09/09/2016
	13:00

	Tender Evaluation & Post Tender Clarification 
	12/09/2016 to 04/10/2016
	

	Estimated notification of award decision
	07/11/2016
	11/11/2016
	

	Target contract commencement date
	01/12/2016
	
	



Note: RSSB reserves the right to amend these dates as business requirements demand and will communicate any changes to tenderers.
3.7	Evaluation Methodology
In the interests of an open, fair and transparent assessment, this document sets out how RSSB intends to evaluate tender responses.  It outlines the evaluation criteria and respective weightings, as well as the evaluation methodology to be applied.  
In evaluating tenders, the most economically advantageous tender(s) will be sought.  This will be using the evaluation criteria and weightings detailed in the Evaluation Criteria Matrix.
The evaluation criteria specified relates to the attached specification which detail the minimum requirements. Therefore, any tender which cannot demonstrate that it meets any of the minimum requirements will not be marked and will automatically score zero. The minimum selection criteria is stated in the Specification section of this document in the form of six (6) Pass/Fail questions. Any bids that do not meet the selection criteria will not be marked at the award phase as this means the bid is non- compliant.
Tenderers are advised to carefully consider the attached specifications and ask clarification questions to ensure these are understood.

3.8	Evaluation Process
The process that will be used to select an appropriate Tenderer and award the contract for this procurement is available in more detail in section 5.8 The Evaluation Criteria.  
The maximum score is 100%. The breakdown is:
· Technical Capability: 70% 
· Commercial: 30%.
The open procedure is a single stage process and bidders will initially be marked against a selection criteria. 
	An evaluation panel consisting of representatives of key stakeholders within RSSB will carry out the evaluation. The procurement team will only act as moderator during the suitability and proposal assessment phases of the evaluation. An average score of one (1) or below for any criterion in the evaluation criteria will constitute a failure to meet the minimum requirements of the procurement and the tender will not be accepted. 

3.9	Verification of Information Provided 

	Whilst reserving the right to request information at any time throughout the procurement process. RSSB may enable the Supplier to self- certify that there are no mandatory/ discretionary grounds for excluding their organisation. When requesting evidence that the supplier can meet the specified questions relating to Technical and Professional Ability RSSB may only obtain such evidence after the final tender evaluation decision and only from the winning Supplier.

3.10	Sub- contracting Arrangements 

	Where the Supplier proposes to use one or more sub- contractors to deliver some or all of the contract requirements, a separate Appendix B Subcontractors should be used to provide details of the proposed delivery model that includes members of the supply chain and percentage of work being delivered by each sub -contractor and the key deliverables that each sub- contractor will be responsible for.

RSSB recognises that sub- contracting arrangements may be subject to change and not finalised until a later date. However, Suppliers should be aware that where information provided to RSSB indicates that sub- contractors are to play a significant role in delivering the key requirements and any changes to those sub- contracting arrangements significantly affect the ability of the supplier to deliver key requirements the Supplier should notify RSSB immediately of any changes in the proposed supplier sub-contractor arrangements. RSSB reserves the right to deselect the Supplier prior to any award of contract based on an assessment of the updated information.

3.11	Consortia Arrangement 

	If the Supplier completing this tender submission is doing so as part of a proposed consortium the following information must be provided:

· Names of all consortium members;
· The lead member of the consortium who will be contractually responsible for delivery of the contract (if a separate legal entity is not being created); and 
· If the consortium is proposing to form a legal entity, full details of the proposal should be submitted as an Appendix with this Tender.
· RSSB may require the consortium to assume a specific legal form if awarded the contract. If it is deemed that a legal incorporation is necessary for the satisfactory performance of the contract.
· All members of the consortium will be required to provide the information required in all sections of the Tender as part of a single composite response to RSSB i.e. each member of the consortium is required to contribute to completing the response document.


3.12	Confidentiality 
	RSSB reserves the right to contact the named customer contact and the nominated customer does not owe RSSB any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact.
	RSSB confirms that it will keep confidential and will not disclose to any third parties for any information obtained from the named customer contact, other than to the contracting authorities defined by the Public Contract Regulations.

