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Summary
1.1 This invitation to tender (ITT) relates to the procurement of internal audit services as set out in the specification of requirements.
1.2 The activities of the internal auditors are co-ordinated by the company secretary and colleagues in the governance department.  The internal auditors will have access to and report to the audit committee which normally meets a minimum of four times during the financial year.
1.3 The contract shall be awarded for a period of three years to cover the financial years 2021/22, 2022/23 and 2023/24.  Our current internal auditors are BDO who have prepared a risk-based three-year rolling internal audit strategy and plan of work.  The appointment of the new internal auditors will commence in January 2021 in order to facilitate planning for the 2021/22 audits and will conclude once all reporting for the 2023/24 audits has been concluded.
1.4 Silva Homes is also concurrently running a tender for the provision of external audit services for a period of three years to cover financial years 2021/22, 2022/23 and 2023/24.
1.5 Tenderers are free to submit tenders for one or both of these services, although the same tenderer cannot perform both of these services and will not be selected for both. If tenderers submit two tenders for both services then they should express a non-binding preference as to which they would most like to provide. If the tenderer is shortlisted for both services we will consult with them at this point to determine how best to proceed.  
2. Definitions
2.1	For the purposes of this ITT and contract, except where expressly stated to the contrary, the words below shall have the following meanings:

Tender	means the documents and information submitted by the tenderer in response to this ITT.
Tenderer		means you, the organisation submitting the tender.
Contract		means the contract entered into pursuant to the tender.
Contractor	means the successful organisation whose tender has been accepted and includes the contractor's legal representatives and permitted assignees.


3.      Introduction

3.1 This ITT has been issued by Silva Homes Limited on behalf of the Silva Homes group which also includes its subsidiary, Forest Future Homes Limited (FFH).
3.2 Silva Homes reserves the right to change any aspect of, or cease, the tender process at any time. Silva Homes is not liable for any costs incurred by the tenderer resulting from the cancellation of this tender process nor for any other costs incurred by those tendering for this contract. 
3.3 Whilst Silva Homes has taken all reasonable steps to ensure that the facts contained in this ITT are true and accurate in all material respects, Silva Homes does not make any representation or warranty as to the accuracy or completeness or otherwise of this ITT, or the reasonableness of any assumptions on which this document may be based. 
3.4 All information supplied by Silva Homes to the tenderers, including that contained in this ITT, is subject to the tenderer’s own due diligence. Silva Homes accepts no liability to tenderers whatsoever and however arising and whether resulting from the use of this ITT, or any omissions from or deficiencies in this ITT.
3.5 Estimated requirements (where indicated) are provided for the tenderer’s guidance only and a greater or lesser amount may be required.
3.6 Please ensure all questions are answered in full, in English and in the format requested. Failure to do so may result in your submission being disqualified. If the question does not apply to your organisation, please clearly state N/A.
3.7 We reserve the right to retain all non-confidential material submitted, including that prepared for presentation purposes and display, or otherwise use the material as we may consider appropriate, at no cost to us.
3.8 This ITT is being offered under our terms and conditions, which will govern any resultant contract.
4. Background to Silva Homes

4.1 We commenced trading on 11 February 2008 when Silva Homes Limited (formerly known as Bracknell Forest Homes Limited) received a transfer of housing stock from Bracknell Forest Council. We are a registered provider whose principal activities are the management, maintenance, improvement, and development of social housing.  We have an approximate annual turnover of £50m and manage 6,620 rented and 1,084 leasehold homes as at 31 March 2020.
4.2	We currently have a single wholly owned subsidiary, Forest Future Homes Limited (FFH), whose principal activity is the provision of design and build services to the parent company.
4.3	Silva Homes’ current spend on contracted internal audit and associated services is approximately £40,000 per annum (excluding VAT but including travelling and other expenses).
4.4	Copies of the 2019/20 annual report and financial statements of Silva Homes and FFH accompany this document.
4.5	Further information on Silva Homes can be found at https://www.silvahomes.co.uk
5. [bookmark: _Toc8629]Procurement timetable  
5.1	The procurement of internal audit services is intended to follow the timeline below, however tenderers should note that Silva Homes reserves the right to change the dates at its sole discretion.  
	Procurement step
	Duration
	Start date
	End date

	Issue ITT to market
	3 weeks
	Fri 30 Oct
	Fri 20 Nov

	Prospective tenderers to indicate intention to bid to Silva Homes
	-
	-
	4pm
Fri 6 Nov

	Tenderer clarification questions from tenderers
	1 day
	Mon 9 Nov 
	Mon 9 Nov

	Response to clarification questions by Silva Homes
	1 day
	Wed 11 Nov
	Wed 11 Nov

	Deadline for submission of tenders
	-
	-
	12 noon 
Fri 20 Nov

	Initial evaluation by Silva Homes
	 3 days
	Mon 23 Nov
	Fri 27 Nov

	Notification of shortlisted tenderers
	-
	-
	Mon 30 Nov

	Shortlisted tenderers virtual presentation to Silva Homes
	1 day
	Mon 7 Dec
	Mon 7 Dec

	Audit committee and board approval of preferred suppliers
	-
	w/c Mon 14 Dec
	w/c Mon 14 Dec

