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Definitions
	
	
	

	Commercial Envelope

	
	Is the area on the eSourcing portal within the Fuel Card Reporting Services IfT in which Tenderers should submit their Commercial Submission.


	Commercial Evaluation Panel

Commercial Submission

Contract Notice



eSourcing Portal or Bravo



Finance Score



	
	is the group of assessors that assess the Commercial Submission 

Is the submission from Tenderers described in Section 9 of these Instructions.

Is the notice published in the Contract Finder 
https://www.contractsfinder.service.gov.uk/Notice/81d6f174-ca9b-4240-9a57-cdff17f5f17b

Is the web-based system used to conduct and manage the procurement process from Tender invitation, including all communications, provision of data and information and submissions. The eSourcing portal for this Tender is Bravo. 

Is the score for each Tenderer’s Commercial Submission determined by the Commercial Evaluation Panel. 


	Lead Bidder
	
	The tenderer that following the combination of the Quality Mark and the Finance Score provisionally ranks first prior to the Sustainability process.


	
Qualification Envelope

	
	
Is the area on the eSourcing portal in which Tenderers should submit their Submission 1 described in section 2.1.10(a) of this IfT


	Quality Evaluation Panel

	
	Is the group of assessors that assess the questions in the Quality Submission. 


	
Quality Questions


Quality Score



Quality Submission
	
	
The questions Tenderers are to answer as part of their Quality Submission;

Means the Quality Mark as adjusted (if at all) by the Verification and Sustainability processes. 

The submission from Tenderers described in Section 8 of these Instructions. 


	Selection Questionnaire
	
	A self-declaration form completed by the Tenderer confirming that they do not contravene any of the grounds for exclusion from the tender described in Section 10 of this IfT. 


	
	
	

	SME
	
	Small and Medium Sized Enterprise describes any business with fewer than 250 employees and an annual turnover of less than £25 million.


	Standstill Period
	
	Is a period of at least ten (10) calendar days following the notification of an award decision in a contract tendered via Contract Finder before the contract is signed with the successful Tenderer.


	Technical Envelope
	
	Is the area on the eSourcing portal within the Fuel Card Reporting Services IfT in which Tenderers should submit their Quality Submission and Supporting Information. 


	Tenderer
	
	The organisation or any of its companies submitting a tender in accordance with these Instructions. 

	
	
	

	Tender Panel
	
	The Tender Panel consists of the combined Quality Evaluation Panel and the Commercial Evaluation Panel.


	Total Score
	
	The Total Score is the tenderer’s Quality Score combined with their Finance Score. 


	
	
	



[bookmark: _Toc215286741][bookmark: _Toc288136467][bookmark: _Toc339292274][bookmark: _Ref424806882][bookmark: _Ref424806885][bookmark: _Ref424806886][bookmark: _Ref424806887][bookmark: _Toc425462874][bookmark: _Toc431293709][bookmark: _Toc4407583]


Index
1	THE TENDER PROCESS	7
1.1	General	7
1.2	Information Management	7
1.3	Change of Status	9
1.4	Tender Warranties	10
1.5	Tender Documents	11
1.6	Tender Communications	12
1.7	Tender Launch Webinar	13
1.8	Tender Programme	14
1.9	Form of Contract	14
2	Submission of Tenders	15
2.1	General	15
3	Information to support Submissions 1 & 4	18
3.1	Small and Medium Sized Enterprises (SME)	18
3.2	Proposed Information Assurance Solutions	18
3.3	Insurance	19
3.4	Parent Company Guarantee	19
3.5	Legal Opinion for non-United Kingdom Registered Companies	20
4	tender EVALUATION stages	22
4.1	General	22
4.2	Stage 1 - Compliance	24
4.3	Stage 2 – Evaluation	24
4.4	Stage 3 – Quality Consensus	24
4.5	Stage 4 - Total Score	24
4.6	Stage 5 – Sustainability	25
4.7	Stage 6 – Selection Questionnaire	26
5	QUALITY ASSESSMENT	27
5.1	Introduction	27
5.2	Scoring Criteria	27
5.3	Table 5.3 – Quality Statement - Written Scoring	28
5.4	Quality Statement Scoring Formula and Weighting For Each Question	29
5.5	Table 5.6 - Worked Example	29
5.6	Quality Mark	29
6	commercial (Cost) Scoring	29
6.1	Methodology	29
6.2	Table 6.2: Commercial (Cost) Score – Worked Example	31
7	Tender award	31
7.1	General	31
8	Quality SUBMISSION	32
8.1	Introduction	32
8.2	Quality Statement	32
8.3	Table 8.3 - Quality Statement (Questions)	34
9	Commercial submission	35
9.2	Completed Contract Data Part Two	35
9.3	Commercial Price List	35
9.4	Price List Guidance	36
10	SELECTION QUESTIONNAIRE	37