4.0	Suitability Assessment 
4.1	The Suitability Assessment will be carried out using Tenderer responses and uses a Pass/Fail scoring scheme.
[image: ]

4.2	A score below Pass for any part of the suitability Assessment will constitute a failure to evidence suitability (against the requirement of the procurement) and will automatically eliminated from the tender process. Tender that do not pass this stage will not be further evaluated. 
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	Ref
	Qualitative Information for selection
	Question
	Selection criteria and scoring

	S1
	The Supplier must be legally qualified to carry out the required audit 
	Please provide details of the standard of qualifications that your organisation sets for its Audit employees.
	Pass/Fail 
Evidence of qualifications, membership of professional bodies such as ACA, ICAEW, ACCA or equivalent.

	S2
	 Technical Capability (experience)
	Please provide details of the experience that the Tenderer (as an organisation) has in the delivery of services similar to those required under this contract.  This experience should be evidenced with the contract examples.
	Pass/Fail
The Tenderer’s response is relevant to this procurement in terms of
- Size
- Complexity
- Value
- Industry/ sector

	S3
	External Audit ethics & polices
Supplier should have a tactical approach to handle and mitigate any potential conflicts in relation to policies on independence, and rotation. And they should also comply with standards set out by regulatory and professional bodies.

	Please provide copies of your policies which deal with 
· Potential conflicts
· Ethics
· Independence
· Rotation
Compliance with regulatory and professional bodies.
	Pass/Fail
Tenderer’s policies should detail the organisations approach to:
· Potential conflicts
· Ethics
· Independence
· Rotation
Compliance with regulatory and professional bodies.

	S4
	Reputation
	Please provide disclosure of actions recorded against the Firm and any actions pending

	Pass/ Fail


	S5
	Staffing (knowledge base)
	Please detail the number of staff available to the Tenderer (including consortia members and named sub-contractors where appropriate) carrying out of services directly relevant to those required.
	Pass/ Fail
The Tenderer’s response shows that it
- Has a resource base capable of mitigating delivery risk
- Has a pool of knowledge and experience available.
- Proposed team (as detailed in your response to Evaluation Criteria 5.6.1) are available to meet the audit timetable in section 11.2 

	S6
	Insurance
	Please confirm whether you have the required insurance cover detailed below, or commit to obtaining this if you are successful in being awarded the contract.
£1 million Professional Indemnity (for the life of the contract plus 6 years) 
£1 million Public Liability.
	Selection criteria: Pass/fail
Tenderers must confirm the have the required insurance or commit to obtaining the required insurance if successful in being awarded the contract.





5.0 Tender Evaluation 
5.1	ITT Assessment
All previous scoring such as the Suitability Assessment will be discarded at this point. The Contract Award decision is solely based on the basis of Tenderer proposal and price offering.
5.2	RSSB uses the following quality / price ratio to determine the outcome of the evaluation where quality (technical evaluation) and price are weighted and scored individually before being combined. 
	Quality 70%: Price 30% 
5.3	Technical criteria are weighted and scored as a percentage of the maximum score available. 
5.4	Technical Evaluation
	Tenders are assessed on how well they satisfy the technical evaluation criteria.
	The relative importance of each criterion is established by giving it a percentage weighting so that all the weightings equal 100%.  The Evaluation Matrix provides details of the weightings that RSSB will use in assessing Tenderer proposals. 

	The Technical Evaluation will be carried out using Tenderer responses to the tender specification using the scoring scheme (identified in Table below).  

5.5	The scored responses are generally assessed out of a maximum of five (3).  The Evaluation Panel will not be allowed to give partial scores (for example 2.5); however, once all scores are aggregated, the technical scores will be rounded to two decimal places prior to consolidating with the price evaluation.

	Scoring Scheme Table

	Score
	Score definition

	0
	The response is entirely unacceptable:
The response is that the Tenderer cannot meet RSSB's stated requirements at all or the response does not demonstrate that the Tenderer complies with RSSB’s stated requirements at all.

	1
	The response is weak: 
The response fails to adequately address the relevant criterion, and may focus on elements of only limited relevance. The response demonstrates only a general understanding of issues likely to be faced by RSSB, with little or no attempt to address the characteristics of the Project. The response generally fails to set out an effective proposition for managing identified issues, with some exceptions. There may be some concerns as to compatibility with RSSB’s stated requirements. 

	2
	The response is good: 
The response addresses the relevant criterion, although the treatment of some limited elements may be weak. The response demonstrates an understanding of most of the principal issues likely to be faced by RSSB with respect to that criterion, and sets out a proposition for managing them that instils some confidence with at most a few minor reservations. The response may not demonstrate any added value or this may be limited.