	Notification of successful/unsuccessful tenderers
	-
	-
	Wed 23 Dec

	Contract and mobilisation commences
	-
	-
	Fri 1 Jan 2021



6. [bookmark: _Toc8630]Questions and clarifications 
6.1 You may raise questions or seek clarification regarding any aspect of this procurement at any time prior to the deadline set in the procurement timetable. Questions should be submitted to aisha.adekunlelawal@silvahomes.co.uk 
6.2 To ensure that all tenderers have equal access to information regarding this procurement, we will publish all the questions and our responses to them on an anonymous basis. 
6.3 At times we may issue communications to the email address for the tender contact initially provided to Aisha Adekunle-Lawal. If there are any changes to the contact you have nominated you must update them as soon as practical. Not doing so may result in you not receiving important communications.
7 [bookmark: _Toc8632]     Submitting a tender 
7.1 This ITT is issued on behalf of Silva Homes and no tender will be considered unless it is made in the form set out in schedules 2, 3 and 4.
7.2 You should submit your tender to aisha.adekunle-lawal@silvahomes.co.uk and it must be received by the deadline set in the procurement timetable. 
7.3 [bookmark: _Toc8633]Other than the person or persons identified above, no Silva Homes employee or board member has the authority to give any information or make any representation (express or implied) in relation to this tender or any other matter relating to procurement process unless specifically agreed by the above person.
7.4 You are responsible for obtaining all information necessary for the preparation of your submission and no claims of insufficient knowledge will be entertained.  
7.5 You should satisfy yourself of the accuracy of all fees, rates and prices quoted. Correction of any errors identified after submission of the tender will be at our sole discretion.
7.6 Only one tender is permitted from each tenderer in response to this ITT. In the event that more than one is submitted by a tenderer, the one with the latest time of submission will be evaluated and the other(s) disregarded.
7.7 If you add any tender conditions which are at variance with our general or other conditions then such added conditions shall be deemed to be null and void.  The acceptance of any such tender by us shall not in any way be deemed to be an acceptance by us of the conditions and our conditions shall apply.
7.8 Silva Homes reserves the right to issue supplementary documentation at any time during the tendering process to clarify any issue or amend any aspect of the tender.  All such further documentation that may be issued shall be deemed to form part of the ITT and shall supplement and/or supersede any part of the ITT to the extent indicated.
8 Conditional or qualified tenders
8.1	Any tender that is expressed to be conditional or is limited in any way will automatically be rejected. Any tender that does not comply fully with the requirements of this ITT will automatically be rejected.  Accordingly, tenderers are strongly advised to obtain from us all the information needed in order to formulate their tender well before the latest date and time for receipt of tenders.
9 Evaluation methodology
9.1 When tenders have been received, they will be held until the closing deadline and then will be checked to ensure that they are valid and complete.
9.2 Validity: tenders will be classified as valid if received in accordance with the requirements of this ITT. Validity will be established by checking against the various criteria set down in this ITT. Submissions that are found to be invalid will be eliminated and not considered further. Prices submitted for this tender will be valid for 180 days.
9.3 Completeness: tenders must include all requested documents to be classified as complete. Completeness will be established against the following checklist of all submissions required in each part of the tender documentation:
· Schedule 2 – supplier evaluation form.
· Schedule 3 – ITT response document.
· Schedule 4 – pricing schedule.
9.4 Tender submissions that are not valid or complete will be eliminated and not considered further except, at our sole discretion, in the case of minor omissions that can be rectified in accordance with any reasonable request made by us.
9.5 If we need to clarify any of these points, questions will be submitted in writing to the named point of contact provided within the tender submission.
9.7	During the evaluation period, we reserve the right to seek clarification in writing or by means of a clarification meeting from any or all of the tenderers, to assist Silva Homes in its consideration of their tenders.
9.8	We do not undertake to accept the lowest tender or any tender, and reserve the right to accept the whole or any part of any tender submitted.  
9.9	The award of this contract will be to the most economically advantageous tenderer taking into consideration the following award criteria and which are set out in more detail in schedule 3: 
	Section
	Description
	Weighted Score (%)

	Schedule 3
	Quality
	70%

	A
	Methodology 
	

	B
	Resourcing
	

	C
	Quality assurance
	

	D
	Benchmarking, added value and innovation
	

	E
	Managing performance
	

	F
	Presentation
	

	Schedule 4
	Price
	30%

	Total Weighted Score
	100%







10 Contract award 
10.1 The tenderer whose proposal has the highest total weighted score for both quality and price will be perceived to offer the most economically advantageous tender for this contract under the terms of this model.
11 Tender return
11.1 Please note that the following documents should be signed if applicable and returned with your submission:
a) Supplier evaluation questionnaire.
b) Anti-collusion certificate.
c) Form of tender.









Schedule 1 – SPECIFICATION OF REQUIREMENTS

1	Audit programme
1.1	The audit programme we need will require the provider to undertake the following services:
· Assess audit needs and regularly update the analysis to ensure all relevant risks are covered.
· Propose internal audit objectives for audit committee approval.
· Prepare a detailed audit strategy for three years including timescales and projected completion dates.
· Identify and evaluate key controls (including risk, review and monitoring arrangements).
· Carry out compliance tests to determine whether the controls are working.
· Apply appropriate specialist expertise covering areas such as IT.
· Liaise appropriately with other assurance providers used by Silva Homes, including specialist health and safety advisers.
· Benchmarking the performance of Silva Homes against comparable housing associations, providing comparative analysis and highlighting best practice for adoption by Silva Homes.
· Report on whether value for money is being achieved and ways of improving economy, efficiency and effectiveness of the activities of Silva Homes.
· Issue findings and recommendations to the audit committee, executive board and senior management, incorporating responses and agreed action dates.
· Prepare an annual report and present it to the audit committee and executive board.
· Confirm implementation of all accepted recommendations.
· Liaise with the external auditor to ensure that work complements that of the statutory audit.
2 Relationship management
· [bookmark: _Hlk54904326]The internal auditors are expected to comment constructively on potentially difficult issues and to engage proactively with senior management, executives and the audit committee in identifying solutions to such issues.

· [bookmark: _Hlk54904362]The internal auditors should also be willing and able to provide ad-hoc advice on an occasional basis outside of agreed audit fieldwork.  Such occasional ad-hoc advice should be covered within the contracted rate for the core audit programme and not be subject to additional fees. We recognise that there may be occasions where larger ad-hoc investigations or other work are required and we will agree a separate scope and fees for such assignments.