[bookmark: _Toc33172633]THE TENDER PROCESS
[bookmark: _Toc33172634]General
These Instructions apply to the submission of tenders for the Highways England Fuel Card Reporting Services.
This tender process is carried out in adherence with the Public Contracts Regulations 2015, and the publication of a Contract Notice on the Contracts Finder website.  
The process will determine the most economically advantageous tender to Highways England. This will be a compliant and affordable tender which meets the selection criteria, and has the highest Total Score and which passes the Selection Questionnaire test described in section 4.7 of these Instructions.
Tenders must be submitted in accordance with these Instructions. Tenders not complying with these Instructions may be rejected by Highways England whose decision in the matter will be final. These Instructions will not form part of the proposed Highways England Fuel Card Reporting Services Contract (2020-2025).
Any queries from Tenderers are to be submitted by the named single point of contact (the eSourcing portal account holder) in their organisation, to the Procurement Officer.
The contents of these Instructions and of any other documentation sent to Tenderers in respect of this tender process are provided on the basis that they remain the property of Highways England. Tenderers must not release information concerning the tender documents for publication in the press or on radio, television, screen or any other medium.  Tenderers must not disclose the fact that they are tendering or release details of the tender documents, other than on an "in confidence" basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing their tender response. If a Tenderer is unable or unwilling to comply with this requirement it is required to destroy these Instructions and all associated documents immediately and not to retain any electronic or paper copies. Tenderers are required to conduct themselves in good faith in all dealings in relation to this tender process.
[bookmark: _Toc19621599][bookmark: _Toc19700216][bookmark: _Toc19700294][bookmark: _Toc19701670][bookmark: _Toc19881186][bookmark: _Toc19881457][bookmark: _Toc20725066][bookmark: _Toc20725248][bookmark: _Toc20725811][bookmark: _Toc20725904][bookmark: _Toc20732345][bookmark: _Toc4407584][bookmark: _Toc33172635]Information Management
Under the Freedom of Information Act 2000 (as amended) (“the FOI Act”), the Environmental Information Regulations 2004 (“EIR”) and the Public Contracts Regulations 2015 (“PCR”), Highways England may be obliged (subject to the application of any relevant exemptions and, where applicable, the public interest test) to disclose information relating to this tender process including any tenders received.
[bookmark: _Hlk14955982]Under the Cabinet Office Efficiency Reform Group’s Guidance Note dated December 2010 entitled “Transparency – Publication of New Central Government Contracts”, or any later revision, Highways England is obliged to publish any Highways England Fuel Card Reporting Services Contract (2020-2025)  resulting from this competition, excluding only information which is exempt from disclosure pursuant to the FOI Act along with the EIR and PCR. The decision as to which materials are excluded from publication rests with Highways England in its sole discretion. Highways England’s initial view is that the only materials likely to be excluded from publication on this basis are as follows:
The Quality Statement
Prices in the Price List (but not the total value of the Highways England Fuel Card Reporting Services Contract (2020-2025))
EIR information
All Central Government Departments and their Executive Agencies and Non-Departmental Public Bodies are subject to control and reporting within Government.  In particular, they report to the Cabinet Office and HM Treasury for all expenditure.  Further, the Cabinet Office has a cross-Government role delivering overall Government policy on public procurement - including ensuring value for money and related aspects of good procurement practice.
For these purposes, Highways England may disclose within Government any of the Tenderer's documents and information (including any that the Tenderer considers to be confidential and/or commercially sensitive, such as specific tender information) submitted by the Tenderer to Highways England during this tender process. The information will not be disclosed outside Government.  Tenderers taking part in this competition consent to these terms as part of the tender process. 
Tenderers should be aware that Highways England could receive requests for any information relating to the Highways England Fuel Card Reporting Services Contract (2020-2025) or tender under the FOI Act or the EIR. While Highways England reserves its discretion in responding to any such information request, Tenderers are invited to request that certain information is not disclosed or published if to do so would prejudice their legitimate commercial interests or is otherwise exempt from disclosure under the FOI Act or the EIR. Requests for non-disclosure under the FOI Act or the EIR must accompany the Tender and include: 
clear and substantive justification; and 
a time limit when any confidential information could be disclosed. 
The terms of any confidentiality agreement may, if requested, be available for disclosure. Any request by the Tenderer under this paragraph will not be taken into account in the tender evaluation process, nor will it form part of any contract between Highways England and the Tenderer.
[bookmark: _Toc4407585][bookmark: _Toc33172636]Change of Status
Tenderers must immediately advise Highways England and seek approval of such change if, following submission of their tender:
0. their ownership or the ownership of any member of their tendering consortium (or its or any of parent companies) changes, or
0. any legal entity involved in the preparation of another tender for this contract is acquired by them or by any member of their tendering consortium (or any of their associated companies).
0. they or any member of their purchasing consortium (or any of their associated companies) completes the takeover of, or merges with, another Tenderer (or an associated company of that Tenderer). 
If Highways England considers that a change in ownership of the Tenderer has (i) created an actual or perceived conflict of interest that cannot be remedied by other less intrusive measures or (ii) approval is not obtained pursuant to paragraph 1.3.1 Highways England may exclude the Tenderer from the tender evaluation. If excluded, the Tenderer will be notified by the Procurement Officer.
If, at any time during the tender process there is any change to a Tenderer’s economic or financial standing which means that information submitted by the Tenderer in its Selection Questionnaire is no longer correct or the Tenderer’s ability to perform the contract materially deteriorates, the Tenderer must immediately inform Highways England in writing. Highways England reserves the right to reconsider the economic or financial standing and where necessary, disqualify a Tenderer who has previously passed the Selection Questionnaire stage of this procurement process. 
Highways England reserves the right to disqualify any Tenderer that fails to inform or advise Highways England in accordance with paragraphs 1.3.1 and 1.3.3.
[bookmark: _Toc4407586][bookmark: _Toc33172637]Tender Warranties 
These Instructions are issued in good faith. No warranty is given as to the accuracy or completeness of the information contained in them. Any liability for inaccuracy or incompleteness is expressly disclaimed by Highways England and its advisors. Tenderers are advised to satisfy themselves that they understand all the requirements of the Highways England Fuel Card Reporting Services Contract (2020-2025) before submitting their tender.
Nothing in these Instructions shall be taken as constituting an offer (whether implied or otherwise), or any agreement, whether express or implied, between Highways England and any other party.
Highways England reserves the right to cancel, amend or vary the tender process (in whole or in part) at any point prior to the award of the Highways England Fuel Card Reporting Services Contract (2020-2025) and with no liability on its part. 
Highways England reserves the right not to accept the lowest priced Tender for any reason. 
Highways England and/or its advisors are not liable for any costs resulting from any amendment or cancellation of this tendering process nor any other costs, charges, fees, expenses, claims or disbursements (howsoever arising and including third party costs) incurred by those tendering for this contract opportunity. Tenderers submit a Tender at their own risk and expense.
Tenderers are to note that all information provided as part of their Tender must be true and accurate. Highways England reserves the right to reject any tender if the Tenderer provides misleading or false information.
Tenderers are deemed to understand fully the processes that Highways England is required to follow under relevant European and UK legislation, particularly in relation to the Public Contracts Regulations 2015.


[bookmark: _Toc4407587][bookmark: _Toc33172638]Tender Documents
The documents provided to Tenderers are listed in the following Tables.
Table 1.5.1
	Tendering Instructions
	Highways England Fuel Card Reporting Services Contract IfT

	
	Highways England Fuel Card Reporting Services Contract Selection Questionnaire

	Additional Information
	Highways England Fuel Card Reporting Services Contract Tender Query Form

	
	Highways England Anti-Bribery Code of Conduct 

	
	Highways England Anti-Fraud Code of Conduct

	
	Highways England Information Assurance Solutions 

	
	Highways England Fair Payment Charter

	
		Highways England IT Security Policy

	
		Highways England Company Records Policy

	
		Highways England Data Handling Policy

	Commercial Documents
	Highways England Fuel Card Reporting Services Contract 	Price List 

	Contractual Agreement
			Highways England Short Form Purchase of Services Terms and Conditions 
Highways England Fuel Card Reporting Services Form of Agreement

	Contract Specification 
	Highways England Fuel Card Reporting Services Contract Specification



			The following parts of the tender documents are included in an editable form to allow preparation of the information required:
Table 1.5.2
			Highways England Short Form Purchase of Services Terms and Conditions