	3
	The response is excellent: 
The response addresses the relevant criterion directly in a very comprehensive, succinct and clear manner, demonstrating a full understanding of the issues likely to be faced by RSSB with respect to that criterion (with an analysis fully tailored to the particular characteristics of the Project), setting out an effective proposition for managing them that instils full confidence and raising no concerns as to compatibility with RSSB’s stated requirements. The Bidder’s proposition is likely to bring very significant added value to RSSB.





5.6	ITT Specification and Evaluation Matrix (Award Criteria)

	Ref
	Section
	Specification
	Question
	Weighting 
	Criteria

	5.6.1
	Resource – Audit Personnel and Technical Expertise
	The external audit service supplier will appoint an Audit Partner to oversee the audit programme and meet with the RSSB Audit Committee. An Audit Manager will also be in place to manage the audit process and the on-site team.

The supplier would ensure that audits are staffed with suitably qualified and experienced personnel.
	Please describe the structure of the proposed audit management team, detailing the level of qualifications, experience and location for Audit Partner and Audit Manager.
	12%
	The personnel proposed for the key roles should be suitably accredited, qualified, skilled and experienced within the Rail, or Not for Profit sector, and should have audit experience of Government Grants within the Public Sector. 

Tenderer’s response should include CVs of the Audit Partner and Audit Manager listing experience and explaining how that is linked to project requirements of RSSB. The response should also 
Include a proposed audit team structure which would provide a clear explanation of each role’s responsibility. 

	5.6.2
	Resource – Account Management
	The supplier will nominate an Account Manager to be responsible for RSSB’s audit services. This
Representative will be the main point of contact for RSSB and the Audit Committee for any matters that require escalation where there has been a breach of protocol or a reportable incident.

	Please provide processes that your firm will employ to address matters related to client satisfaction and continuous improvement in the contractual relationship. 




	5%
	Tenderer’s Response should include: 

· Clear escalation process flows, and associated reporting mechanism.

· Two Illustrations of continuous improvement initiatives in relation to finance processes that the Tenderer has introduced which would be applicable to a not for Profit organisation or a Public Sector body. Each initiative example should also demonstrate enhancement in client relationships. The illustration should clearly state the reviews and recommendations. 

	5.6.3
	Audit Timetable
	Provisional Audit Timetable (Please refer to Section 11.2 for more details) suppliers should work towards:
The planning meeting for the audit will take place in February/March annually, followed by the audit fieldwork in early May. There will be an audit close meeting in mid-May. The draft financial statements will be presented to the Audit Committee meeting held in early June for review and endorsement.
Attendance of Partner and Manager at Audit Committee meetings is necessary. 
The supplier will report to RSSB in the form of a management letter/ report to the Audit Committee which highlights any significant accounting and control issues arising from the audit. The management letter will be drafted by mid-May for consideration at the audit closing meeting (mid-May) and finalised for review by the Audit Committee in early June (papers for this meeting will need to be prepared by late May).
	Please provide a contingency plan to ensure audit team is able to deliver as per the proposed timetable and also highlight experience in attending audit committee meetings. 









	15%
	Tenderer’s should be able to: 
· Provide a contingency plan to ensure the Audit Partner and proposed team has sufficient time and resource to finalise key audit elements. 

· Demonstrate experience in attending audit committee meetings.

	5.6.4
	Implementation Plan

	Supplier shall conduct interim fieldwork to understand the business and key financial processes and controls for the 2016/2017 audit between December 2016 and March 2017. 
	Please indicate what the programme of work would involve from December 2016. 






	5%
	Tenderer’s response should evidence a comprehensive understanding of requirements and has a credible methodology which includes:

· Areas that supplier would consider during the preparation stage and input, support (resource/ other) or information they would need from RSSB.

· Steps they would undertake to familiarise with the RSSB. 

	5.6.5
	Implementation Plan
	Following the preparatory work, the supplier should prepare and provide a robust Audit Service Plan. The Audit service plan should clearly highlight areas such as Audit independence, engagement and scope, audit risks, and form of timing and communications. It should also integrate with the audit timetable provided in 5.8.4.
	Please provide a method statement detailing your approach and an indicative prepared by client deliverables list which will meet the planned timetable.
	5%
	Tenderer’s should provide a credible example (redacted where necessary) Audit Service Plan which should cover: 
· Strategy and planning – explicitly defines the audit approach, key audit risks and associated plan. 
· Scope and materiality – defines the statutory requirements and the engagement letter. 
· Control and co-ordination – states the communication plan to highlight issues, and subsequent solutions to those issues.
· Reporting – illustration of audit findings report.