3	  Audit planning, fieldwork and reporting
3.1	A three-year rolling programme of internal audits is agreed with the audit committee on an annual basis.  The audits are conducted throughout the year with the exact timing co-ordinated by the governance department and the directorates whose activities are subject to audit. 
3.2	The detailed scope of each audit, findings and recommendations are agreed with the relevant executive director and their colleagues.
3.3	Draft audit reports are reviewed by the executive board before being presented to the audit committee on a quarterly basis.
3.4	Quarterly progress reports are also provided to the audit committee and an annual report on internal controls is provided to the June meeting each year.  The internal auditors are invited to these meetings and a senior representative is expected to attend.
3.5	Ad-hoc investigations may also be required from time-to-time and these are agreed with the company secretary or else directly with the audit committee.
4       Contractual agreements
4.1	The duties of Silva Homes and internal auditors should be clearly presented in the agreed terms of reference as detailed in the letter of engagement.
4.2	The successful tenderer will be bound by the terms of engagement for the appointment of internal auditors provided by Silva Homes.
7.3 
Schedule 2 - SUPPLIER EVALUATION FORM
All tenderers must complete the following supplier evaluation form:


The responses provided by tenderers will be used for a pre-qualification evaluation.  Any tenderer which at the sole discretion of Silva Homes does not meet the minimum requirements will be excluded from the tender evaluation process.



Schedule 3 - ITT RESPONSE DOCUMENT
Criteria A to F – Quality (technical information)
This section accounts for 70% of the overall score.  The questions contained within these criteria are designed to ensure we are able to evaluate the technical aspects to determine the most economically advantageous tender to provide the services as set out in schedule 1 - specification of requirements. 
	Criteria
	Title
	Reference
	Question
	Weighting

	A
	Quality
(technical information)
	A
	Methodology 
	14%

	
	
	B
	Resourcing
	14%

	
	
	C
	Quality assurance
	7%

	
	
	D
	Benchmarking, added value and innovation
	14%

	
	
	E
	Managing performance
	7%

	
	
	F
	Presentation
	14%



Response guidance
It is mandatory to respond to all the questions in the following sections. Responses should be precise with reference to accompanying literature kept to a minimum.
Any appendices should be clearly referenced and kept to a minimum.
We are seeking high quality services and this section provides you with an opportunity to demonstrate your proposals for delivering the services, highlight the experience of the staff who will be assigned to carry out the services and your understanding of our requirements.
It also enables you to indicate any difficulties or problems which might be encountered in the performance of the services and your proposed solutions to them.
As the responses in schedule 2 will form the method statement and agreement between the parties, it is vital that the responses are realistic and thorough but do not contain commitments as to levels of service which cannot be provided, achieved or maintained.
You must ensure you comply with the word limit set out in each response section. Any additional wording will not be read or scored.
It is the intention that the specific questions contained in this schedule 3 are answered in the order and the manner in which they appear. This is to help facilitate a thorough and transparent evaluation. 
We may require additional information at a later stage and reserves the right to request such information. 
You must ensure you answer all the questions in the context of the service requirement and with reference to the full suite of tender documents.
You are requested not to submit any general promotional or marketing material within your tender.



[bookmark: _Toc495925575]
[bookmark: _Toc495925578]

SECTION A – METHODOLGY

	Each question will be scored out of 10, and the whole section will be weighted 14% of the overall tender score.




	Question No.
	Description of Question

	Word limit
	Maximum 700 words per question

	A1
	Audit Planning

Please provide details of your approach to audit planning, including the key stages of the process and whom this would involve.  Please include the key risks you would consider in planning your audit programme.

Please indicate how many audits you would expect to complete each year and the total number of days you would expect to charge.



	Response:
	





	A2
	Audit Fieldwork

Please outline your approach to audit fieldwork to ensure an efficient and effective audit.

Answers should include but not be limited to:
· Setting the scope of work for each assignment 
· The level of input and deliverables that you would expect from Silva Homes colleagues.
· Process for keeping middle and senior management informed about audit progress.
· The use of technology.

	Response:
	









	A3
	Reporting to management 

· Please outline your approach to preparing and agreeing reports to management and provide examples of audit reports undertaken within the last two years for another client relating to IT security and the management of responsive repairs as well as an annual assurance report.  
Please contact us to discuss alternatives if you do not have examples of recent audits covering these areas.
(Client names and other confidential information should be redacted from reports which also will be excluded from the word count). 

	Response:
	




	A4

	Complementing existing risk management and assurance

Please explain how your internal audit approach would complement  and work with other aspects of our risk management, internal controls and assurance processes.


	Response:



	







	A5 
	Addressing future changes

What key changes do you envisage in risk management and assurance requirements for registered providers over the next three years? How do you propose to address these in your audit plan?


	Response:
	












SECTION B – RESOURCING
	Each question will be scored out of 10, and the whole section will be weighted 14% of the overall tender score.




	Question No.
	Description of Question

	Word limit
	Maximum 300 words per question

	B1
	Please set out the proposed staffing structure and how it will effectively deliver the contract. Please provide the principal point of contact for the contract (if you were successful).
This should include:
· The experience of your senior management and engagement team in auditing other registered providers including their knowledge of areas such as regulation, tenancy and income management, repairs, major works, development and sales.
· Proposed approach to continuity of staffing for the period of the contract.
· Proposed approach to the use of any specialist staff that may be required.


	Response:

	





	B2
	Please express in percentage terms the amount of time you would expect each member of staff listed below would spend on the audit process:
· partner
· manager
· qualified staff
· trainee staff.

	Response:




	







	B3
	Since the auditor is appointed and paid by Silva Homes, how will you ensure your independence throughout the process.

	Response:





	





SECTION C – QUALITY ASSURANCE

	Each question will be scored out of 10, and the whole section will be weighted 7% of the overall tender score.