	Highways England Fuel Card Reporting Services Contract Tender Query Form 

	Highways England Anti Bribery Code of Conduct 

	Highways England Anti-Fraud Code of Conduct

	Highways England Information Assurance Solutions 

	Highways England Fair Payment Charter 

	Highways England Fuel Card Reporting Services Contract Selection Questionnaire 

	Highways England Data Handling Policy

	Highways England Company Records Policy

	Highways England IT Security Policy


If Tenderers experience any difficulties in locating documents listed above, or within any of the reference documents, then a tender query must be raised via the eSourcing portal. 
Any prints, specifications, data, calculations and analyses issued to Tenderers in connection with this tender remain the property of Highways England. All such information issued to Tenderers may only be used for the purpose of tendering. Such information should not be disclosed to persons unconnected with the tender and should be returned to Highways England on completion of the tender procedures. These provisions apply equally to other information supplied for the purpose of the tender the property rights of which rest in a third party.
[bookmark: _Toc4407588][bookmark: _Toc33172639]Tender Communications
Any queries from Tenderers regarding the tender documents must be made to the Procurement Officer via the eSourcing portal using the Tender Query Form provided. They must be sent no later than the date shown in the Tender Programme below. Tender queries submitted outside the tender query period will not be accepted, unless agreed otherwise by the Procurement Officer. All details of the query are to be included on the Tender Query Form, and no further attachments are to be sent unless specifically requested by the Procurement Officer. One question should be asked on each row of the Tender Query Form and additional rows can be inserted as required.
Where a Tenderer believes that their query (and subsequent answer) is confidential, for example, specific questions about their tendering model, Tenderers can ask that their query and answer is treated as confidential. For each query marked as confidential, the Procurement Officer will need to be satisfied that there is a genuine concern before restricting wider disclosure to other Tenderers. If the Procurement Officer does not consider that their question should be treated as confidential then the Procurement Officer shall advise the Tenderer and ask the Tenderer if they wish to withdraw their question or resubmit it without the confidential marking. Highways England reserves the right, at its own discretion, to circulate the question and answer to all others providing that Highways England deems both the question and answer as non-confidential, relevant and of benefit to all the Tenderers. 
The Procurement Officer for this competition is Darrel Waka at Highways England. Contact with the Procurement Officer must be made via the eSourcing portal only. Except where otherwise directed in these Instructions, Tenderers must not contact any person in relation to this competition other than the Procurement Officer or, if nominated, their designated deputy. The name of any designated deputy will be confirmed in writing. 
All tender queries made in accordance with these instructions will be responded to by the Procurement Officer via a tender query response. Tender queries regarding the tender documents and the responses to the tender queries will be issued regularly to all Tenderers via the eSourcing portal. If any answer requires a change to the tender documents, then a tender amendment will be issued via the eSourcing portal.
Tender amendments are changes to the tender documents that are made in writing by the Procurement Officer and issued to all Tenderers via the eSourcing portal. Only in exceptional circumstances will tender amendments be issued after the closing date for submission of tenders in the form of a post tender amendment. In such circumstances, the Procurement Officer will notify all Tenderers of the required action.
Highways England officers and their consultants do not have the authority to make any change to the tender documents except through a tender amendment issued by the Procurement Officer. If a statement is made at any meeting that a Tenderer considers is not in accordance with the tender documents, then the Tenderer must refer the matter to the Procurement Officer as a tender query.
[bookmark: _Toc33172640]Tender Launch Webinar
Tenderers will have the opportunity to engage with members of Highways England’s team via a Tender Launch Webinar. There will be one Tender Launch Webinar and the indicative date is set out in the Tender Programme below. Should the date change, the Procurement Officer will notify all Tenderers via the eSourcing portal messaging system. Tenderers wishing to attend must notify the Procurement Officer within 72 hours of the date of the Tender Launch, via eSourcing portal messaging.
The Tender Launch Webinar will be held to explain, discuss and answer questions on the tender process. During this webinar, the following presentations will be given by Highways England:
the proposed Highways England Fuel Card Reporting Services Contract (2020-2025) by Highways England, identifying and explaining any specific issues of importance to the tender submission,
the tender process and timetable,
the tender submission requirements and evaluation approach
There will also be a Question and Answer session allowing Tenderers to further clarify Highways England’s requirements.
[bookmark: OLE_LINK4]Tenderers will have an opportunity to ask questions at this Webinar but must not rely upon any statement made by Highways England’s team unless subsequently confirmed in writing by the Procurement Officer. Any questions raised will be treated as tender queries and published following the Tender Webinar.
All information provided at the Tender Webinar including presentations, questions and answers will be made available in writing through the eSourcing portal.
Any questions that cannot be answered during the Tender Launch Webinar will be recorded and responded to via the eSourcing portal in the same manner as tender queries.
[bookmark: _Toc459367023][bookmark: _Toc459366735][bookmark: _Toc459366965][bookmark: _Toc459367024][bookmark: _Toc459366736][bookmark: _Toc459366966][bookmark: _Toc459367025][bookmark: _Toc459367026][bookmark: _Toc457472079][bookmark: _Toc4407590][bookmark: _Toc33172641]Tender Programme
The indicative tender programme is shown in the Table below:
Table 1.8.1
	Item
	Activity
	Date

	1
	Issue Contract Notice
	10/02/2020

	2
	Issue Tender Documents
	28/02/2020

	3
	Tender Launch Webinar 
	04/03/2020

	4
	Deadline for receipt of tender queries
	11/03/2020

	5
	Deadline for tender submissions
	18/03/2020

	6
	Written Tender submission assessment
	19/03/2020 - 27/03/2020

	7
	Tender Consensus 1 & 2
	30/03/2020 - 03/04/2020

	8
	Internal approvals
	06/04/2020 - 15/04/2020

	9
	Notification of intention to award
	15/04/2020

	10
	Standstill (10 calendar days) including feedback
	15/04/2020 - 27/04/2020

	11
	Contract award
	28/04/2020

	12
	Mobilisation
	28/04/2020 - 11/05/2020

	13
	Go Live
	12/05/2020


[bookmark: _Toc459363631][bookmark: _Toc459366740][bookmark: _Toc459366970][bookmark: _Toc459367029][bookmark: _Toc4407591][bookmark: _Toc33172642]Form of Contract
Tenderers should note that the form of contract between Highways England and the successful Tenderer will be the 	Highways England Short Form Purchase of Services Terms and Conditions. The successful Tenderer will be required to enter into the agreement on the terms contained in the award letter. 
Highways England is bound by the Public Contracts Regulations 2015, and as such cannot enter into any negotiations on the tender or terms of the form of contract. 
Any Tenderer who is unwilling to accept the terms of the contract will be disqualified from the process. 
[bookmark: _Toc13636059][bookmark: _Toc4407592][bookmark: _Toc33172643]Submission of Tenders
[bookmark: _Toc215286749][bookmark: _Toc51986108][bookmark: _Toc10092667][bookmark: _Toc339292283][bookmark: _Toc425462883][bookmark: _Toc431293718][bookmark: _Toc463605885][bookmark: _Toc4407593][bookmark: _Toc33172644]General
Tenders and supporting documents must be written in English and priced in Pounds Sterling. 
Tenders are to be presented as four separate submissions.  The documents contained within each submission are detailed below.
Tenderers are to note that all documents below must be completed and returned for their submission to be assessed as compliant. Failure to do so may result in the tender being rejected.
All the documents listed below must be submitted as separate documents (files) that are clearly identifiable from the document name within the respective Submissions 1 to 4.
Tenders must be submitted in accordance with these Instructions and the tender documents including any tender amendments. Tenders must not be qualified or accompanied by statements or a covering letter that might be construed as rendering the tender equivocal. Unauthorised alterations or additions must not be made to any component of the tender documents as this may render your tender invalid and your tender may be rejected. Highways England’s decision as to whether or not a tender complies with these Instructions will be final.
Tenders not submitted via the eSourcing portal by the tender return date in Table 1.7.1 will be excluded from further consideration. Offers must remain open for acceptance for 210 calendar days from the tender return date. 
Documents are to be in Microsoft Word 2010 (or above), Adobe PDF or Microsoft Excel 2010 (or above) for commercial documents and must be set to portrait orientation. Where a Tenderer wishes to use a different file format this must be raised as a tender query in accordance with the procedure set out above.  Please note, that the Tenderers response must not be submitted as a scanned PDF image.   
When uploading tender submissions Tenderers are to upload the electronic files separately for each submission, as set out in 2.1.10 below. Where a submission requires multiple files to be uploaded these can be combined in a single zip file. No file is to be larger than 20Mbytes.  Label each Zip file with the Tenderers name and Submission number. 
No unauthorised alteration or additions must be made to any component of the tender documents. The tender must be submitted via the eSourcing portal at https://highways.bravosolution.co.uk for the Highways England Fuel Card Reporting Services Contract (2020-2025). 
Before a tender can be accepted the Tenderer must answer all the confirmation statements within the eSourcing portal Technical Envelope, confirming that it has read, understood and accepted specific documents. 
The following Submission 1 (Highways England Fuel Card Reporting Services Contract Selection Questionnaire) must be completed and submitted by Tenderers via the eSourcing portal Qualification Envelope.
	[bookmark: Submission1]Submission 1 (Qualification)

