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CHECKLIST FOR BIDDERS


This is the Invitation to Further Competition response document, failure to provide all of the items in the checklist may cause your Quote to be non-compliant and not considered.


	Schedule
	Item
	Included in Quote?

	1
	Form of Tender and certificate of non-collusion & non-canvassing
	

	2
	Suitability Assessment Questionnaire (SAQ)
	

	3
	Pricing Schedule

	

	4
	Compliance with Specification

	

	5
	ItFC Qualitative Evaluation Questions

	

	6
	Declaration

	






PLEASE NOTE THAT THE FRAMEWORK TERMS AND CONDITIONS HAVE BEEN AMENDED AT SCHEDULE B TO MATCH OUR REQUIREMENTS AS PERMITTED UNDER THE FRAMEWORK















SCHEDULE 1 

FORM OF TENDER and CERTIFICATE OF NON-COLLUSION & NON-CANVASSING

A contract is required with a provider to print all required election stationery for all types of scheduled election, and, if required by the Council any by-elections and referendums until 30th November 2018 (option to extend for 2 x 1 year). In addition to provide print requirements for all year round Electoral Registration/Individual Electoral Registration (IER) including the annual canvass.

To: Cheshire East Borough Council
(Via ‘The Chest’)

Date: 			
For the Attention of: Victoria Adjekum
Dear Sir/Madam,
TENDER FOR PRINTING AND GRAPHIC SERVICES FOR ELECTORAL SERVICES
Form of Tender

I/We the undersigned, hereby tender and offer to provide the Contract as listed below which is more particularly referred to in the Invitation to Tender supplied to me/us for the purpose of tendering for the provision of the Contract and upon the terms thereof.

Attached to this Form of Tender are the following:
1. My/our response to the requirements of the ItFC.

1. The completed Pricing Schedule.

1. The completed ICT Security Questionnaire 

I/We confirm that  I/we can supply the Contract as specified in the Invitation to Tender at the total costs of             (excluding VAT) submitted within the Pricing Schedule herein. 

I/We confirm that we accept the Contract as issued with the Invitation to Tender. 

I/We undertake in the event of acceptance of our Tender to execute the Contract within the timescales stipulated. 

I/We understand that the Council reserves the right to accept or refuse this Tender whether it is lower, the same, or higher than any other Tender.

I/We confirm that the information supplied to you and forming part of this Tender including (for the avoidance of doubt) any information supplied to you as part of my/our initial expression of interest in tendering, was true when made and remains true and accurate in all respects.

I/We confirm that this Tender will remain valid for 90 days from the date of this Form of Tender.

I/We confirm and undertake that if any of such information becomes untrue or misleading that I/we shall notify you immediately and update such information as required.

I/We confirm that the undersigned are authorised to commit the Tenderer to the contractual obligations contained in the Invitation to Tender and the Contract.

Statement of non-canvassing
[bookmark: OLE_LINK1]I/we hereby certify that I/we have not canvassed any member, Director, employee, representative or adviser of the Council in connection with the proposed award of the Contract by the Council, and that no person employed by me/us or acting on my/our behalf, or advising me/us, has done any such act.
I/we further hereby undertake that I/we will not canvass any member, Director, employee, representative or adviser of the Council in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf, or advising me/us, will do any such act.
Statement of non-collusion
The essence of selective tendering for the Contract is that the Council shall receive bona fide competitive Tenders from all Tenderers.
In recognition of this principle, I/we certify that this is a bona fide offer, intended to be competitive and that I/we have not fixed or adjusted the amount of the offer in accordance with any agreement or arrangement with any other person (except any sub-contractor identified in this offer).
I/we also certify 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 person other than the Council, the amount or approximate amount of my/our proposed offer except where the disclosure in confidence of the approximate value of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender; or

enter into any agreement or agreements with any other person that they shall refrain from tendering or as to the amount of any offer submitted by them; or
offer or agree to pay or give or actually pay or give any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing or having done or having caused to be done in relation to any other offer or proposed offer, any act or omission.
committing any offence under the Bribery Act 2010 or any subordinate legislation made under that Act from time to time.
http://www.legislation.gov.uk/ukpga/2010/23/contents
I/we agree that there is a requirement to disclose and declare any direct or
Indirect financial or non financial interest in an organisation, company, or
other body that is doing business with, or has dealings with, the council and
where this may affect and/or could bring about a conflict with the Council’s
interest.