	Question No.
	Description of Question

	Word limit
	Maximum 300 words per question

	C1
	Please set out the quality arrangements within your firm for ensuring that quality exists throughout the audit process.

Please indicate how you ensure quality is embedded into the audit processes.


	Response: 









	C2
	How have you adapted your audit procedures for the social distancing and other restrictions in force to deal with Covid-19 and how have you ensured that these changes have not reduced the quality of your audit work?

	Response:





SECTION D – BENCHMARKING, ADDED VALUE AND INNOVATION

	Each question will be scored out of 10, and the whole section will be weighted 14% of the overall tender score.




	Question No.
	Description of Question

	Word limit
	Maximum 500 words per question

	D1
	What benchmarking of our activities would you provide as part of your internal audit service?  How would you help Silva Homes by communicating best practice observed at other registered providers?


	Response
	





	D2
	What value adding services can you offer to Silva Homes over the life of the contract?

Tenderers are invited to submit proposals of innovative thinking and potential innovative practices that will add value.

Answers should include but not limited to:
· How information regarding regulations and best practice in risk management and assurance is shared with Silva Homes.
· Training and personal development of staff, both of your own company and Silva Homes.
· Clear, tangible and innovative ideas that will lead to an improved relationship and service which will ultimately add value.

	Response:





	




	D3
	Explain how your internal audit service, together with your knowledge of the social housing sector, relevant specialist contacts and awareness, will work in partnership with Silva Homes to help deliver its strategic plan and business strategies?

	Response:
	










SECTION E - MANAGING PERFORMANCE
	[bookmark: _Hlk51852772]Each question will be scored out of 10, and the whole section will be weighted 7% of the overall tender score.




	Question No
	Description of Question

	Word limit
	Maximum 500 words per question

	E1
	Managing performance will be key to ensuring that the service delivers the expected outcomes.

How do you propose to manage performance monitoring and reporting over the life of the contract in accordance with the scope of works?

Answers should include but not be limited to:

· How will you manage and report on the performance of the key deliverables of the scope of works in relation to the following key performance indicators:
· Good quality service via quantitative and/or qualitative questionnaires or other feedback processes from customer staff and other stakeholders.
· Meeting set deadlines on time.
· Effective communication with Silva Homes’ colleaagues and other stakeholders.
· Examples of any current data and outcomes reporting systems that you feel would add value to managing performance over the life of this contract.

	Response:

	





SECTION F – PRESENTATION
	Shortlisted tenderers will be invited to present to members of the executive board and audit committee. The presentation will be weighted 14% of the overall tender score.




	Question No
	 Description of Question

	F1
	Tenderers will be invited to attend a virtual presentation. It is anticipated that this will be held on Monday 7 December 2020.  Attendance should include the partner, senior manager and an auditor who would perform fieldwork on the engagement and all tenderers should ensure that they are available to attend on that day.

The purpose of the presentation is to assess the anticipated working relationship and key risks you would consider in determining the audit programme as well as clarifying any elements of the bid which are unclear and require further explanation. Tenderers may therefore be asked specific bid related questions in addition to a standard set of questions.





Schedule 4 - PRICING
This section accounts for 30% of the overall score.
The response must be submitted using the Excel pricing schedule – embedded below.
The pricing will be used for the calculation of all costs throughout the contract period. 
Fees submitted should be fully inclusive of all costs and expenses (but excluding VAT) in GBP and fixed for the duration of the contract.
Prices submitted will be valid for 180 days.
The evaluation process
A maximum score of 30% will be allocated to the pricing element. This is done by allocating the maximum score of 40% to the lowest total tender sum which will be stated on the priced schedule and the form of tender.
The scores of the remaining tenders will be calculated in relation to the lowest score as follows:


Any price considered by us to be abnormally low will be investigated and may result in the tender being rejected at our sole discretion. 
Pricing Schedule



[bookmark: _Hlk14874207]
APPENDIX A
Terms of the procurement
1. [bookmark: _Toc5472]Introduction 
1.1. These terms of the procurement regulate the conduct of the tenderers and Silva Homes throughout the procurement. These terms also grant Silva Homes specific rights and limit its liability.  
1.2. “EIR” means the Environmental Information Regulations 2004 together with any guidance and/or codes of practice issued by the Information Commissioner or relevant Government department in relation to such regulations.
1.3. In these terms of the procurement any reference to 'person' includes, but is not limited to, any person, firm, body or association, corporate or incorporate.
2. [bookmark: _Toc5473]Conduct 
2. 
2.1. The tenderer agrees to abide by these terms of the procurement and any instructions given in the ITT and agrees to ensure that any of its staff, contractors, subcontractors, consortium members and advisers involved or connected with the procurement abides by the same.
Contact during the procurement exercise and canvassing 
2.2. The tenderer must not directly or indirectly canvass any board member, employee or agent of Silva Homes regarding this procurement or attempt to procure any information from the same regarding the procurement (except where permitted by the ITT). Any attempt to do so may result in the tenderer’s disqualification from this procurement.  
Collusive behaviour 
2.3. The tenderer must not (and shall ensure that its subcontractors, consortium members, advisors or companies within its group do not): 
· fix or adjust any element of the tender by agreement or arrangement with any other person 
· communicate with any organisation or person other than Silva Homes and its duly authorised employees and board members the value, price or rates set out in the tender or information which would enable the precise or approximate value, price or rates to be calculated by any other person 
· enter into any agreement or arrangement with any other person, so that person refrains from submitting a tender  
· share, permit or disclose to another person, access any information relating to the tender (or another tender to which it is party) with any other person
· offer or agree to pay or give or does pay or give any sum or sums of money, inducement or valuable consideration directly or indirectly to any other person for doing or having done or causing or having caused to be done in relation to the tender any other tender or proposed tender, any act or omission,  except where such prohibited acts are undertaken with persons who are also participants in the tenderer’s tender, such as subcontractors, consortium members, advisors or companies within its group, or where disclosure to such person is made in confidence in order to obtain quotations necessary for the preparation of the tender or obtain any necessary security. 
2.4. If the tenderer breaches any of the terms of the procurement, Silva Homes may (without prejudice to any other criminal or civil remedies available to it) disqualify the tenderer from further participation in the procurement. 
2.5. Silva Homes may require the tenderer to put in place any procedures or undertake any such action(s) that Silva Homes in its sole discretion considers necessary to prevent or curtail any collusive behaviour. 
3. [bookmark: _Toc5474]Compliance 
3. 
3.1. The tenderer agrees that in cases where their tender is deemed non-compliant when compared with the requirements set out within the ITT (e.g. terms and conditions) they will be excluded from the procurement.
4. [bookmark: _Toc5475]Right to cancel or vary the procurement 
4. 
4.1. Silva Homes reserves the right: 
· to amend, clarify, add to or withdraw all or any part of the ITT at any time during the procurement
· to vary any timetable or deadlines set out in the ITT 
· to not to conclude a contract for some or all of the goods and/or services (as applicable) for which tenders are invited 
· to cancel all or part of the procurement at any stage at any time.

