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1. COMPANY DETAILS
General information questions are asked for information purposes only and the responses will not be evaluated.  The answers do however give the evaluation panel an overview of the organisation and its structure so it is important these are completed in full.

	A.1
	ORGANISATION DETAILS

	A.1.1
	Please state the full name of the organisation submitting this Tender:



	A.1.2
	Please state the full registered office address including post code:



	A.1.3
	Please state the company registration number:


	A.1.4
	Please state the VAT registration number:


	A.2
	FINANCIAL

	A.2.1
	Please state the annual turnover of your organisation:


	A.2.2
	Please state the ratio between your organisations overall assets and overall liabilities:


	A.2.3
	Please state the levels of insurance you hold for the following:
Public Liability – 
Employer’s Liability –
Professional Indemnity –


	A.3
	CONTACT DETAILS (for communications, correspondence and enquiries relating to this Tender submission)

	A.3.1
	Please state the contact’s name, and position within the organisation:
Name - 
Position - 

	A.3.2
	Please state the contact’s full address:



	A.3.3
	Please state the contact’s telephone number and email address:
Telephone number – 
Email address - 


	A.4
	SUB-CONTRACTING

	A.4.1
	Do you intend to sub-contract any element of the Services? Please note that due to the nature of the Services the subject of this ITT, the ICO requires that the successful supplier does NOT use sub-contractors to perform the Services. A “Yes” answer will therefore be assessed as a “fail” under Stage 2 – Selection Criteria.        YES / NO




2. [bookmark: _Toc416775567]RESPONSE TO REQUIREMENT AND SPECIFICATION
Response to Questions – Quality Assessment
Tenderers must provide answers in response to the questions below, to describe how they will meet the requirements of the Contract.  There are 14 questions in total.  
Tenderers are required to respond to all of the questions.  Questions should be answered in full and should not refer to other documents or appendices.
For each answer please adjust as necessary the size of the ‘Answer’ box in order to accommodate your response.
Tenderers are referred to section 4 of the ITT (Part A) and are reminded that evaluation of their answers to these questions will account for 70 % of the total score for their Tender.  
Each question is given a relative importance weighting to reflect its significance in the evaluation. The question weighting is shown alongside each question.  
																						
	QUESTION
No:
	
	Weighting

	
Q.1.

	Please provide an overview of how you propose to provide the services required by the ICO with specific reference to the ICO’s requirements contained in section 2 of this Invitation to Tender (Requirement and Specification). Please include details of any specific “turnaround” times offered by you for the examination of seized equipment.

	X1

	Answer
	


	

	
Q.2.

	In line with the ACPO / National Police Chiefs’ Council guidance relating to principles of computer based electronic evidence; please explain your approach to, and experience in; onsite gathering of forensic evidence via the imaging of computer equipment seized during the execution of a search warrant (as detailed at Schedule 9 of the DPA).
	X2

	Answer


	
	

	
Q.3.

	In line with the ACPO / National Police Chiefs’ Council guidance relating to principles of computer based electronic evidence; please explain your approach to, and experience in; the removal of seized equipment to the forensic service providers premises for further examination. Include how you will ensure integrity and continuity of all seized exhibits in storage and transportation.

	X1

	Answer


	
	

	
Q.4.

	Please explain your approach to, and experience in; the imaging of other media for evidential purposes i.e. communications equipment and other portable media.

	X2

	Answer


	
	

	Q.5.


	How would you analyse and present the evidence gathered in accordance with specific search criteria provided by the ICO?

	X1

	Answer


	
	

	Q.6.


	Please explain your approach to, and experience in; the provision of evidential packages for disclosure to the defendants in any court cases resulting from the investigation. 

	X2

	Answer


	
	

	
Q.7.

	Please explain what controls and procedures you have in place for the secure collection, transfer, storage, use and disposal of information assets, and how you would ensure that all seized equipment and/or exhibits are securely held in compliance with applicable security, data protection and confidentiality requirements. Please also provide a copy of your data protection policy.

	X2

	Answer


	
	

	Q.8.


	Please explain your approach to, and experience in; the provision of statements outlining your findings as a result of your forensic examinations and attendance at court to present such evidence if required. Please provide details of your staff’s experience of presenting evidence at Court as an expert witness.

	X2

	Answer


	
	

	Q.9. 

	How would you ensure that you would meet the timescales set by the ICO or requirements of the Criminal Justice System?

	X1

	Answer
	
	

	Q.10
	What will be your approach to meeting and liaising with ICO staff and prosecuting counsel prior to trial.
	X1

	Answer
	
	

	Q.11.
	Please describe what options are available to deliver evidence, reports and information to the ICO’s staff  (e.g. via a secure client /web portal or any other methods)  Explain the advantages and disadvantages of each and indicate which are the cheapest / most expensive options.