	PART 1: Supplier information

	PART 2: Exclusion grounds

	PART 3: Selection questionnaire


			The following Submission 2 (Quality) documents are to be completed and submitted by Tenderers via the eSourcing portal Technical Envelope.
	Submission 2 (Quality)

	Quality Statement 



[bookmark: _The_following_Submission]The following Submission 3 (Commercial) documents are to be completed and submitted by Tenderers via the eSourcing portal Commercial Envelope.  
	[bookmark: Submission3]Submission 3 (Commercial)

	Highways England Fuel Card Reporting Services 	Contract Price List



Tenderers are required to return Submission 4 (Supporting Information) via the eSourcing portal Technical Envelope. Supporting Information is composed of 10 statements confirming commitment to adhering to Highways England’s relevant policies. Failure to provide compliant statements in Submissions 4 may result in the tender being rejected.
	[bookmark: Submission4] Submission 4 (Supporting Information)

	1. A Small and Medium Sized Enterprises (SME) Subcontracting Statement

	2. Proposed Information Assurance Solutions

	3. A completed and signed Fair Payment Charter

	4. A completed and signed Anti-Fraud Code of Conduct

	5. A completed and signed Anti Bribery Code of Conduct

	6. A summary of relevant insurance policies and certificates

	7. A statement undertaking responsibility for dealing with insurance claims (or parts of such claims) within the excess amount

	8. Any request for non-disclosure under the Freedom of Information Act 2000

	9. Confirmation that the Named Parent Company(s) will enter into the Parent Company Guarantee (if required)

	10. Legal Opinion for non-United Kingdom Registered Companies


The Tenderer must review the relevant mandatory requirements and
Answer “Yes” to the corresponding question in the eSourcing portal
Provide the requested documentation 	within the tender return. Failure to do so may lead to the tender being rejected. 


[bookmark: _Toc4407594][bookmark: _Toc33172645]Information to support Submissions 1 & 4
[bookmark: _Toc4407595][bookmark: _Toc33172646]Small and Medium Sized Enterprises (SME) 
				Highways England is committed to removing barriers to SME participation in its contracts and this includes subcontracting opportunities. If Tenderers are proposing to subcontract part of this contract, they should provide assurance that they have considered how SMEs could play a part and details of the measures they have put in place to encourage and enable their participation as their subcontractors. If awarded the Highways England Fuel Card Reporting Services Contract (2020-2025), Tenderers will be asked to provide regular information about their spend with SMEs under the contract and Highways England may publicise good practice on its websites and report such expenditure to other Government Departments. A SME subcontracting statement is not required if the Supplier has classified itself as a SME.
[bookmark: _Toc505264484][bookmark: _Toc4407596][bookmark: _Toc33172647]Proposed Information Assurance Solutions 
Every Government Department including the companies it owns is required to take suitable precautions to safeguard its information. Information Assurance is the confidence that information and communications systems will protect the information they handle, and will function as and when they need to under the control of legitimate users. Tenderers are to provide a description of their proposals for handling information so that the suitability of their proposed Information Assurance solutions can be assessed.
Tenderers are to answer the questions in the table provided in the eSourcing portal Technical Envelope, giving descriptions where appropriate. This section is not scored as such, but is a straight pass/fail against all these questions generally. If Tenderers answer ‘no’ to any of the questions it does not necessarily mean they would fail however they must provide enough information to show that their policies and processes would align to Highways England' policy, and how. The Procurement Officer may request further information to clarify any aspect of the response. 
Highways England will assess whether the Information Assurance solutions submitted provide adequate protective security for personal and confidential information in accordance with Highways England’s Data Handling Policy. The Procurement Officer may refer any concerns to the appropriate Tenderer; unless the Tenderer is able to demonstrate that its proposals can be relied on, the tender will be rejected.
[bookmark: _Toc4407597][bookmark: _Toc33172648][bookmark: _Toc505264488][bookmark: _Hlk11765596]Insurance
Tenderers should be prepared to submit a summary of relevant insurance policies and certificates where appropriate and when required. Failure to do so will result in the tender being rejected.
[bookmark: _Toc4407598][bookmark: _Toc33172649][bookmark: _Toc505264495]Parent Company Guarantee
Tenderers must confirm that a parent company meeting the requirements of clause 3.4.3 will enter into a parent company guarantee in respect of the performance of the Tenderer’s obligations under the Highways England Fuel Card Reporting Services Contract (2020-2025) if required.
For the purposes of this provision, “Tenderer” shall be construed as referring separately to each party comprising the Tenderer, if more than one.
The Tenderer must identify and propose a parent company guarantor that meets the Economic and Financial Standing tests set out in Highways England Fuel Card Reporting Services Contract Selection Questionnaire. The proposed parent company guarantor will be checked for financial standing. If the proposed parent company guarantor does not meet the financial standing tests set out in these Instructions, the tender may be rejected. The Tenderer must note that the Highways England Fuel Card Reporting Services Contract (2020-2025) allows for Highways England to request a parent company guarantee prior to contract award or at any point during the contract period.
If the Tenderer does not have a parent company, or does not have a parent company that meets the Economic and Financial Standing tests set out in Highways England Fuel Card Reporting Services Contract Selection Questionnaire, to these instructions, the Tenderer must contact the Procurement Officer no later than 1 week prior to tender return to discuss an acceptable alternative guarantor or other form of performance security. Examples of alternative forms of guarantee could include performance guarantees, performance bonds and letters of credit which will need to be agreed by the Procurement Officer prior to tender return. If an acceptable guarantor or other form of performance security cannot be agreed, the tender may be rejected. The Tenderer must submit from the stated guarantor either 
A certified copy of a Board minute of the guarantor clearly and unambiguously confirming that it will enter into the parent company guarantee when requested, or 
If the guarantor is 
registered in the United Kingdom under the Companies Act 2006, a letter signed by the company secretary and a director (or two directors) of the guarantor clearly and unambiguously confirming that it will enter into the parent company guarantee when requested, or
not registered in the United Kingdom under the Companies Act 2006
· a letter signed by the equivalent under the law applicable to the guarantor of the company secretary and a director (or two directors) of the guarantor clearly and unambiguously confirming that it will enter into the parent company guarantee when requested and
· a legal opinion from a lawyer or law firm acceptable to Highways England) which is qualified and registered to practise in the jurisdiction in which the guarantor is incorporated, confirming the validity of the guarantor’s commitment under applicable local law; the legal opinion must be addressed to Highways England on a full reliance basis and the liability of the lawyer or law firm giving the opinion must not be subject to any financial limitation unless otherwise agreed by Highways England.
If the Tenderer does not return a certified copy of a Board minute or a signed letter and evidence of authority (and, where paragraph 1.12.5 applies, a legal opinion) as may be required above, then its tender may be rejected.
[bookmark: _Toc505264496][bookmark: _Toc4407599][bookmark: _Toc33172650]Legal Opinion for non-United Kingdom Registered Companies
If the Tenderer, or a consortium member of the Tenderer, or a proposed parent company guarantor is not a company incorporated in and subject to the laws of England and Wales (a “Foreign Entity”), then the Tenderer is required to provide a legal opinion from a lawyer or law firm which is
· qualified and registered to practise in the jurisdiction in which the Foreign Entity is incorporated and 
· acceptable to Highways England (the Tenderer must discuss this with the Procurement Officer prior to tender return).
The legal opinion must be submitted via the eSourcing portal Qualification Envelope and addressed to Highways England on a full reliance basis and the liability of the lawyers or law firm giving the opinion is not to be subject to any to financial limitation unless otherwise agreed by Highways England in writing (the Tenderer must discuss this with the Procurement Officer prior to tender return).
The legal opinion must also cover the following matters:
(a) [bookmark: _Ref422991139]confirmation that:
· the Foreign Entity is a corporation duly incorporated in the relevant jurisdiction, validly existing and in good standing under the laws of the jurisdiction in which it is incorporated;
· that if successful the Foreign Entity has full power to execute, deliver, enter into and perform its obligations under the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee;
· all necessary corporate, shareholder and other action required to authorize the execution and delivery by the Foreign Entity of the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee and the performance by it of its obligations under it have been duly taken;
· confirmation of the proposed signatories/method of execution and confirmation that this will constitute valid execution by the Foreign Entity;
· the execution and delivery by the Foreign Entity of the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee, and the performance of the obligations will not conflict with or violate: 
· the constitutional documents of the Foreign Entity;
· any provision of the laws of the jurisdiction in which it is incorporated;
· any order of any judicial or other authority in the jurisdiction in which it is incorporated; or
· any mortgage, contract or other undertaking which is binding on the Foreign Entity or its assets; and
· (assuming that the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee is binding under English law), the agreement constitutes legal, valid and binding obligations of the Foreign Entity enforceable in accordance with its terms;
(b) [bookmark: _Ref422992123]notification of any other formalities to be complied with under local law which may be necessary to enforce the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee in the Foreign Entity’s place of incorporation, including for example notarisation, legalisation or registration of the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee;
(c) [bookmark: _Ref422992234]notification of whether withholding is required to be made by the Foreign Entity in relation to any monies payable to Highways England under the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee;
(d) [bookmark: _Ref422990878]confirmation that Highways England will not be deemed to be resident or domiciled in the foreign jurisdiction by reason of the Foreign Entity’s entry into the Highways England Fuel Card Reporting Services Contract (2020-2025) or the guarantor’s entry into the parent company guarantee; and
(e) [bookmark: _Ref422992357]confirmation that the Foreign Entity and its assets are not entitled to immunity from suit, pre-judgment attachment or restraint or enforcement of a judgment on grounds of sovereignty or otherwise in the courts of England and Wales in respect of proceedings against it in relation to the Highways England Fuel Card Reporting Services Contract (2020-2025) / parent company guarantee. 
If a legal opinion 
(a) does not confirm all the matters listed in paragraph 3.5.3(a), 
(b) does not include the notification required by paragraph 3.5.3 (b),
(c) indicates that withholding is required to be made under paragraph 3.5.3 (c) or
(d) does not provide the confirmations required by paragraphs 3.5.3 (d) and 3.5.3 (e) 
then the tender may be rejected.
[bookmark: _Toc4407600][bookmark: _Toc33172651]tender EVALUATION stages
[bookmark: _Toc4407601][bookmark: _Toc33172652]General
Highways England assessment of tenders will be carried out in the following six stages.

