








Tender Specification 

NORTH EAST ACCESS TO FINANCE LIMITED

Procurement of IT support contract





Tender Reference: NEA2F/038

May 2018




3rd Floor
Baltimore House
Abbots Hill
Gateshead
NE8 3DF


1.	INTRODUCTION

The Contracting Authority for this tender is North East Access to Finance Limited (‘NEA2F’).  We are a company limited by guarantee, based at 3rd Floor, Baltimore House, Abbots Hill, Gateshead NE8 3DF.  Our remit includes:

· Stewardship of legacy returns from publicly backed investment funds in North East England, including maximising of returns.
· Working with LEPs, stakeholders and policy makers to provide a co-ordinated strategy on Access to Finance provision in North East England.
· Overseeing the re-deployment of legacy returns from the investment funds in the region into new funds and initiatives to support SMEs.
· Planning and supporting the implementation of new funds to ensure continuity of Access to Finance provision in the region.

NEA2F is inviting firms to tender for the provision of IT hardware and software support for a period of 3 years from 11 July 2018. See section 2 below for the full specification. 

Enquiries
All enquiries in connection with this tender should be addressed to James Arkless, Company Secretary and Legal Manager, at james.arkless@nea2f.co.uk. 

Expressions of interest
If you intend to submit a tender, please register an expression of interest as soon as possible by emailing james.arkless@nea2f.co.uk. Any other information or clarifications can then be circulated to all interested parties by email.

Closing date
The closing date for tenders to be received is 12.00 noon on Monday 4 June 2018.

Page limit
Tenders should be limited to a maximum of 10 pages of A4, excluding CVs of key individuals which may be appended.

Interviews
We may invite firms to interview on Monday 25 June. Please keep this date free.


2.	SPECIFICATION OF REQUIREMENTS

Services to be provided
· Provision of IT hardware support and IT software support
· Ensuring the latest supported versions of any application and all necessary patches are supplied (with the exception of internet banking software).
· Provision of data storage with secure remote access and at least daily secure backup.
· Provision and maintenance of a robust internet security system.
· Technical expertise to ensure optimum cyber-security arrangements.
· Confirmation that physical and cyber security of data storage satisfies all legal requirements including the new General Data Protection Regulation.
· Confirmation that no data is stored or backed up outside the European Economic Area.
· Prompt and timely support in the event of IT outages and other technical problems.
· Advising on any improvements at any time to facilitate the most efficient and secure system at the best value.
· Attending meetings with representatives of NEA2F as required.
· Complying with any record keeping requirements that may be required by our funders.
· Complying with record keeping and assurance requirements as part of Cyber Essentials accreditation (register of firewall log, user creation, user deletion and user amendment etc).
· Hold Administrator privileges.

Hardware covered by the contract
· 4 Lenovo desktop computers, 1 Lenovo Thinkpad and 1 Microsoft SurfacePro.
· CISCO firewall.
· Racking and cabling.

Software covered by the contract
· Microsoft Office 2016.
· Microsoft Office 365.
· Anti-virus/malware software.

A diagram of the current network is attached on page 7.
Other arrangements
· Sage 50c Accounts Professional is covered with Sage Premium Plus support but assistance may be required to update the software.
· Our printer/scanner/copier is maintained under a separate contract but assistance may be required in relation to its interface with our system.
· Our website www.nea2f.co.uk is hosted and registered under a separate contract.


3.	PRICING

Bidders are asked to provide pricing proposals based on:

[bookmark: _GoBack]A fixed quotation for an IT support contract for 3 years from 11 July 2018, specifying the service level and guaranteed response time:
· responding to day-to-day technical queries within an agreed timescale (please include your proposed response times)
· routine maintenance and patch updating as required for Cyber Essentials accreditation
· quarterly visits to the office to review the operation of the network and equipment.

A price for ad-hoc systems advice and support: We would expect some systems advice within the main contract, but please provide an hourly rate for any additional support required.


4.	CONTRACTUAL ARRANGEMENTS

The contract will be for three years from 11 July 2018.

The successful provider will be required to sign a confidentiality agreement and/or data processor agreement.

We reserve the right to review service requirements annually, and if necessary to amend the scope of the contract.  We may terminate the contract by giving 3 months’ notice in writing.

At the end of the contract term, by agreement with the provider, we may extend the contract by an additional 12 months.

We will pay all invoices within 30 days of receipt, provided that the services to which they relate have been performed in accordance with the contract.

5.	TENDER SUBMISSION

If you intend to submit a tender, please register your interest as soon as possible by emailing james.arkless@nea2f.co.uk so that any additional information can be sent to you.

The closing date is 12.00 noon on Monday 4 June 2018.

Page limit is 10 pages of A4 (excluding CVs).

Tenders should be emailed to james.arkless@nea2f.co.uk with ‘NEA2F/038’ in the header.

We may invite firms to interview on Monday 25 June 2018. Please keep this date free.


6.	CONFIDENTIALITY AND TRANSPARENCY

To ensure a fair and transparent process, no approach of any kind should be made to anyone associated with NEA2F in connection with this tender other than your formal tender documentation and any clarification requests.  Failure to comply with this may result in disqualification.

You must not disclose to anyone else any prices or other information contained in your submission before the decision on award of the contract is notified to you, and you must not make any arrangement with another party about whether or not they should tender.

You must not try to obtain any information about anyone else’s tender submission or proposed submission before the decision on award of the contract is notified to you.



7.	AWARD CRITERIA

The contract will be awarded to the bidder who submits the most economically advantageous proposal.  Written submissions will be evaluated against the following criteria: 
	Criteria
	Max score

	Price and value for money
	40

	Technical expertise demonstrated
	30

	Understanding of  our requirements and ability to respond to them
	30

	Total
	100


If you are shortlisted for interview, your score will be re-evaluated on the basis of the above criteria after interview. Please see below for scoring principles.

	Scoring principles

	Price: The maximum 40 marks will be awarded to the lowest priced bid, with other scores reduced in proportion to the additional cost.

	Other criteria will be marked as follows:
· Exceeds the requirements of the contract: 30 marks
· Meets all requirements of the contract to a high standard: 25 marks
· Meets most or all of requirements to a good standard: 20 marks
· Meets most requirements to an acceptable standard: 15 marks
· Unacceptable, does not satisfy contract requirements: Nil.
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