4.2. The tenderer accepts and acknowledges that by issuing the ITT, Silva Homes is not bound to accept a tender or obliged to conclude a contract with the tenderer at all. 
4.3. The tenderer accepts and acknowledges that they are responsible for any and all costs incurred in their participation in this ITT, regardless of a contract award being made. 



5. [bookmark: _Toc5476]Concluding the contract 
5. 
5.1. The tenderer undertakes that, in the event of the tender being accepted by Silva Homes Limited and Silva Homes Limited confirm in writing such acceptance to the tenderer, the tenderer will execute the contract as amended to accommodate aspects of the tender within 10 working days of being called upon to do so by Silva Homes Limited. 
5.2. Silva Homes reserves the right to deem the tenderer’s tender non-compliant in cases where the tenderer fails to: 
· agree, without caveats or limitations, that in the event they are successful in this procurement, they will unreservedly sign the terms and conditions of contract
· execute the contract by signing it when requested to do so by Silva Homes
· execute the contract within 10 days of being called to do so.
5.3. Silva Homes Limited reserves the right to visit the tenderer’s premises prior to any contract award being made, and both the tenderer and Silva Homes Limited will remain responsible for its own expenses incurred. 
6. [bookmark: _Toc5477]Confidentiality 
6. 
6.1. The contents of the ITT are being made available by Silva Homes on the condition that the tenderer:
· treats the ITT as confidential at all times, unless it is already in the public domain
· does not disclose, copy, reproduce, distribute, or pass any of the information to any other person at any time or allow any of these things to happen, except where, and to the extent that, the ITT has been publicised in accordance with paragraph 7 (Freedom of Information) or paragraph 8 (Transparency)
· only uses the ITT for the purposes of preparing a tender (or deciding whether to respond)
· does not undertake any promotional or similar activity related to the procurement within any section of the media during the procurement process.
6.2. Silva Homes may disclose information submitted by the tenderer during the procurement to its officers, employees, agents or advisers who are stakeholders in this procurement exercise.

7. [bookmark: _Toc5478]Freedom of information 
7. 
7.1. In accordance with the obligations and duties placed upon public authorities by the EIR, all information submitted to Silva Homes may be disclosed in the ITT to a request for information made pursuant to the EIR. 
7.2. The tenderer should note that the information disclosed in the ITT to an EIR request may include, but is not limited to, the disclosure of its tender (including any attachments or embedded documents) and/or any score or details of the evaluation of a tender.
7.3. If the tenderer considers any part of its tender or any other information it submits to be confidential or commercially sensitive, the tenderer should: 
· clearly identify such information as confidential or commercially sensitive
· explain the potential implications of disclosure of such information 
· provide an estimate of the period of time during which it believes that such information will remain confidential or commercially sensitive.
7.4. If the tenderer identifies that part of its tender or other information it submits is confidential or commercially sensitive, Silva Homes will consider withholding it from publication. The tenderer should note that, even where information is identified as confidential or commercially sensitive, Silva Homes may be required to disclose such information in accordance with the EIR.   
7.5. Silva Homes is required to form an independent judgement upon whether the information is exempt from disclosure under the EIR and whether the public interest favours disclosure or not. Silva Homes cannot guarantee that any information indicated as being ‘confidential’ or ‘commercially sensitive’ by the tenderer will be withheld from publication.  
7.6. If the tenderer receives a request for information under the EIR during the procurement process, it should be immediately referred to Silva Homes.  
8. Transparency 
8. 
8.1. Silva Homes reserves the right to make all or part of the ITT publicly available.
8.2. A tender will not be published unless such disclosure is required in accordance with paragraphs 7.1 or 8.3. 
8.3. The tenderer should note that the terms and conditions of contract will permit Silva Homes to publish the full text of the contract concluded with the tenderer, after considering (at Silva Homes’ sole discretion) any representations made by the tenderer regarding the application of any relevant EIR exemptions.  

8.4. The tenderer acknowledges and agrees that information contained within its tender may be incorporated by Silva Homes into any contract awarded to it and as a result, it may be published in accordance with this section 8.