During the evaluation period, Highways England reserves the right to seek clarification in writing or by means of a clarification meeting (and confirmed in writing) from any or all the Tenderers solely to assist in its consideration of their tender but shall be under no obligation to do so.
The Tenderer acknowledges that any documents and information submitted as part of its tender represent the proposals for meeting Highways England’s requirements, but do not in any way override or modify those requirements.  If awarded the Highways England Fuel Card Reporting Services Contract (2020-2025), the Tenderer will remain liable to comply with all the obligations set out in the documents forming part of the contract.  The Tenderer shall not be relieved from compliance with these obligations by any:
Compliance or Sustainability check carried out by Highways England on any part of the tender,
Evidence, assumptions or other information provided by the Tenderer to support the process in paragraph (a) above or
Clarification requested by Highways England and provided by the Tenderer (whether orally or in writing) as part of the evaluation process. 
[bookmark: _Toc4407602][bookmark: _Toc33172653]Stage 1 - Compliance
In this stage, the Procurement Officer will undertake an initial check of the material submitted by the Tenderer for tender completeness and compliance with these Instructions, including:
correct documents & submissions have been made in accordance with submission requirements
the format of submitted documents is correct
the page count and font size in submitted documents is correct
that no further documents were submitted beyond those required
the Selection Questionnaire in Submission 1 has been self-certified as a pass
A tender that does not meet these conditions may result in the tender being rejected. Highways England’s decision will be final. 
[bookmark: _Toc4407603][bookmark: _Toc33172654]Stage 2 – Evaluation
In this stage, the members of the Quality Evaluation Panel will individually assess the answers provided by the tenderer in Submission 2 (Quality) to the four questions in section 8.3 of these Instructions.  Quality evaluation methodology is included in Section 5 - Quality Assessment. 
The minimum quality requirement for this contract is to reach a threshold of 60% for the overall quality submission. 
The Commercial Evaluation Panel will assess Submission 3 (Commercial).  	Commercial evaluation methodology is included in Section 6 - Commercial (Cost) Scoring. The Commercial Evaluation Panel will also identify the issues to be raised with the Tenderer by the Tender Panel at the Sustainability stage.
[bookmark: _Toc4407604][bookmark: _Toc33172655][bookmark: _Hlk1553155]Stage 3 – Quality Consensus 
Following the Quality Evaluation stage, a consensus meeting will be held between members of the Quality Evaluation Panel to agree the Quality Mark and rationale for each question evaluated.
[bookmark: _Toc525835231][bookmark: _Toc525816056][bookmark: _Toc525826369][bookmark: _Toc525832163][bookmark: _Toc525832225][bookmark: _Toc525832456][bookmark: _Toc525832925][bookmark: _Toc525832987][bookmark: _Toc525833085][bookmark: _Toc525835232][bookmark: _Toc20732367][bookmark: _Toc13636075][bookmark: _Toc13636076][bookmark: _Toc33172656][bookmark: _Toc4407606][bookmark: _Hlk526866596]Stage 4 - Total Score
The lead bidders Total Score will be derived using table 4.6 below. In this competition, the most economically advantageous tender will be determined by applying a quality weighting of 60% and price a weighting of 40%.
The Tenderer with the highest Total Score will move forward to Stages 5 and 6 - (Sustainability and Selection Questionnaire).

Table 4.6
	
	Quality Submission
	Financial Score
	60% Quality Score
	40% Financial Score
	Total Score

	
	[i]
	[ii]
	[i * 0.6]
[iv]
	[ii *0.4]
[v]
	{iv + v]