I/we should notify this to the Council and that failure to disclose or declare
such an interest could result in the contract being terminated.
I/we agree that the Council may, in its consideration of the offer and in any subsequent actions, rely upon the statements made in this Certificate.
Signed 		
Name:  		
Position 		
For and on behalf of [Tenderer]	
		
SCHEDULE 2

SUITABILITY ASSESSMENT QUESTIONNAIRE (SAQ)

This Suitability Assessment Questionnaire (“SAQ”) has been issued by the Authority in connection with a tender under Part 4 of the Public Contracts Regulations 2015 (“the Regulations”). Your response to the SAQ will be used by the Authority to understand the nature of the bidding organisation.

Notes for completion

Please ensure that you complete this SAQ fully, as requested as part of the tender submission. Failure to do so may result in your tender being disqualified. If the question does not apply to you please write N/A; if you do not know the answer please write N/K.

· “Authority” means the purchasing organisation that is seeking to award a contract.
· “You”/ “Your” or “Supplier” means the business or company which is completing this SAQ.

Verification of Information Provided

Please do not send any supporting documents with your tender. 

However, the Authority may ask to see these documents at a later stage, so it is advisable you ensure they can be made available upon request. 

You may also be asked to clarify your answers or provide more details about certain issues. 



	NOTE TO ORGANISATION:
· Schedule 2 Suitability Assessment will be marked based on pass and fail
· Applicants will fail on incomplete responses Tenders that fail Schedule 2 will not be evaluated any further.
· Questions marked ‘for information only’ will not be assessed however they must still be answered in full.  
· Where you are asked to mark an ‘X’ to indicate your answer, please double click the grey box and select ‘checked’.  Try it here |_|
· Failure to answer a question which is scored will result in a score of zero for that question. 
· Failure to provide an acceptable explanation with any Fail Questions answered will fail on Schedule 2 as a result. 
· Tenderers are therefore strongly advised to ensure they answer all questions within each section



Section 1
Legal Status – Organisation Details 
(Information Only)

The Authority require the full name of organisation tendering (or of organisation acting as lead contact where a consortium, partnership or joint venture response is being submitted)

	1.1 Supplier details 
	Answer

	Full name of the Supplier completing the SAQ
	

	Registered company address
	

	Registered company number
	

	Registered charity number
	

	Registered VAT number
	

	Name of immediate parent company
	

	Name of ultimate parent company
	

	Please mark ‘X’ in the relevant box to indicate your trading status
	i) a public limited company
	Yes |_|

	
	ii) a limited company
	Yes |_|

	
	iii) a limited liability partnership
	Yes |_|

	
	iv) other partnership
	Yes |_|

	
	v) sole trader
	Yes |_|

	
	vi) other (please specify in this area)
	Yes |_|

	Please mark ‘X’ in the relevant boxes to indicate whether any of the following classifications apply to you
	i)Voluntary (VCSE)
	Yes |_|

	
	ii)Community (VCSE)
	Yes |_|

	
	iii) Faith 
	Yes |_|

	
	iv) Social Enterprise
	Yes |_|

	
	v) Mini Enterprise (below SME)
	Yes |_|

	
	v) Small Enterprise (SME)
	Yes |_|

	
	vi) Medium Enterprise (SME)
	Yes |_|

	
	vii) Sheltered workshop
	Yes |_|

	
	viii) Public service mutual
	Yes |_|



See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/

	
1.2 Bidding model (Information Only)
	Answer

	Please mark ‘X’ in the relevant box to indicate whether;

	Consortia and Sub-Contracting

	a) Your organisation is tendering to provide the services/goods required itself
	Yes |_|

	
	b) Your organisation is tendering in the role of Prime Contractor and intends to use third parties to provide some services
	Yes |_|

	
	c) The Supplier is a consortium
	Yes |_|

	If your answer is (b) or (c) please indicate below (by inserting the relevant company/organisation name) the composition of the supply chain, indicating which member of the supply chain (which may include the Supplier solely or together with other providers) will be responsible for the elements of the requirement.