	5.6.6
	Performance Monitoring

	The Audit Committee will assess the suppliers’ work each year to ensure that it is of a sufficiently high standard to meet the requirements as specified in the Audit Code of Practice, and has been charged at a reasonable price. The Audit Committee will then make a recommendation to the Board regarding reappointment of the auditors.
	Please explain how you will ensure that the quality of your work will be of a sufficiently high standard as specified in the Audit Code of Practice.
	5%





	Tenderer’s response must highlight:

· Measures they currently have in place to ensure high standards are maintained in line with Audit Standards and the Audit Code of Practice.





	
	
	Supplier should ensure that work conducted during the Statutory Audit is properly controlled and reviewed.
	Please provide an overview stating how work is controlled and reviewed during the fieldwork.
	5%
	Tenderer’s response should clearly provide:
· Process flow and overview detailing the types of checks applied during an audit fieldwork.

	5.6.7
	Tax

	The supplier should review tax sensitive account transactions and preparation of tax computation and tax disclosure note. The supplier will also prepare and file tax returns for the RSSB Group. 
	Please provide the methodology used to review and experience in producing tax information requirements.
	5%
	Tenderers should be able to demonstrate in-house expertise and credibility in reviewing tax sensitive accounts. The response should include Tax compliance approach and CV or a career summary of the Tax Partner. The Tax Partner should be suitably qualified and experienced to deliver RSSB’s requirements. 

	5.6.8
	Quality Assurance and Independence

	Supplier should have an overall approach to quality assurance, which should also be used to actively manage and be aware of emerging accounting issues.

 
	Please provide a detailed description of the Tenderer’s quality assurance process and also demonstrate how these are incorporated in business as usual processes. 
	2%
	Tenderer’s response should detail the quality assurance plan, which should be wholly relevant and appropriate to the requirements of the project. 

The response should also include two illustrations of current known/emerging accounting issues that may be applicable to RSSB/Public Sector. 

	5.6.9
	Technical analysis
	Here is a link to financial statements year 15/16
	Please review and highlight 2 areas that RSSB should consider in the next year’s audit.
	6%
	Tenderer’s response should evidence a comprehensive understanding of financial statements and also list two potential areas where audit should be focussing in the next year’s (FY 16/17) audit. 

	5.6.10
	Additional Services
	On an ad-hoc basis RSSB may request additional services from the supplier, such as special investigations, audit services relating to migration to a new financial system, additional audits of new subsidiary companies, and related consultancy. Any such service would be subject to a fee quotation being supplied and would only be requested if it did not conflict with the objectivity of the audit services being provided. The supplier should indicate what services they would be prepared to offer.
	Please provide examples where you have delivered services such as:
1. Special Investigations
2. Consultancy/agreed upon procedures
3. Consultancy services for finance data migration to a new system. 
4. Review of internal controls and finance processes. 
	5%
	Tenderer’s response should include credible examples where they have delivered listed services within the Not for Profit or Public Sector. An example will cover areas such as:
· Type/Industry of the Organisation
· Nature of the service delivered
· Outcomes/Recommendations Delivered
 


															Weighting total: 70%





5.7	PRICE EVALUATION
All prices quoted shall be in sterling (unless otherwise requested in the Tender Documents), exclusive of Value Added Tax and shall be firm.
A full and comprehensive breakdown of all costs and expenses to provide the goods, services or works requested in this invitation to tender must be provided and all assumptions must be clearly stated.  
Failure to provide adequate detail may cause your tender to be judged non-compliant.
The construction of the price must be clear and easy to understand.  We require the following information:
Please fully complete the attached pricing template (Appendix D) and submit in the specified format. 
[bookmark: _GoBack]Please be appropriately reminded that The Rail Safety & Standards Board is a defined “Contracting Authority” with access to the current “Consultancy One” Framework and will be a party to the subsequent “Consultancy Two” Framework (or other named version).

If you are a tenderer who is party to the “Consultancy One” Framework and/or you are tendering to be on the “Consultancy Two” Framework (or other named version) we ask that tenderers submit their commercial pricing schedule/documentation in line with the current rates that tenderers adhere to on Consultancy One. The commercial pricing schedule is for information purposes only. Tenderers should still submit ‘Appendix D – Pricing Template’. 