	Tenderer A
	72
	78
	 43.2
	31.2
	74.4

	Tenderer B
	63
	91
	 37.8
	36.4
	74.2



[bookmark: _Toc33172657]Stage 5 – Sustainability
This stage will involve a sustainability check of the tender or tenders identified for the Sustainability process.  This is usually the tender of the Lead Bidder determined in accordance with Stage 4 (Total Score), however on occasion it may be necessary to carry out this check on two or more tenders.  This is necessary where there is no clearly defined gap between the quality scoring of two bidders. 
In the Sustainability stage, the Quality Panel and Financial Panel will be combined to form the Tender Panel, who will consider the sustainability of the overall proposed solution to identify risks that would reduce Highway England’s confidence in delivery.  
The Sustainability process will focus on providing Highways England confidence that the tenderer can fully perform the Highways England Fuel Card Reporting Services Contract (2020-2025), for the price submitted without risk of it failing.  
For each Tenderer identified for the Sustainability process, the Tender Panel will review a list of sustainability issues identified by the Commercial Evaluation Panel or the Quality Evaluation Panel during their respective evaluation of the Quality and Commercial Submissions.
Key topics identified for Sustainability (i.e. issues that may raise concern that the tenderer may not be able to deliver the Highways England Fuel Card Reporting Services Contract (2020-2025) for the price submitted) will be notified to the Tenderer in advance of any meeting with the Tenderer and answers/information will be recorded as part of the overall tender evaluation procedure. 
During the Sustainability process the Tender Panel may request evidence or explanation on any element to substantiate the build-up and calculations behind any rates or data within the Commercial Submission.
Tenderers should note that the Sustainability process is in addition to and without prejudice to Highways England’s rights to undertake due diligence in relation to a potentially abnormally low offer under the Public Contracts Regulations 2015, as amended. Highways England may undertake due diligence in relation to a potentially abnormally low offer on any aspect of a tender and at any stage of the procurement process.
[bookmark: h.4d34og8][bookmark: _Toc4407609][bookmark: _Toc33172658]Stage 6 – Selection Questionnaire 
When instructed, the tenderer with the highest Total Score after Stage 5 – Sustainability may be required to submit the evidence which supports their declarations in Parts 1 and 2 of the Selection Questionnaire in Submission 1 within the time stated. Highways England will check the evidence which supports the answers given to the Selection Questionnaire before the award of the Highways England Fuel Card Reporting Services Contract (2020-2025). If the required evidence is not provided within the time stated in the instruction or the evidence does not support the statements made in the Selection Questionnaire the tender may be rejected.
Highways England will assess the responses to Part 3 of the Selection Questionnaire which are on a pass/fail basis. In the event of a tender being given a “fail” against any of the criteria, the tender will be rejected.
Highways England will contact the tenderer with the highest Total Score if a parent company guarantee (or other guarantee or security agreed in accordance with these Instructions) is required before its tender can be accepted and will specify the parent company from whom a parent company guarantee must be provided.
If the Tenderer with the highest Total Score passes the Selection Questionnaire evaluation then that Tenderer is awarded the Highways England Fuel Card Reporting Services Contract (2020-2025).
If the Tenderer with the highest Total Score fails the Selection Questionnaire evaluation the Tenderer with the next highest Total Score has its Selection Questionnaire evaluated. 
This process continues until a Tenderer with a Total Score higher than other Tenderers and which passes the Selection Questionnaire evaluation has been identified. This Tenderer is awarded the Highways England Fuel Card Reporting Services Contract (2020-2025).
[bookmark: _Marking_of_the][bookmark: _Toc4407610][bookmark: _Toc33172659][bookmark: Chapter4]QUALITY ASSESSMENT 
[bookmark: _Toc525199265][bookmark: _Toc4407611][bookmark: _Toc33172660]Introduction
The Quality Evaluation Panel comprises of individuals who independently evaluate the Quality Submission (Stage 2 above) and then meet as a panel to provide Consensus on the scoring of the Quality Submission (Stage 3 above). The Quality Evaluation Panel will undertake an evaluation of the Quality Submission by determining their level of confidence in the Tenderer being able to provide the Service using the matrix in Table 5.3 below.
In evaluating the Quality Submission, a Quality Mark will be allocated for each Quality Question.
Clarifications are statements requested from Tenderers by the Procurement Officer to remove any ambiguity from tenders.  Clarifications will be recorded in writing.  If necessary to complete their evaluation, the Quality Evaluation Panel will seek clarifications from the Tenderer via the Procurement Officer. Clarifications will be sought during the evaluation process to remove any uncertainty over the meaning of anything within the Quality Submission. If a clarification provides information not requested by the Procurement Officer, then this information will be disregarded by Highways England.
After Evaluation the Quality Evaluation Panel meets to agree in Consensus the Quality Mark for each question.
The Total Quality Score for each tenderer will be derived from the Quality Marks produced at Stage 3 (Quality Consensus).
[bookmark: _Toc4407612][bookmark: _Toc33172661][bookmark: ScoringCriteria]Scoring Criteria
In the scoring table in section 5.3 below levels of confidence are defined as follows:
High level of confidence means no weaknesses identified in the area being assessed.
Good level of confidence means one or more weaknesses identified in the area being assessed that are unlikely to affect overall delivery of the contract requirements.
Limited level of confidence means one or more weaknesses identified in the area being assessed that are likely to affect overall delivery of the contract requirements.
[bookmark: _Toc4407613]No confidence means one or more weaknesses identified in the area being assessed that would be expected to prevent delivery of some or all of the contract requirements.
[bookmark: _Toc33172662]Table 5.3 – Quality Statement - Written Scoring
	[bookmark: _Hlk31374400]Mark
	To what extent does the tenderer’s response demonstrate they are likely to meet the requirements and contribute to the delivery of the contract? 
The response will be assessed based on Highways England’s confidence in the following areas:
•	The methodology and/or resources will successfully deliver the requirements.
•	The methodology represents efficiencies, continual improvement, and/or additional value.
•	The tenderer will act in a collaborative manner throughout the contract duration.
•	The methodology will contribute to the successful delivery of the contract.
•	The methodology is supported by evidence and therefore is highly likely to be delivered. 
  

	1
	The response provides an Unsatisfactory level of confidence which means one of more significant weaknesses or omissions identified in the area being assessed which may prevent delivery of some or all of the contract requirements.


	3
	The response provides a Limited level of confidence which means one or more weaknesses identified in the area being assessed that are likely to affect delivery of some or all the contract requirements that may require significant or ongoing intervention.


	5
	The response provides an Adequate level of confidence which means one or more weakness identified in the area being assessed that may affect delivery of some or all the contract requirements that may require some intervention.


	7
	The response provides a Good level of confidence which means one or more weaknesses identified in the area being assessed that may require little or no intervention, however unlikely to affect the delivery of all of the contract requirements.


	9
	The response provides a High level of confidence which means no weaknesses are identified in the area being assessed, and meets all the contract requirements, and may involve additional value to the requirements.



[bookmark: _Table_4.4_–][bookmark: _Toc4407614][bookmark: _Toc33172663]Quality Statement Scoring Formula and Weighting For Each Question
The score for each question in section 8.3 is determined by dividing the Quality Mark for that question by the maximum available mark for that question (which in this case will be 9) and multiplying the result by the question weighting shown in the final column of the table in section 8.3. The result is multiplied by one hundred.
Example
Quality Question Q1 = Quality Mark awarded for question Q1 divided by maximum available score (9) and the result multiplied by the weighting for that question (40%) and then multiplied by 100 and rounded to one decimal place.
		
Quality Question Q2 = Quality Mark awarded for question Q2 divided by maximum available score (9) and the result multiplied by the weighting for that question (25%) and then multiplied by 100 and rounded to one decimal place.