	Supplier Insert details here if necessary



	1.3 Contact Details (information only)

	Supplier contact details for enquiries about this SAQ;

	Name
	

	Postal Address
	

	Country
	

	Phone
	

	E-mail
	





Section 2
Technical and Professional Ability
(This question will be pass/fail.)

	Relevant experience and contract examples

	2
	Please provide details of three (3) contracts, that are relevant to the Authority’s elections and electoral registration requirements as per section 4 of the specification. Contracts for supplies or services should have been performed during the past three years. 
Where the Supplier is a special purpose vehicle and not intending to be the main provider of the goods or services, the information requested should be provided in respect of the principal intended provider of the goods or services.  The named customer contact provided should be prepared to provide written evidence to the Authority to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements; if this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle will be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member). Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the principal intended provider(s) or sub-contractor(s) who will deliver the supplies and services. 
Evidence of relevant services performed more than 3 years before may be taken into account to establish further competition if deemed necessary by the Council.

	

	
	Contract 1
	Contract 2
	Contract 3

	2.1
	Name of customer organisation
	
	
	

	2.2
	Customer organisation point of contact; Position in the organisation; Email address.
	


	
	

	2.3
	Contract Start Date; Contract completion date; Estimated Contract Value.
	


	
	

	2.4
	In no more than 500 words, please provide a brief description for each of the contracts delivered including evidence as to your technical capability in these markets, using the field below.

	
	Enter response here, tenderer responsible for stating word count in response.


	2.5
	If you cannot provide at least one example for questions 2.1 to 2.4, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up, using the field below.

	
	Enter response here, tenderer responsible for stating word count in response.





Section 3 
Additional SAQ modules 

3A)  Insurance
(This question is to be scored on a pass/fail basis.)

	3A
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:
Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:
(a) Employer’s Liability Insurance* = £10million.  In relation to any one claim or series of claims
(b) Public Liability Insurance = £5million. In relation to any one claim or series of claims.
(c) Professional Indemnity Insurance = £1million.  In relation to any one claim or series of claims

* It is a legal requirement that all companies hold Employer’s Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.
	Yes |_|

No  |_|


	3B 1a
	Please confirm that your Professional Indemnity Insurance covers data breach, data loss and reputational damage. 



	

	3B 1b
	If your Professional Indemnity Insurance does not cover data breach, data loss and reputational damage, Cheshire East Council recommends that you obtain Cyber Insurance at £5m. Please confirm you have Cyber Insurance of £5m or are willing to obtain it. 

	

	If answered no to 3B1b, please state what your intentions and procedures would be in the event of any instance of data breach, data loss or reputational damage and how you would manage the potential impact on your company/organisation


	Enter details here if necessary…

	EMPLOYER'S LIABILITY INSURANCE
i. Insurer:  (Name of Insurance company not broker)      
ii. Policy Number:      
iii. Extent of cover:      
iv. Expiry date:      
PUBLIC LIABILITY INSURANCE
i. Insurer:  (Name of Insurance company not broker)      
ii. Policy Number:      
iii. Extent of cover:      
iv. Expiry date:      
PROFESSIONAL INDEMNITY INSURANCE
i. Insurer:  (Name of Insurance company not broker)      
ii. Policy Number:      
iii. Extent of cover:      
iv. Expiry date:      

CYBER INSURANCE
v. Insurer:  (Name of Insurance company not broker)      
vi. Policy Number:      
vii. Extent of cover:      
Expiry date:      



Signatory for Insurance Details
	Name of Organisation:
	     

	Name:
	     

	Position in Organisation:
	     

	Date:
	     






(End of Schedule 2 SAQ)








SCHEDULE 3

PRICING SCHEDULE (25%)

		Please note: we require unit pricing for this tender 

Please complete the pricing schedule above for your proposed charges for Printing and graphic services for elections to Cheshire East Council.