6.0	QUESTIONS
Should you have any questions relating to the project, please email these before the deadlines detailed in the project timeline above to ensure that these questions can be effectively addressed. To ensure equal and fair treatment to all potential suppliers, RSSB will circulate all questions and responses anonymously.   
Questions should be emailed to: Fiona Canney shareditt@rssb.co.uk

7.0	TENDER EVALUATION CRITERIA AND MINIMUM REQUIREMENTS
In evaluating tenders, the most economically advantageous tender(s) will be sought.  This will be using the evaluation criteria and weightings detailed in Section 5 (Tender Evaluation) above.
Tenderers are advised to carefully consider the attached specifications, ask clarification questions to ensure these are understood. 
An average score of one (1) or below for any criterion in the evaluation criteria will constitute a failure to meet the minimum requirements of the procurement and the tender will not be accepted. 
8.0	PROCESS AND PREPARATION OF RESPONSES

1. The Supplier shall not enter in any agreement or arrangement with any third party which would in any way cause RSSB or its members to incur any financial obligations to the Supplier or any third party. 

2. The Supplier shall not approach any Customer employee, the Customer’s Representative or its agents to discuss any aspects of the Tender. All communication should be conducted via the Customers Representative.

3. The Supplier shall not canvass support for the award of the contract by approaching any employee of RSSB, its Representative or its agents.

4. The documents as enclosed are to be accepted in their entirety.   No alteration will be allowed, unless notified and confirmed in writing by the Customer’s Representative before the date stated for the receipt of tenders. If any alteration is made or these instructions to Suppliers are not fully complied with the tender may be invalidated.

5. The conditions of contract included in this Invitation to Tender apply. The Suppliers standard terms of business or trade will not be accepted.

6. Any requested changes to the conditions of contract must be detailed on the Contract Issues Memo (Appendix G) document included for consideration. If this is not completed, it is assumed that the Supplier has accepted all terms and conditions detailed and no further changes will be accepted.
.
7. The Supplier shall be deemed to have satisfied itself as to the nature, extent and the content of the goods, services or works to be provided, the extent of staff required and all other matters, which may affect the tender.

8. All prices quoted to be GBP (unless otherwise requested in the Invitation to Tender) exclusive Value Added Tax and firm.

9. It is the Suppliers responsibility to ensure the tender is correct at the time of submission.  No amendment to the tender will be allowed after the due date. 

10. Any questions must be emailed to the main point of contact according to the project timelines stated above (Section 3.6 – Indicative Timetable). Note: questions/responses will be circulated anonymously to all Suppliers invited to tender.  

11. Tenders received after the closing date and time may not be considered.

12. The Customers Representative reserves the right to correct any omissions or inaccuracies in the Invitation to Tender and to clarify and/or amend any of the Customers’ requirements, up to seven days before the return of tenders.

13. All information supplied by RSSB must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties or tenders required during the preparation of the Tender.  All information provided by Suppliers will be treated in confidence except in stances where references may be sought.

14. RSSB reserves the right to cancel this Tender at any point and any cost incurred in the preparation of this Tender is at the Bidder’s expense.

15. Tenders must remain open for acceptance for a period of 180 calendar days from the submission date.

9.0	RESPONSE CHECKLIST

Tenders must be sent by email to shareditt@rssb.co.uk . The email size should be no more than 15MB.

Please ensure you quote “RSSB_2131_Audit and Taxation” as the subject line in your email.

Please submit the following in a single email to Fiona Canney at shareditt@rssb.co.uk by no later than 09/09/2016 at 13:00.

	Requirement to be submitted 
	Completed 

	1. Appendix E - Completed Tender Response Document in MS word format (Each answer should have clear references to the appropriate technical criteria/questions given in Section 5).
	☐
	2. Appendix D - Completed pricing schedule (in Excel format only)
	☐
	3. Appendix A - Completed tender declaration 
	☐
	4. Appendix G - In the unlikely event that any amendments are requested to the proposed terms and conditions, a completed copy of the contract issues memo (attached as a separate document) detailing requested amendments
	☐
	5. Appendix C – Conflict of Interest
	☐
	6. Details of Sub-Contractors (if any) Appendix B
	☐







10.0	CONDITIONS OF CONTRACT
Attached in Appendix F are the Terms and Conditions in relation to the proposed contract award.
Qualification of the Contract
Where Tenderers have any queries or concerns with any specific condition of the terms and conditions of the contract, these should be submitted in writing to shareditt@rssb.co.uk as soon as possible, and in any case no later than 10 days prior to the deadline for submission of tenders.  Please ensure the specific condition(s) and proposed amendment(s) are provided.  These will be reviewed by RSSB on a case by case basis, and, if accepted, revised terms and conditions will be issued to all Tenderers.  Failure to accept the terms and conditions of the contract or to qualify the tender in any way, may result in the tender being rejected by RSSB.