Repeat for all three questions

[bookmark: _Toc505888406][bookmark: _Toc525199268][bookmark: _Toc4407615][bookmark: _Toc33172664]Table 5.6 - Worked Example 
	[bookmark: _Hlk19607659]Question
	Quality Mark
	Maximum Available Mark
	Question Weighting
	Weighted Score for Question

	Q1
	5
	9
	40%
	22

	Q2
	9
	9
	25%
	25

	Q3
	9
	9
	35%
	35

	TOTAL
	
	
	
	82.0


[bookmark: _Toc33172665][bookmark: _Hlk3800052]Quality Mark

In this example the weighted score of 82.0 will be multiplied by 60% to give the total Quality Score.  This will be taken forward to 	Sustainability. 
[bookmark: _Toc19881219][bookmark: _Toc19881490][bookmark: _Toc20725099][bookmark: _Toc20725281][bookmark: _Toc20725844][bookmark: _Toc20725937][bookmark: _Toc20732379][bookmark: _Toc451941938][bookmark: _Toc465418705][bookmark: _Toc525196489][bookmark: _Toc4407616][bookmark: _Toc33172666]commercial (Cost) Scoring
[bookmark: _Toc33172667]Methodology
The Commercial Evaluation Panel will be provided with the response to the Quality Submission questions for information purposes.
A Commercial Evaluation Panel will determine a total price for each Tenderer on the basis of the total of prices submitted within the Highways England Fuel Card Reporting Services Contract Price List.
The Commercial Evaluation Panel will check that the resources it considers a tenderer needs to deliver the Highways England Fuel Card Reporting Services Contract (2020-2025) and the tendered prices correspond. If they do not correspond and the Tenderer fails to provide a satisfactory explanation the tender may be rejected.	
Examination of documents may detect errors in computation that may undermine the reliability of the tender. Tenders may be corrected by the Commercial Evaluation Panel to take into account misplaced decimal points, etc., or patent errors in arithmetic. Tenderer’s will be notified and asked within 2 working days/by return to confirm the corrected tender. Failure to agree may result in the tender being rejected. 
The Commercial Evaluation Panel will undertake a review of the tenderers submitted rates and 				prices to ensure that in its reasonable opinion they are sufficient to provide a sustainable service.  As part of this review the Commercial Evaluation Panel may ask to be provided with original evidence that demonstrates that the allowances made are reflected of forecasted costs incurred. This is a critical process and Tenderers should ensure appropriate time and resources are offered to support this. The Commercial Evaluation Panel may wish to interview appropriate staff to provide the level of satisfaction required. Failure to provide satisfactory evidence to support any part of this aspect of the submission may result in the tender being rejected.
Any prices, components or assumptions which the Commercial Evaluation Panel feel warrants additional evidence or discussion will be confirmed and discussed during the Sustainability stage (Stage 5).  This is a critical process and Tenderers should ensure appropriate time is offered to support this.  Where the Commercial Evaluation Panel are not satisfied that the prices, components or assumptions reflect a sustainable tender, then the Tenderer’s Quality Mark may be reduced as described in Section 4.5. 
[bookmark: _Hlk12462035]The Tenderer with the lowest total price will be given a Finance Score of 100. The Finance Score of other Tenderers will be calculated by deducting from 100 one point for each full percentage point by which their total price is above the lowest total price. If the tender with the lowest total price is subsequently excluded from further tender evaluation these scores will be recalculated. A worked example appears in Table 6.2.
This tender is using a ratio of 60% quality and 40% price therefore the percentages derived under paragraph 6.1.7 are multiplied by 40% to give the final weighted Commercial Score.
The estimates, allowances and adjustments above are estimates for tender evaluation purposes only and there is no guarantee that work to evaluation values will be carried out during the contract period.
[bookmark: _Toc20732382][bookmark: _Toc4407617][bookmark: _Toc33172668]Table 6.2: Commercial (Cost) Score – Worked Example
	[bookmark: _Hlk12462059]Commercial Evaluation 

	Lowest Price
	£55,000
	 

	Tenderer
	Price
	Lowest Price Rank
	Variance from Lowest
	Adjusted Score
	Weighted Score (x40%)

	A
	£55,000
	1
	0%
	100
	40

	B
	£60,000
	2
	9%
	91
	36

	C
	£65,000
	3
	18%
	82
	33


The weighted Finance Score is then added to the weighted total Quality Mark to confirm the Tenderer with the highest Total Score that will be taken into Stage 5 (Sustainability).
[bookmark: _Toc506135177][bookmark: _Toc506236560][bookmark: _Toc506135189][bookmark: _Toc506236572][bookmark: _Toc506135196][bookmark: _Toc506236579][bookmark: _Toc506135204][bookmark: _Toc506236587][bookmark: _Toc506135212][bookmark: _Toc506236595][bookmark: _Toc506135220][bookmark: _Toc506236603][bookmark: _Toc506135228][bookmark: _Toc506236611][bookmark: _Toc506135236][bookmark: _Toc506236619][bookmark: _Toc525832174][bookmark: _Toc525832236][bookmark: _Toc525832467][bookmark: _Toc525832936][bookmark: _Toc525832998][bookmark: _Toc525833097][bookmark: _Toc525835245][bookmark: _Toc525832175][bookmark: _Toc525832237][bookmark: _Toc525832468][bookmark: _Toc525832937][bookmark: _Toc525832999][bookmark: _Toc525833098][bookmark: _Toc525835246][bookmark: _Toc525832176][bookmark: _Toc525832238][bookmark: _Toc525832469][bookmark: _Toc525832938][bookmark: _Toc525833000][bookmark: _Toc525833099][bookmark: _Toc525835247][bookmark: _Toc525832177][bookmark: _Toc525832239][bookmark: _Toc525832470][bookmark: _Toc525832939][bookmark: _Toc525833001][bookmark: _Toc525833100][bookmark: _Toc525835248][bookmark: _Toc525832178][bookmark: _Toc525832240][bookmark: _Toc525832471][bookmark: _Toc525832940][bookmark: _Toc525833002][bookmark: _Toc525833101][bookmark: _Toc525835249][bookmark: _Toc525832179][bookmark: _Toc525832241][bookmark: _Toc525832472][bookmark: _Toc525832941][bookmark: _Toc525833003][bookmark: _Toc525833102][bookmark: _Toc525835250][bookmark: _Toc525832180][bookmark: _Toc525832242][bookmark: _Toc525832473][bookmark: _Toc525832942][bookmark: _Toc525833004][bookmark: _Toc525833103][bookmark: _Toc525835251][bookmark: _Toc440563703][bookmark: _Toc440563820][bookmark: _Toc440564041][bookmark: _Toc440564186][bookmark: _Toc440564261][bookmark: _Toc440564401][bookmark: _Toc440563705][bookmark: _Toc440563822][bookmark: _Toc440564043][bookmark: _Toc440564188][bookmark: _Toc440564263][bookmark: _Toc440564403][bookmark: _Toc440979484][bookmark: _Toc440979599][bookmark: _Toc440979920][bookmark: _Toc440980956][bookmark: _Toc440983712][bookmark: _Toc440979485][bookmark: _Toc440979600][bookmark: _Toc440979921][bookmark: _Toc440980957][bookmark: _Toc440983713][bookmark: _Toc440979486][bookmark: _Toc440979601][bookmark: _Toc440979922][bookmark: _Toc440980958][bookmark: _Toc440983714][bookmark: _Toc440979487][bookmark: _Toc440979602][bookmark: _Toc440979923][bookmark: _Toc440980959][bookmark: _Toc440983715][bookmark: _Toc440979488][bookmark: _Toc440979603][bookmark: _Toc440979924][bookmark: _Toc440980960][bookmark: _Toc440983716][bookmark: _Toc440979489][bookmark: _Toc440979604][bookmark: _Toc440979925][bookmark: _Toc440980961][bookmark: _Toc440983717][bookmark: _Toc440563719][bookmark: _Toc440563834][bookmark: _Toc440564055][bookmark: _Toc440564200][bookmark: _Toc440564275][bookmark: _Toc440564415][bookmark: _Toc440563720][bookmark: _Toc440563835][bookmark: _Toc440564056][bookmark: _Toc440564201][bookmark: _Toc440564276][bookmark: _Toc440564416][bookmark: _Toc435979602][bookmark: _Toc435979763][bookmark: _Toc435979808][bookmark: _Toc435980126][bookmark: _Toc435980393][bookmark: _Toc435981019][bookmark: _Toc436049712][bookmark: _Toc4407618][bookmark: _Toc33172669]Tender award
[bookmark: _Toc33172670]General
Highways England reserves the right not to proceed with any proposal made in response to this invitation.
As soon as possible once the award decision has been made, Highways England will inform the unsuccessful Tenderers of its decision in accordance with Regulation 86 of the Public Contracts Regulations 2015. This will trigger the start of the Standstill Period.
The successful Tenderer needs to confirm that the relevant insurances referred to in section 3.3. are able to be placed before contract starting date as set out in 		Highways England Short Form Purchase of Services Terms and Conditions.
Following contract award any documents not returned with the tender should be deleted from the Tenderer’s computers and all hard copies destroyed.
[bookmark: _Toc386116918][bookmark: _Toc386123931][bookmark: _Toc386525696][bookmark: _Toc386542717][bookmark: _Toc386611797][bookmark: _Toc386116919][bookmark: _Toc386123932][bookmark: _Toc386525697][bookmark: _Toc386542718][bookmark: _Toc386611798]Details of the contract award will be published in Contract Finder.