Please note that the evaluated price will be the Overall Total Price, which should be the *whole life cost of contract. (Excluding VAT) which must include **ALL charges in respect of the terms of the contract.  Failure to quote for all aspects of the specification will result in a score of zero for this section. If no separate charge is made for any of the above please indicate the charge is ‘nil’ rather than leave box blank.

Tenderers must complete the pricing schedule to provide all of the obligations under the contract. 
All prices shall be stated in pounds sterling and exclusive of VAT.

Tenderers must also indicate all other costs that will be associated with the contract e.g. rates, expenses etc.  No claim for additional payments will be considered for items that have not been specified.

Cheshire East Council gives no guarantee or warranty or makes any representation as to the accuracy of any indicative volumes or as to the value of the work during the contract period - any expenditure, work or effort undertaken prior to contract award is accordingly a matter solely for the commercial judgement of potential providers.

Definitions
*the overall total pricing includes costs against the volumes we have provided in the pricing schedule, any tooling, delivery costs, please see base of the pricing schedule for more information.

**all types charges associated with the items listed in the pricing schedule, please see base of the pricing schedule for more information.










[image: ]
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Item
	
Description/ Relevant section in Specification
	
Estimated Quantities
	
Unit
	
Unit rate £    (exc VAT)
	
Total price (exc VAT)
For estimated quantity
N.B. TOTAL PRICE TO INCLUDE ALL CHARGES FOR PROOFING STAGES AND DELIVERY OF BULK JOB BACK TO  THE COUNCIL

	

1
	Poll card  
Specification Section 4.2.3
	235,000 
Cards for a major election (200,000 cards printed without royal mail impression. 35,000 cards printed with royal mail impression. All quantities are indicative and subject to change based on councils requirements. Please see the specification).  Cards to be printed in register and polling district order and separated into polling districts prior to delivery back to the Council

	Per card
	


	

	
2
	Ballot Papers
Specification Section 4.2.1
	300,000 ballot papers in books of 100
Based on  a major election
90 gsm uncoated, colour and size of paper to be confirmed at time of election. Text to be printed in black ink. Books of 100.
Books to be printed and packed in accordance with the polling station ballot paper allocation provided by the Council. i.e. books will be packed by the supplier for each polling station

	Per book of 100 based on 5 candidates printed on white paper
	


	

	
3
	Postal Vote Ballot Packs, to be in accordance with legislative requirements, and Cheshire East specification, will require a proofing stage by council to confirm exact requirements before each election.
Specification  Section 4.2.2
	50,000 packs fully inserted with ballot paper and required envelopes as per specification.  Based on a single  election issue and in accordance to the specification

	Per fully inserted pack
	
	

	

4
	Tendered Ballot books
(25 sheet) (books bound by glue, using colour for tendered books and colour to be confirmed by Council).
Specification Section 4.2.1
	8,000 tendered ballot papers in books of 25 based on a major election.  90gsm uncoated, colour and size of paper to be confirmed at time of elections. Text to be printed in black ink.  Books of 25

	Per book of 25 based on 5 candidates printed on pink paper

	
	

	


5

	Postal Poll Cards/Proxy Poll Cards/Postal proxy poll Cards
Specification Section 4.2.3 and 4.2.4
	54,000 cards for a major election
44,000 cards printed without royal mail postage impression – 170 gsm. 10,000 cards printed with Royal Mail postage impression – 200 gsm. All colour, design, size etc as per the specification
Cards to be printed in register and polling district order and separated into polling districts prior to delivery back to the council.
	Per Card Printed on A5 pink card.
	
	

	
6
	Household Notification letter
Specification Section 4.1.3
	177,000 A4 paper 90 gsm black print on white paper double sided
+175,000 DL Manilla envelopes
	Per 1 letter enclosed in 1 envelope
	
	

	
7



	Household enquiry forms (HEF)
Specification Section 4.1.2
	[bookmark: _GoBack]177,000 A3 90 gsm duplex printing folded into an A4 envelope booklet
177,000 oversized C5 Manilla envelopes window
177,000 C5 size Manilla envelopes with postage and address impressions
	Per 1 HEF enclosed in outer envelope with 1 prepaid return envelope
	
	

	