ANTI–COLLUSION CERTIFICATE
1.	We certify that this tender is made in good faith, 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, and we undertake that we will not, before the award of any contract for the work:
(a) communicate to any person (outside this consortium) other than the Secretary of State or a person duly authorised by him in that behalf the amount or approximate amount of the tender or 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
(b) enter into any agreement or arrangement with any person (outside this consortium) that they shall refrain from tendering, that they shall withdraw any tender once offered or vary the amount of any tender to be submitted
(c)  pay, give or offer to pay any sum of money other valuable consideration directly or indirectly to any person (outside this consortium) for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the work, any act or thing of the sort described at (a) or (b) above.
2.  	We further certify that the principles described in paragraph 1 above have been, or will be, brought to the attention of all sub-contractors, suppliers and associated companies providing services or materials connected with the tender and any contract entered into with such sub-contractors, suppliers or associated companies will be made on the basis of compliance with the above principles by all parties.
3.  	In this certificate, the word ‘person’ included any persons and anybody or association, corporate or unincorporate; ‘any agreement or arrangement’ includes any transaction, formal or informal and whether legally binding or not; and ‘the work’ means the work in relation to which this tender is made.
	Signed for and on behalf of the company
SIGNATURE
	[bookmark: Text150]     

	PRINT Name of person signing on behalf of the company 
	[bookmark: Text151]     

	PRINT Position/status in the company
	[bookmark: Text152]     

	PRINT Company name and address
	[bookmark: Text153]     

	Date
	  /  /  



	


FORM OF TENDER
I/We certify that this ITT response is made in good faith, 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.  I/we undertake that we will not before the award of any contract for the work:
a. disclose the tender price or any other figures or other information in connection with the tender to any other party (including any other company or part of a company forming part of a group of companies of which I am/we are a part) nor to any subcontractor (whether designated or domestic) nor supplier (whether designated or domestic) or any other person to whom such disclosure could have the effect of preventing or restricting full competition in this tendering exercise
b. enter into any agreement or arrangement with any person that they shall refrain from tendering, that they shall withdraw any tender once offered, or that they shall vary the amount of any tender to be submitted
c. pay, give or offer to pay or give any sum of money or other 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 work any act or thing of the sort described at a) or b) above.
I/we further declare that I/we have no knowledge either of the sum quoted or of any other particulars of any other tender for this contract by any other party.
I/We further certify that the principles described above have been, or will be, brought to the attention of all subcontractors, suppliers and associated companies providing services or material connected with the tender and any contract entered into with such subcontractors, suppliers or associated companies will be made on the basis of compliance with the above principles by all parties.
I/We acknowledge that any breach of the foregoing provisions shall lead automatically to this tender being disqualified.
I/We undertake that any changes to the circumstances of the company which will affect our bid shall be notified (in writing) to Silva Homes immediately.
Silva Homes shall treat any tender received in confidence.
By signing this undertaking, the word ‘person’ includes any persons or association, incorporated or unincorporated; any agreement or arrangement includes any transactions, formal or informal and whether legally binding or not; and ‘the work’ means the work in relation to which this tender is made.
To be signed by an officer of the tenderer’s company in their own name on behalf of the company and must have authority to do so.
I/We certify that the information provided is accurate to the best of my/our knowledge and that I/we accept the conditions and undertakings requested in the ITT. I/We understand and accept that false information could result in rejection of the company’s tender.
I undertake that no member, or staff, of the Company has communicated, or will communicate with any colleague, executive or board member of Silva Homes (except the person stated in this ITT) regarding the application of the Company’s tender.
I/We declare that to the best of my/our knowledge the answers submitted in this ITT are correct. I/We understand that the information will be used in the process to assess the organisations suitability and I am signing on behalf of my organisation. I/We understand that Silva Homes may reject this ITT if there is a failure to answer all relevant questions fully or if I/We provide false/misleading information.
I/We understand that false information could result in my/our exclusion from the tendering process.
I/We 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 employee of Silva Hoes and that such action will empower Silva Homes to cancel any contact currently in force and will result in my/our exclusion from the tendering process.
	Signed for and on behalf of the company
SIGNATURE
	     

	PRINT Name of person signing on behalf of the company 
	     

	PRINT Position/status in the company
	     

	PRINT Company’s name and address
	     

	Date
	  /  /  
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[bookmark: _Toc279574996][bookmark: _Toc527378729]Introduction

This supplier evaluation process is to help Silva Homes pre-assess the market on their capabilities in delivering required services and/or works. 

Please note that this information request should not be construed in any way as an obligation to enter into a contractual relationship and any costs incurred by the supplier in the development of its response and/or subsequent meetings or site reference visits shall be borne by the supplier and Silva Homes shall accept no liability for any costs incurred by the supplier.

[bookmark: _Toc527378732]Approach

This evaluation process will be conducted to pre-assess suppliers who can meet Silva Homes criteria of suitability.

The quality of any service delivery is difficult to evaluate before it is delivered so it is a key requirement that Silva Homes gains enough confidence in prospective suppliers through this evaluation process. To support this requirement, Silva Homes may wish to conduct visits to your existing customers to discuss performance and take up references.

Please note that in addition to this evaluation process and if successful in securing work with Silva Homes, further information will be requested for you to provide in order to be set up on the Silva Homes financial system. This is in relation to Silva Homes ‘new supplier set-up’ process.


		[bookmark: _Toc527378747][bookmark: _Toc515373985][bookmark: _Toc515474882][bookmark: _Toc515477446][bookmark: _Toc515528180]Part A – Supplier Information






Please answer the following questions in full. Where a question is not applicable then please state this.

		Section A1 - Supplier information



		1.1

		Full company name of supplier submitting the information 

		[bookmark: A_1_1]     



		1.2

		Trading name (if different)

		     



		1.3

		Nature of business

		     



		1.4

		Specify the services, works or goods you wish to be considered for supplying to Silva Homes

		     



		1.5

		Registered office address (if applicable)

		[bookmark: A_1_2]     







		1.6

		Registered company number

		     



		1.7

		Registered website address (if applicable)

		[bookmark: A_1_3]     



		1.8

		Please mark X in the relevant box to indicate your trading status

		a) a public limited company

		[bookmark: A_1_4_a]|_|



		

		

		b) a limited company

		[bookmark: A_1_4_b]|_|



		

		

		c) a limited liability partnership

		[bookmark: A_1_4_c]|_|



		

		

		d) other partnership

		[bookmark: A_1_4_d]|_|



		

		

		e) sole trader

		[bookmark: A_1_4_e]|_|



		

		

		f) other



Please specify: 

		[bookmark: A_1_4_g]|_|



[bookmark: A_1_4_g_other]     



		1.9

		Head office DUNS number (if applicable)

		[bookmark: A_1_8]     



		1.10

		Registered VAT number 

		[bookmark: A_1_9]     



		1.11

		Number of employees

		     



		1.12

		Geographical coverage

		     



		1.13

		Are any of the services/works you provide delivered by sub-contractors? If 'Yes,' please advise what these services/works are and how you validate the sub-contractor for suitability including (1) what checks have been carried out in relation to their identity and ownership structure, (2) what policies you have asked that sub-contractor to provide and (3) what ongoing monitoring is conducted in relation to their activities and services provided.