	X2

	Answer
	
	

	Q.12.
	Please provide details of the experience, training and security clearance levels for all staff who will be working with the ICO during this contract including details of any Baseline Personnel Security Standard (or equivalent) in place.
	X1

	Answer
	
	

	Q.13.
	Please provide details and evidence of any accreditation or certification (e.g. ISO9001, ISO27001, ISO17025 or similar) you have or are working towards. 
	X2

	Answer
	
	

	Q.14.

	The ICO may require similar services to those described in section 2 of this ITT, dependant on the requirements of the particular offence under investigation. Please therefore outline any relevant additional services that your company would provide to improve and support our requirements (max 300 words).

	X1

	Answer
	
	



References
Please provide details of up to three of your existing or recent contracts that are similar and relevant to ICO’s requirements. Contracts for the supply of goods or services should have been performed during the past three years. The people names as contacts should be prepared to speak to ICO to confirm the accuracy of the information provided below if we wish to contact them.
	
	Reference  1 
	Reference 2 
	Reference 3 

	
Name of Organisation:
 
	
	
	

	
Contact details:
 

	Name:

Phone:

Email:

	Name:

Phone:

Email:

	Name:

Phone:

Email:


	
Contract details: 


 
	Start date:

End date and reason for ending (if ended):




Value:


	Start date:

End date and reason for ending (if ended):




Value:

	Start date:

End date and reason for ending (if ended):




Value:


	
Brief description of contract: 











	
	
	













3. [bookmark: _Toc416775568]COSTS SCHEDULE
Guidance

Tenderers are referred to section 4 of the ITT (Part A) for further information on how costs will be evaluated and are advised to ensure that they fully understand the evaluation methodology to be used to assess costs. Tenderers’ attention is particularly drawn to the case study, as in order to objectively evaluate all bidders, the Commissioner requires all bidders to submit costs against the scenario outlined in that case study. 
Tenderers must take care to ensure they provide a cost for each item/element of the schedule as specified, based on the case study.  Failure to complete the schedule in full may result in the Tender being rejected.
In the event you are unclear with regards to any section, please contact us. Contact details are provided in the ITT (Part A), section 1.  All costs must be in pounds sterling.
1.  Fixed Costs Tendered
	Costs Response Weighting  30%

	Please confirm here the costs based on the case study set out in Part A of this ITT.   The Contract Prices will apply to any order called off by the Commissioner under the Agreement. 

	Service / Cost Element: 
	Tender Response:

	· Cost per hour for the on-site examination (6 hours)

	£

	· Cost per hour for the off-site examination (18 hours)

	£

	· Cost for provision of evidential statement and attendance at court.

	£

	· Travel costs – please detail your approach and any costs additional to the costs shown above

	

	                             





2.  Further Cost Information
Tenderers are required to be clear about all costs that ICO may incur if their Tender is chosen.  If anything pertinent to the requirements and specification set out in this ITT (Part A) is not included in the costs quoted above you must clarify this using the box below.
If any item is not excluded or separately costs here as an addition, an optional extra or an expense ICO will assume that it is included and the total costs of the Tender and the resulting Contract will be assessed and entered into on that basis if your Tender is chosen. 
Tenderers should use this box to set out any additional relevant information necessary to support the costs quoted that is not provided elsewhere.  This could include a summary of the assumptions you have made. 
	
Additional Information Regarding the Costs Quoted:
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4. [bookmark: _Toc416775569]FREEDOM OF INFORMATION EXCLUSION SCHEDULE
Tenderer’s attention is drawn to the Conditions of Tender in section 6 of the ITT (Part A) and the terms and conditions of the Contract. 
Tenderers should state here which items of information (if any) supplied by them in their Tender they regard as confidential or commercially sensitive or which should not be disclosed in response to a request for information under the Freedom of Information Act.  Tenderers should state why they consider the information to be confidential or commercially sensitive and the period for which they feel it should remain confidential.
Tenderers must accept that ultimately disclosure of any information is at the sole discretion of ICO.

I/We declare that I/we wish the following information to be designated as confidential or commercially sensitive for the reasons and for the time period specified in the table below:

	Relevant Tender Information

	Exemption under FOIA (include section no.)
	Reason for Suggesting Exemption Applies 
	Time Period 

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	




Signed:	

Date:	

Name of Signatory:	