8
	Invitation to register (ITR)
Specification Section 4.1.1
	5,000 A3 90 gsm duplex printing folded into an A4 booklet and enclosed in C5 manilla envelope
5,000 oversized C5 manilla envelopes window
5,000 C5 size Manilla envelopes with postage and address impressions
	Per 1 ITR enclosed in outer envelope with 1 prepaid return envelope
	
	

	
9
	 Standalone by-election 
Specification Section 4.2 and relevant sub section for each item
	5,000 poll cards 
printed without Royal Mail impression

	Per card
	
	

	
	
	700 postal vote packs fully inserted with ballot paper and required envelopes as per specification
	Per fully inserted pack
	
	

	
	
	5500 polling station ballot papers in books of 100 printed on white paper 
	Per book of 100 based of 3 candidates
	
	

	
	
	100 Tendered ballot papers in books of 25 printed on pink paper
	Per book of 25  based on 3 candidates
	
	

	
                                                                                                                          Overall Total Price £ (Ex VAT) Including all proofing and delivery costs

	

	The Overall Total Price is to be based on all the volumes provided in the schedule above and ALL the associated costs that come with managing, designing, printing, enveloping, distributing documents etc.

It is the tenderers responsibility to build the previously mentioned associated costs into the Overall Total Price above.

The Council understands that there will be future works that are unplanned, unforeseen.  Pricing for these unforeseen works, the Council will initially revert to the pricing provided in the schedule above. For any works that differ substantially in volume and/or specification, with reference to the documents already listed within the schedule; the council may consider a works specific quote as necessary.






(End of Schedule 3)


SCHEDULE 4

COMPLIANCE WITH SPECIFICATION & SCOPE OF REQUIREMENTS

This section will be evaluated on a pass / fail basis 

Please confirm you have complied with the stated specification included within this ItFC document, by entering an ‘X’ in the field below:

	YES
	



If ‘NO’ please advise areas of non compliance in the field below:

	







If confirmed yes, and the tenderer does not raise any exceptions here, and are later found to not meet our specification requirements the Council can remove the supplier from the tendering process.

(End of Schedule 4)


SCHEDULE 5

ITFC QUALITATIVE EVALUATION QUESTIONS (75%)
Please note: 10% of the 75% is weighted in ICT & Quality Questions (see Appendix 3)

Where a page limit applies to the tenderer’s response to each qualitative question set out below and where tenderers exceed this page limit; the information included on the additional pages shall not be considered for the evaluation of the tenderer’s submission.  All responses to this section must be submitted in Arial 12 font format.

All responses should be input directly into this response document.  Appendices can be provided but will form part of the page count. Cheshire East Council are not committed to consider any additional content as part of the ITFC Response. 

Cross referencing answer for answer will not be taken into consideration as a valid response.

Question1.  Project Management – Please provide details for your approach to project management to ensure provision of the contract requirements to Cheshire East Borough Council. Please include but not limited to: 

· Confirmation of any sub-contractors you propose to use in the provision of the contract.
· Summary of the way in which you will ensure a sound working relationship and provide detail of the way you will ensure all services are provided within agreed timescales along with details of the Project Team 
· Demonstrate a seamless provision of the obligations under the contract and specification.  
· Detail your procedures for the escalation and resolution of complaints.

	Response (Submission score graded 10%):


Page Limit 3



Question 2.  Contingency Arrangements – Please provide details of your contingency arrangements, in the event of a disaster. Please include but not limited to:

· The continuation of transfer of data, design and production requirements. 
· How your response would comply with the Council’s KPIs, the framework and the specification 
· Delivery in accordance with statutory timetables.  

	Response (Submission score graded 5%):


Page Limit  2



Question 3.  Quality of Products
a) Please provide samples of all products listed in our specification including a sample and description of the fully enclosed postal vote ballot pack that you produce which meets our specification. To be sent to Diane Todd, Electoral Services, Cheshire East Borough Council, Ground Floor, Macclesfield Town Hall, c/o Municipal Buildings, Earle Street, Crewe, CW1 2BJ. Please send samples meeting the standard outlined in the specification which meets the following:

· Cheshire East’s specification requirements
· Legislation requirements.
· Quality requirements e.g. colour, paper type etc. 