11.0 SPECIFICATION

Project Reference/Number: Insert internal reference number
Project Title: RSSB_2131_Audit and Taxation

11.1 RSSB Company Overview
RSSB provides research, analysis and insight across the interfaces of the rail system.
RSSB provides technical expertise and understanding which spans the whole rail system. RSSB enables informed decisions, more effective collaboration and improved system inter-operability. This helps duty holders deliver a safer, more efficient and sustainable railway for the benefit of passengers and freight-users, workforce and public.
Our activities involve: 
· Understanding risk – Using safety intelligence from across the rail industry and elsewhere with the latest risk modelling to inform members and support safe decision making. 
· Guiding standards – Creating, reviewing and simplifying GB standards to align with European requirements; managing the Rule Book and making it easier for the railway to deliver efficiently and safely. 
· Managing research, development and innovation – Undertaking, commissioning and managing research and innovation programmes to address current needs, provide knowledge for decision making now and for the future, and promoting step changes to deliver the Rail Technical Strategy. 
· Collaborating to improve – As an independent cross-industry body with a critical mass of technical expertise, supporting activities which require collaboration. These range from supplier assurance schemes (RISQS, RISAS) to confidential reporting (CIRAS), from health and wellbeing strategies to sustainability principles. 
RSSB provides research, analysis and insight across the whole rail system. Our technical expertise and understanding spans all the interfaces in the rail system. Our work is evidence based and we are independent of any single interest. 
RSSB enables informed decisions, more effective collaboration and improved rail system inter-operability. This helps duty holders deliver a safer, more efficient and sustainable railway for the benefit of passengers and freight-users, workforce and public.
For more information go to www.rssb.co.uk. 

11.2 Scope of work

RSSB is a not-for-profit company owned by major industry stakeholders. The company is limited by guarantee and is governed by its members and board. 

RSSB is looking to award a 3-year contract (with an option to extend for 2 years) for the provision of audit and taxation services. The scope of services covers RSSB’s subsidiary ‘Rail Documentation and Drawing Services Limited’ (Company Registration Number – 3128142) as well.

Our Statutory Audit provision needs to coincide with our timetable. Please see the timetable below:

	Expected Timing
	Brief Description of Task

	From December 2016
	Interim field work

	February 2017
	Audit Planning meeting with Finance Team at RSSB

	02nd March 2017
	Audit Committee meeting for approval of audit service plan

	End April 2017
	Finance Team at RSSB to provide draft Group Accounts and Trial Balance

	Early May 2017
	Audit Field Work begins

	Mid May 2017
	Audit Partner and Audit Manager Reviews

	Mid-May 2017
	Completion of field work and complete review of financial statements and draft report to the audit committee (including management letter comments). 

	01st June 2017
	Submission of draft financial statements (including tax) and audit report to Audit Committee

	06th July 2017
	Board meeting approval of Group Account




External audit is an essential part of the process of accountability. It makes an important contribution to the stewardship of resources and corporate governance. External auditors give an independent opinion on governance of public funds received by RSSB and associated financial statements produced by RSSB. External auditors may review, and report on, aspects of the arrangements put in place by RSSB to ensure the proper conduct of our financial affairs and to manage our performance and use of resources.
Other services in addition to Statutory Audit include taxation advice, preparation of tax returns and filing, support and the audit of EU Framework Horizon 2020 projects and Research & Development projects. For further details, please see the table in section 5.  

For further details on scope and specification of work please refer to section 5.6 ITT Specification and Evaluation Matrix.