Name of Organisation:	
5. [bookmark: _Toc416775570]
TENDERING DECLARATION

In response to the ITT for the provision of Digital Forensic Services dated 30 November 2015, I/We, the undersigned, confirm that in submitting a Tender that I/We:
1 undertake that the offer in the Tender shall remain valid and open for acceptance for a period of 90 days from the date of submission unless specifically withdrawn in writing;
2 certify that the information supplied in this Tender is accurate to the best of my/our knowledge and accept that any error, omission, false statement or misrepresentation could result in the rejection of this Tender or withdrawal of an award of the Contract at any stage of the procurement process;  
3 understand that ICO is not bound to accept any Tender it receives;
4 agree that ICO may disclose any part of this Tender within Government for the purposes of ensuring effective cross-Government procurement processes and value for money purposes;
5 will contract and agree, on the acceptance of this Tender in whole or part, to perform the Services detailed in the ITT (Part A), at the prices and terms quoted in this Tender; 
6 accept the terms and conditions of the Contract set out in the ITT and undertake to perform the Contract in strict conformity with those terms and conditions;
7 understand that my/our responses to the questions posed in the ITT, including any explicit or reasonably implied undertakings, will form part of the Contract if subsequently entered into between myself/ourselves and ICO;
8 confirm that if my/our Tender is accepted I/we will, if required and upon demand, produce evidence that all relevant insurances and compliance certificates with relevant legislation and policy are held and in force;
9 certify that no grounds for mandatory exclusion apply to me or my organisation as set out in the Public Contracts Regulations 2015 paragraph 57(1)-(3);
10 certify that no grounds for discretionary exclusion apply to me or my organisation as set out in the Public Contracts Regulations 2015, paragraph 57(4)&(8) or where they do they have been fully explained to ICO and all relevant information has been provided;  
11 certify that I/We have not done, and I/We will not, at any time before the notification of Tender results, do any of the following:
11.1   communicate to any person other than ICO the amount or approximate amount of the proposed Tender, other than in confidence in order to obtain insurance quotations or guarantees required for the preparation of the Tender;
11.2   enter into any agreement or arrangement with any person that he/she shall refrain from tendering or as to the amount of any Tender to be submitted;
11.3   offer any inducement, fee or reward to any officer or employee of ICO or any person acting as advisor to ICO in connection with the ITT or canvass the opinion of such persons on the content of this or any other Tender or on the award of the Contract;
11.4   offer to pay or give or agree to pay any sum of money or valuable consideration directly or indirectly to any person for doing or causing to be done in relation to this or any other Tender any act or thing of the sort described above;
11.5   committed any offence under the Bribery and Corruption Act 2010.  
In the context of this clause the word ‘person’ includes any persons, body or association, corporate or unincorporated; and ‘any agreement or arrangement’ includes any such transaction, formal or informal, and whether legally binding or not.

12	I/we acknowledge that ICO will rely upon the representations in this Tender response in 	selecting a preferred bidder and in the award of the Contract and may seek its wasted 	costs if any representations are materially untrue or incorrect (or later become untrue 	or materially incorrect in the absence of immediate notification by the Tenderer to the 	ICO).

This Tendering Declaration should be signed by a director, partner or other senior authorised representative in his/her own name and on behalf of the organisation.

Signed:	

Date:	

Name of Signatory:	

Name of Organisation:	
6. [bookmark: _Toc416775571] DECLARATION OF INTERESTS IN OR  
[bookmark: _Toc416775572]    CONNECTIONS WITH ICO

Please tick the appropriate box for A  or B and if B complete the table, adding additional lines if required:



In response to the ITT for the provision of Digital Forensic Services dated 30 November 2015,  I/We, the undersigned, confirm that in submitting a Tender that I/We:
 

	A:   do not have any interests in the business of ICO nor do we have any personal, financial or business connections with any officer or employee of the ICO.   


Or


	B:  have the following interests in or connection with ICO:


	Nature of interest or connection
	Name of individual within ICO 

	

	

	

	

	

	

	

	










Signed:	

Date:	

Name of Signatory:	

Name of Organisation:	






7. [bookmark: _Toc416775573]QUALIFICATION OF TENDER

Please delete A or B as appropriate:
A.	I/We do not wish to make any qualifications to the offer contained in the 	Tender:

B.	I/We wish to make the following qualification(s) to the offer contained in the 	Tender:








Signed:	

Date:	

Name of Signatory:	

Name of Organisation:	
	
8. [bookmark: _Toc416775574]  ENCLOSURES CHECKLIST 
THANK YOU FOR TAKING THE TIME TO COMPLETE THIS TENDER.
To ensure your Tender submission is evaluated properly ICO needs to have a complete response from you.
Before returning this document, please check you have answered all sections and ensure that you have enclosed any relevant documents by completing the checklist below.
Please tick the appropriate box where you have completed the section.
	CHECKLIST:

	Please also ensure that you have:
	Tick Below

	Completed the Company Details section.
	

	Answered all questions asked in section 2, Response to Requirement and Specification.
(Your tender will be non-compliant if you have not completed this schedule)
	

	Completed section 3, the Costs Schedule, in full as directed.
(Your tender will be non-compliant if you have not completed this schedule)
	

	Completed the Freedom of Information Exclusion Schedule in section 4.
	

	Signed the Tendering Declaration page in section 5.
(NB it must be signed by suitably senior personnel as directed)
	

	Signed the Declaration of Interests or Connections with ICO page in section 6.
(NB it must be signed by suitably senior personnel as directed)
	

	Indicated whether or not you wish to qualify your Tender and if so given details in section 7.
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