	Response (Submission score graded pass/fail)
 This section will be classed as a fail if it does not meet legislation and quality and design standards as out lined in the provided specification and if the samples are not sent to the requested address. This section will be marked as pass if all samples are sent to the address, it meets legislation requirements and meets the quality and design requirements as outlined in the specification



b) Style of Postal Vote Pack: - Please provide a full description of security features of the sample postal vote pack that you have supplied in response to Question 3(a) above.  Please also provide details of the quality assurance checks that you conduct on the postal packs and the process you use to enclose the ballot paper within the postal pack. Please also include the process for production of spoils list

	Response (Submission score graded 15%):



Page Limit  1



c) Please provide confirmation that you will accommodate Cheshire East staff on-site to conduct our own quality assurance checks on the postal vote packs and any other products, within agreed timescales for each election and also detail the timetable arrangements that you will make to deliver the postal vote packs and any other products to the Council premises for us to conduct quality assurance checks internally.


	Response (Submission score graded 10%):



Page Limit  1



Question 4.  Data Transfer/Print Turnaround Time:  Please provide details of when you would expect to receive our data files in relation to the products shown in the Activity Table on the following pages

Please also provide details of your Data Protection arrangements to ensure the safety of Data Files. 

	Response (Submission score graded 15%):



Page Limit  1







	Activity timetable, based on a Borough Election on 4th May 2017 and Annual Canvass, starting 9th August 2017, plus other adhoc print requirements.  Please note Cheshire East Council do not have any scheduled Elections in 2017.
Supplier must complete this timetable in the white sections with their indicative schedule for requested information.

	ELECTIONS DOCUMENTS REQUIRED
	
RELEVANT SECTION IN SPECIFICATION DOCUMENT
	DATE WHEN THE COUNCIL PLANS TO COMMENCE DISPATCH OF PRODUCTS TO ELECTORS/ PROPERTIES OR ALLOCATE PAPERS TO BALLOT BOXES
	DATE WHEN SUPPLIER REQUIRES DATA 
(supplier completion)
	DATE WHEN SUPPLIER WOULD DELIVER PRODUCT BACK TO COUNCIL (supplier completion)
	APPROXIMATE VOLUMES REQUIRED

	Poll Cards
	4.2.3
	27/03/2017
	 
	
	
200,000 cards


	
Poll Cards with postage impression

	4.2.3
	27/03/2017
	
	
	35,000 cards

	Postal Poll Cards
	4.2.4
	27/03/2017
	
	
	
44,000 cards


	
Postal Poll Cards with postage impression

	4.2.4
	27/03/2017
	
	
	10,000 cards

	First Postal Vote Packs
	4.2.2
	19/04/2017
	 
	
	
50,000 packs


	
Second Postal Vote Packs
	4.2.2
	24/04/2017
	 
	
	2,000 packs

	
Ballot Papers (Polling Stations Books of 100)

	4.2.1
	25/04/2017
	
	
	300,000 papers (into books of 100)

	
Tendered Ballot Papers (Polling Stations Books of 25)
	4.2.1
	25/04/2017
	
	
	8,000 papers (into books of 25)

	ANNUAL CANVASS / HNL WRITE OUT DOCUMENTS REQUIRED
	

RELEVANT SECTION IN SPECIFICATION DOCUMENT

	DATE WHEN THE COUNCIL PLANS TO COMMENCE DISPATCH OF PRODUCTS TO ELECTORS/ PROPERTIES
	DATE WHEN SUPPLIER REQUIRES DATA 
(supplier completion)
	DATE WHEN SUPPLIER WOULD DELIVER PRODUCT BACK TO COUNCIL (supplier completion)
	APPROXIMATE VOLUMES REQUIRED