11.4 Procurement process
· Tenderers are invited to submit proposals by 09/09/2016. 
· RSSB will select tenderers by applying the selection criteria detailed in this document. The Tenders      who pass the selection criteria detailed in this document will be taken to the next stage of evaluation.
· The indicative timetable for this process is set out in this document.
· Contract award is subject to the formal approval process of the RSSB. Until all necessary approvals are obtained, and the standstill period completed, no Agreement(s) will be entered into.
· Once RSSB has reached a decision in respect of contract award, it will notify all tenderers of that decision and provide for a standstill period of ten calendar days before entering into any Agreement(s).
· The successful bidder will be required to execute a formal contract based on the draft agreement included.
· It is anticipated that any contract issued, as a result of this procurement process and subject to the satisfactory provision of service will run for an initial term of three (3) years.
· The term of the contract may be extended for three (3) further two (2) year periods at the sole option of RSSB, provided it is satisfied with the performance of the Contractor. Any extension of the Contract shall be on the terms and conditions agreed in the initial period of Service provision, subject to any service modifications that may be required.


Appendix A Form of Tender 
[bookmark: _Toc519998894]This section outlines how the offer from the Tenderer is to be constructed. Please return this Tender Declaration along with your Tender and retain a copy for your records. 
Having examined the ITT email, the Instructions to Tenderers, the Information Required From Tenderers, the Conditions of Contract, the Specification and this Form of Tender (the “Tender Documents”), we offer to supply all/part of (delete as applicable) the goods, services or works specified in these Tender Documents.
We undertake if selected, to perform the contract in accordance with the Tender Documents, including the Conditions of Contract contained herein.
We agree that this tender shall remain open for acceptance by RSSB for 180 days from the date stipulated for the return of tenders.
We understand that you are not bound to accept the lowest, or any tender you may receive.
We certify that this is a bona fide tender, and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  We also certify that we have not done and we undertake that we will not do, at any time before the hour and date specified for the return of this tender, any of the following acts:
· Communicate to a person, other than the person calling for the tenders, the amount or approximate amount of the proposed tender.  Except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender.
· Enter into an agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted.
· Offer or pay or give or agree to pay or give, any sum of money or valuable consideration directly or indirectly to any person, for doing or having done or causing or having caused to be done, in relation to any other tender or proposed tender for the said goods, services or works, any act or thing of the sort described herein.
We recognise that RSSB reserves the right to clarify details of our offer prior to the award of any contract. 
We hereby undertake that the period during which this tender remains open for acceptance not to divulge to any persons, other than the persons to whom the tender is to be submitted, any information relating to the submission of this tender or the details contained therein except where such is necessary for the purpose of submission of this tender.
We have included the following in our response:
1. Completed response to the specification of requirement in the format requested.
2. Completed pricing schedule  including separate breakdown of costs
3. Completed tender declaration (this form)
4. In the unlikely event that any amendments are requested to the proposed terms and conditions, a completed template detailing requested amendments

Tenderer’s authorised representative signature…….........................................
Legal name of organisation: ..............................................................................
Company registration number: ..........................................................................
Full business address:
..........................................................................................................................
..........................................................................................................................
.........................................................................................................................






Appendix B Subcontractors


All suppliers to RSSB are asked to provide details of all sub-contractors that will be used to perform the contract.  

	Name & Address of Sub-Contractor
	Service performed for Contractor
	Provide details of staff numbers[footnoteRef:1] [1:  This is the average annual numbers of both staff and managerial staff employed over the last trading year] 

	Provide latest year’s turnover
	% of work
	Please provide details of the relevant qualifications they hold
	Key deliverables

	Name: 
	
	
	
	
	
	
	

	Address:

	
	
	
	
	
	
	

	Name: 
	
	
	
	
	
	
	

	Address:

	
	
	
	
	
	
	

	Name: 
	
	
	
	
	
	
	

	Address:

	
	
	
	
	
	
	




Appendix C Conflicts of Interest


Tenderers have a continuing duty to disclose actual or potential conflicts of interest in respect of itself, its named sub-contractors and / or consortia members.

Please describe any (potential) conflicts of interest that the Tenderer has identified and how these will be managed*:

If you DO NOT have any conflicts to declare, please tick this box: |_|


Tenderers are reminded that failure to identify material conflicts of interest may lead to rejection of its tender response.

*Guidance to Tenderers:
Tenderers should describe in the detail the perceived conflict (how it could be perceived in the context of this procurement) and the measures it will take to mitigate the conflict through the procurement life-cycle and service delivery.



Appendix D Pricing Document


Attached as a separate document.
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Appendix E Tender Response


INTENTIONALLY LEFT BLANK

























	

Appendix F Terms and Conditions

Attached a separate document.


Appendix G Contract Issues Memo

Attached a separate document.
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