If any issues have been identified by your due diligence of the sub-contractor, how have these issues been addressed and what has been put in place to stop these issues recurring?

		[bookmark: A_1_14]     



		1.14

		Does the company have a Data Protection Policy which is compliant with the General Data Protection Regulations (GDPR)?

		     



If Yes, please provide a copy



		1.15

		Does your organisation have a policy covering your supply chain that complies with the UK Modern Slavery Act 2015?

		     



If Yes, please provide a copy



		1.16

		Does your organisation have an Anti-Bribery & Corruption (ABC) Policy?

		     



If Yes, please provide a copy



		1.17

		Does your organisation have an Anti-Facilitation of Tax Evasion Policy?

		     

If Yes, please provide a copy

If No, please confirm whether your ABC Policy includes a clause dealing with anti-facilitation of tax evasion.  If your ABC Policy does not have such a clause or you do not have an ABC Policy, what procedures have been put in place to prevent facilitation of tax evasion?









		1.18

		Does your organisation have a Disaster Recovery and Business Continuity Plan and in place?

		     

If Yes, please provide a copy



		1.19

		Are you a Small, Medium or Micro Enterprise (SME)

		     









		Section A2 – Contact details and declaration

I declare that to the best of my knowledge the answers submitted, and information contained in this document, are correct and accurate.

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document.



		1.1

		Contact name

		[bookmark: A_3_1]     



		1.2

		Name of organisation

		[bookmark: A_3_2]     



		1.3

		Role in organisation

		[bookmark: A_3_3]     



		1.4

		Phone number

		[bookmark: A_3_4]     



		1.5

		Email address

		[bookmark: A_3_5]     



		1.6

		Postal address

		[bookmark: A_3_6]     



		1.7

		Signature (electronic is acceptable)

		[bookmark: A_3_7]     







		

		Date

		[bookmark: A_3_8]     










		[bookmark: _Toc527378748]Part B – Discretionary Exclusion






Please answer the following questions in full. 

		Section B1 – Grounds for discretionary exclusion

For Questions 1.1 to 1.10 please indicate if, within the past three years, any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation. Silva Homes may come back to you for further information if deemed required. 

For questions 1.12 onwards, please indicate if you hold the relevant policies/accreditations and provide copies.

Please confirm Yes or No in the boxes.



		1.1

		Breach of environmental law, regulations or obligations? 

		     

If Yes, please provide details at 1.11





		1.2

		Breach of labour law, regulations or obligations? 

		     

If Yes, please provide details at 1.11





		1.3

		Investigation by any law enforcement agency or customer in relation to corrupt practices, or prosecuted or convicted in any jurisdiction for corruption?

		     

If Yes, please provide details at 1.11



		1.4

		Failure to prevent facilitation of either UK or foreign tax evasion under Part 3 of the Criminal Finances Act 2017?

		     

If Yes, please provide details at 1.11



		1.5

		Debarred from bidding for public contracts?

		     

If Yes, please provide details at 1.11



		1.6

		Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?

		     

If Yes, please provide details at 1.11



		1.7

		Guilty of grave professional misconduct?

		     

If Yes, please provide details at 1.11





		1.8

		Entered into agreements with other economic operators aimed at distorting competition?

		     

If Yes, please provide details at 1.11





		1.9

		Aware of any conflict of interest in relation to the participation in this procurement procedure i.e. is any director/proprietor/senior manager related to or associated with any Board Member or any person employed by Silva Homes or are an existing Silva Homes tenant with a business who is looking to work with Silva Homes?

		     

If Yes, please provide details at 1.11



		1.10

		Shown significant or persistent deficiencies in the performance of a substantive requirement under a previous contract with a contracting entity which led to early termination of that prior contract, damages or other comparable sanctions?

		     

If Yes, please provide details at 1.11



		1.11

		If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a discretionary ground for exclusion? 

		



		1.12

		Does the company have a Health & Safety Policy?

		     

If Yes, provide the policy document,

If No, please provide further details.











		1.13

		Does your organisation hold the following accreditations?

ISO9001 Quality Management





		     

If No, please outline your approach to quality management and provide copies of any relevant policies and related accreditations.





		1.14

		Does your organisation hold the following accreditations?

ISO14001 Environmental Management





		     

If No, please outline your approach to environmental management and provide copies of any relevant policies and related accreditations.







		1.15

		Does your organisation hold the following accreditations?

OHSAS 18001 Occupational Health and Safety Management Systems





		     

If No, please outline your approach to health and safety management and provide copies of any related accreditations where not already covered by your health and safety policy.





		1.16

		Is your organisation a member of the Chartered Institute of Internal Auditors? 

		     

Please answer Yes or No 

If Yes, please provide evidence of your membership



		1.17

		Does your organisation have an Internal Audit Charter which outlines the principles under which you operate?



		     

If Yes, provide a copy.

If No, please explain how your operating procedures are governed.





		1.18

		Please list any additional accreditations that are relevant to the services/works provided.



		     





		
Section B2 – Insurance

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 confirm Yes or No in the box.