	
Initial HEF forms

	4.1.2
	09/08/2017
	 
	
	177,000


	
First Reminder HEF forms

	4.1.2
	21/09/2017
	 
	
	80,000


	
Second Reminder HEF forms/Knocking on door stage

	4.1.2
	18/10/2017
	 
	
	40,000

	HNL
	4.1.3
	13/02/2017
	 
	
	177,000

	IER ONGOING WEEKLY DOCUMENTS REQUIRED
	
RELEVANT SECTION IN SPECIFICATION DOCUMENT
	
DATE WHEN THE COUNCIL PLANS TO COMMENCE DISPATCH OF PRODUCTS TO ELECTORS/ PROPERTIES
	DATE/ DAY WHEN SUPPLIER REQUIRES DATA 
(supplier completion)
	DATE WHEN SUPPLIER WOULD DELIVER PRODUCT BACK TO COUNCIL 
	APPROXIMATE VOLUMES REQUIRED

	Weekly send out of HEF
	4.1.1
	Friday each week
	 
	n/a
	1,000

	Weekly send out of ITR
	4.1.1
	Friday each week
	 
	n/a
	3,000

	Weekly send out of RTR
	4.1.1
	Friday each week
	 
	n/a
	1,000

	Weekly send out of Confirmation letters
	4.1.1
	Friday each week
	 
	n/a
	1,000

	Weekly send out of PV applications
	4.1.1
	Friday each week
	 
	n/a
	500





Question 5.  Processes: Please detail each step of the timetable / process. Please include but not limited to:

· Your requirements & systems that you’d propose using from start to finish on design. 
· General processes.
· Print plant.
· Warehousing and delivery of the electoral materials. 
· Integration of future Legislative Electoral changes into your process. 

	Response (Submission score graded 5%):



Page Limit  1




Question 6.  Production: Please confirm the overall production capacity that you have access to. Include details of:
· What percentage of your capacity are you running at now?
· What is your average unit volume/output per day?
· What percentage of your capacity will the council’s requirements take up?

Your answer must demonstrate that you have sufficient capacity to take on requirements of this contract and include details of the available capacity levels that you have to deal with disaster recovery.

	Response (Submission score graded 5%):



Page Limit  1



ICT & SECURITY QUALITY QUESTIONS

Please refer to and fill in the separate document Appendix C for ICT & Security Quality Questions

This section covers the ICT & Security questions. Some of these questions are scored and some are PASS/FAIL. The scored questions will make up 10% of the overall total score and weighting of the 75% for Schedule 5: ITFC Qualitative Evaluation Questions. 

The questions within this section that are scored will make up 10% of the overall total score and is included in the 75% weighting of Schedule 5: ITFC Qualitative Evaluation Questions. 

Questions in this section will be marked either 0-10 or Pass/Fail.  A score of 4 or below on any question may preclude the tender response from going forward in the tender process.

Some of the questions will be scored based on the Qualitative Evaluation Methodology (please see next section below).

Other questions will be marked on a PASS / FAIL basis. The ICT infrastructure and elements of the ICT requirements of the Council cannot be exposed due to risk of ICT security itself. The ICT team will either pass or fail based on the response and whether it poses a risk. 

Pass
Meets the Council’s ICT Infrastructure and requirements and does not pose a potential risk to security.

Fail 
Does not meet the Council’s infrastructure and requirements and poses a risk to security.

Where a tenderer fails a pass fail question the measures are considered by the Authority to be insufficient, the Tenderer shall be given a statement of the reasons for that decision.

Each question is allowed a maximum of 500 words. All information exceeding 500 words will be disregarded. Any additional attachments are not permitted. 

(End of Schedule 5)







SCHEDULE 6

DECLARATION

I/We certify that the information supplied by me/us in this document is accurate to the best of my/our knowledge.  I/We understand that the giving of false or incomplete information could result in my/our exclusion from the quotation exercise and may result in Criminal Proceedings.

I/We also understand that it is a Criminal Offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that any such action will empower the Council to cancel any contract currently in force and will result in my/our exclusion from the quotation exercise. As per the bribery act 2010.
I/We certify that I/we have not now or will in the future, canvassed or solicited any member, officer or employee of the council and any other companies in the group of which the council forms part, in connection with this document and that to the best of our knowledge and belief no person employed by me/us or acting on my/our behalf has done such an act.

Signed for on the behalf of the Organisation:      

Name:      

Position/Status in the Organisation:      

Date:      

(End of Schedule 6)

End of ITFC Response Document
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