		1.1

		· Employer’s (compulsory) liability insurance = £5m

· Public and product liability insurance = £10m

· Professional indemnity insurance = £5m

		     

If Yes, please provide copies

If No, please provide further details.





		

		[bookmark: _Toc527378749][bookmark: _Hlk15285284]Part C – Service Provider Questions





		Section C – Relevant experience 

Please provide details of two contracts involving the same or similar requirement that are relevant to the scope of this requirement. Contracts should have been performed during the past three years.



		1.

		Relevant contract example 1



		

		a) Name of customer organisation

		[bookmark: C_8_1_a]     



		

		b) Point of contact in the organisation

		[bookmark: C_8_1_b]     



		

		c) Position in the organisation

		[bookmark: C_8_1_c]     



		

		d) Point of contact email address

		[bookmark: C_8_1_d]     



		

		e) Contract start date

		[bookmark: C_8_1_e]     



		

		f) Contract completion date

		[bookmark: C_8_1_f]     



		

		g) Estimated contract value

		[bookmark: C_8_1_g]     



		

		h) Please provide a brief description of the contract including evidence as to your technical capability in this market.



		

		[bookmark: C_8_1_h]     



		2.

		Relevant contract example 2



		

		a) Name of customer organisation

		[bookmark: C_8_2_a]     



		

		b) Point of contact in the organisation

		[bookmark: C_8_2_b]     



		

		c) Position in the organisation

		[bookmark: C_8_2_c]     



		

		d) Point of contact email address

		[bookmark: C_8_2_d]     



		

		e) Contract start date

		[bookmark: C_8_2_e]     



		

		f) Contract completion date

		[bookmark: C_8_2_f]     



		

		g) Estimated contract value

		[bookmark: C_8_2_g]     



		

		h) Please provide a brief description of the contract including evidence as to your technical capability in this market.



		

		[bookmark: C_8_2_h]     





Pa

		Part D – Economic and Financial Standing





Cons

		Part D – Economic and financial standing

This section is self-certification. 

Please confirm Yes or No in the boxes.



		1.1





		Are you able to provide a copy of your audited accounts for the last two years, if requested?



If No, can you provide one of the following: answer with a Yes or No in the relevant box.



		     



		

		a) A statement of the turnover, profit and loss account/income statement, balance sheet/statement of financial position and statement of cash flow for the most recent year of trading for this organisation.



		     





		

		b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.

		     





		

		c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).

		     












		1.23

		Financial information (mandatory)



		

		This information is mandatory. This information should be taken from the last 2 years audited financial statements (if applicable)



		Financial year ending:

		20  

		20  (latest)



		GB Pounds

		£

		£



		a

		Turnover

		     

		     



		b

		Cost of sales

		     

		     



		c

		Operating costs

		     

		     



		d

		Surplus on disposal of property, plant and equipment

		     

		     



		e

		Operating surplus

		     

		     



		f

		Interest receivable and similar income

		     

		     



		g

		Interest payable and similar charges

		     

		     



		h

		Other finance charges

		     

		     



		i

		Surplus before taxation

		     

		     



		j

		Taxation

		     

		     



		k

		Surplus for the year

		     

		     



		l

		Actuarial gain relating to pension scheme

		     

		     



		m

		Total comprehensive income for the year

		     

		     



























	Part E – Supplier Declaration



NEW SUPPLIER DECLARATION

Silva Homes will not, as a point of probity and good practice, make payments to any company or business in which a Director/Proprietor/Senior Manager or employee of the business is related to or associated with any Board Member or any employee of Silva Homes unless such interest is declared and agreed as acceptable by the Board of Silva Homes prior to any transactions taking place.



Any interest will be noted in the Declarations of Interest Register maintained by Silva Homes



		Is any Director/Proprietor/Senior Manager or employee related to or associated with any Board Member of or any person employed by Silva Homes?

		Yes

		



		

		No

		



		If ‘Yes’, please provide details of the conflict in the box below



		









		Name

		



		Position

		



		Date

		



		Signature

		



































	Part E – Procurement Review





(Procurement use only)

Please review if the following has been provided by the supplier:

		Document

		Yes

		No

		N/A

		Comments



		Data protection policy

		

		

		

		



		Modern slavery Act policy

		

		

		

		



		Anti-bribery & corruption policy

		

		

		

		



		Anti-facilitation of tax evasion policy (if not addressed in Anti-bribery & corruption policy)

		

		

		

		



		Disaster recovery and business continuity plan

		

		

		

		



		2x references

		

		

		

		



		Health & safety policy

		

		

		

		



		ISO accreditations

		

		

		

		



		Other specified accreditations

		

		

		

		



		Insurance certificates

		

		

		

		



		Financial information

		

		

		

		



		Is the annual order value less than 25% of the annual turnover of the supplier?

		

		

		

		







Procurement 

		Name & position

		



		

Signature

		



		Date

		









		Name & position

		



		

Signature

		



		Date
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Internal audit tender pricing schedule v1.2.xlsx
Sheet1

		Internal audit tender - pricing specification

		Fill in the yellow cells

		Excluding VAT				Year 1		Year 2		Year 3		Cumulative total

		Any inflationary increases must be included in these figures				Price		Price		Price		Price

						£		£		£		£



		Planning of annual audit programme		%

		Core internal audit work - scoping, fieldwork, drafting of findings		%

		Review and reporting to management		%

		Overall management of annual internal audit service		%

		Total 		100%		0		0		0



		Total day rate		£								ERROR:#DIV/0!		The tender evaluation will be based on this figure

		Expected number of chargeable audit days per year - per question A1

		Total expected annual internal audit fee		£		0		0		0				For information only

		Hourly charge rates

		Please note: rates provided in this section are for information and will not be evaluated

		Excluding VAT				Per hour

						£

		Partner

		Director

		Senior manager

		Manager

		Qualified

		Trainee






image1.jpeg
silva