[bookmark: _Toc4407619][bookmark: _Toc33172671][bookmark: QualitySubmission2]Quality SUBMISSION
[bookmark: _Toc525199257][bookmark: _Toc4407620][bookmark: _Toc33172672]Introduction
[bookmark: _Toc525199258][bookmark: _Toc4407621]Tenderers must submit their Quality Submission (Submission 2) following the structure set out and cover the items described in this document.
[bookmark: _Toc20732388][bookmark: _Toc33172673]Quality Statement
The Quality Statement addresses the questions provided in section 8.3. 
In summary, the purpose of the Tenderer’s Quality Statement is to provide Highways England with an acceptable level of confidence, that both:
the approach is adequate for a competent and experienced contractor to successfully deliver the service, and
the Tenderer has the necessary competence, capability and capacity to deliver this approach and can evidence this using relevant experience.
[bookmark: _Toc505868102][bookmark: _Toc505868354][bookmark: _Toc505868468][bookmark: _Toc505888394][bookmark: _Toc506045798][bookmark: _Toc506135165][bookmark: _Toc506236548]The Quality Statement must be presented as one submission comprising the Tenderer’s proposed approach to provide the Service as described in the Highways England Fuel Card Reporting Services Contract (2020-2025), and evidence showing how the approach proposed has been developed from the successful delivery of similar work.
The Quality Statement should address Highways England’s specific requirements. Evidence may include reference to projects from other sectors where transferable skills and capabilities can be demonstrated.  Where an innovative process has been proposed, evidence may include reference to how the process has been developed in concept and tested.
Where there are shortfalls in the Tenderer’s previous experience, or 		there are risks associated with the service there must be an 	explanation detailing how these shortfalls will be overcome that 	provides confidence that the approach will be adequately managed. 		The Tenderer must state if they believe there to be no shortfall in 			previous experience.
The Tenderer’s response must clearly articulate and include the following four areas when addressing the questions (referencing Scoring Criteria in Table 5.3):
0. The methodology and resources that will deliver the service.
0. The proposed measures to represent additional value to the delivery 	of the service.
0. How it will act in a collaborative manner to continually deliver and 	improve the service for the full contract period.
0. Evidence that the proposed approach is likely to be delivered
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[bookmark: _Toc4407622][bookmark: QualityStatement][bookmark: _Toc33172674]Table 8.3 - Quality Statement (Questions)
	No.
	[bookmark: _Hlk520810793]Question
	Indicative Page Limit (total 8 overall)
	Max Score Available
	Weighting

	1.
	Methodology & Value for Money

Please detail your proposed solution to meet Highways England’s required specification. 

To support this, please provide a case study, detailing where you have operated similar Fuel Card Reporting Services for a customer.

Your response should demonstrate fully how your solution will meet the requirements detailed within the specification.

	
3 sides A4

	9
	40%

	2.
	Customer Service 

Please describe your approach to customer service.

Your response should demonstrate, but not be limited to, how you will engage with both ourselves and our fuel card provider and how will you ensure effective collaboration throughout the duration of this contract.
	
2 sides A4


	9
	25%

	3.
	Mobilisation
Please provide details of the typical implementation processes that you would propose if awarded this contract.
Your response should demonstrate, but not be limited to, the management of any transition of the services from another provider. This may include:
· The major sequence of the various activities required
· Pre-mobilisation
· Mobilisation
· Anticipated timescales
· Resource assumptions (for both client and service provider)
· Information / approvals typically required from the Client
	
3 sides A4

	9
	35%


The Quality Statement must not exceed the following total page limit: 8 sides of A4 paper. Each page must include a page number. The page limit includes all text included in the Quality Statement, title pages, drawings, diagrams, flow 	charts and any annexes. 
Tenderers may use A3 paper in lieu of A4, but each A3 sheet will be counted as two A4 sheets.  
Text must be presented in “Arial” font and be no smaller than 11 point, no less than single-spaced with the margins set at 2.54 cm. Text used for figures, tables, drawings, sketches, diagrams and flow charts must be 	no smaller than 8 point. 
The pages of the Quality Statement must be numbered, and responses to each question should be numbered as per the ‘Number’ in the first column of Table 8.3. Page numbers and other header or footer information may be included in the margin space.
Subject to paragraph 8.3.6 if Submission 2 exceeds the page limits set out above then Highways England will disregard the content of the pages after the limit has been exceeded.
If Tenderers consider that the page limit is insufficient to provide the information required by these Instructions, then a tender query should be raised to the Procurement Officer. No guarantee can be given that the page limit will be increased.

[bookmark: _Toc525196482][bookmark: _Toc4407623][bookmark: _Toc33172675]Commercial submission 
Tenderers must submit a Commercial Submission (Submission 3) which follows the structure set out and covers the Items described in this document.
[bookmark: _Toc525196483][bookmark: _Toc4407624][bookmark: _Toc33172676]Completed Contract Data Part Two 
The Tenderer is to include the completed Contract Data Part Two.
[bookmark: _Toc33172677]Commercial Price List
For Submission 3, the tenderer is to include a priced ‘Highways England Fuel Card Reporting Services Contract’ Price List. 
[bookmark: _Toc459289459]Tenderers are not permitted to:
(a) price any item, rate, fee, percentage or adjustment within another item, rate, fee, percentage and adjustment,
(b) cross subsidise any item, rate, fee, percentage or adjustment within any other item, rate, fee, percentage or adjustment,
(c) make any assumptions regarding the use or relevance of any item, rate, fee, percentage, adjustment or quantity or
(d) duplicate any price. 
Tenderers who price on any other basis and/or make any such assumptions may be rejected. 
Where a Tenderer prices an item, rate, fee or percentage or adjustment as zero, the Tenderer must provide Highways England with a detailed explanation of why the item, rate, fee, percentage or adjustment is zero. This information must be included in Submission 3.
In the event that a Tenderer prices an item, activity, rate or percentage as zero, the Tenderer is confirming that both the Tenderer’s forecast price and actual price will not include anything for it.
In the event that a Tenderer includes a credit for any item, rate, fee or percentage, the Tenderer must provide Highways England with a schedule showing:
(a) a detailed explanation of how and why there is a credit in relation to each item, rate, fee or percentage where a credit is said to exist, and
(b) details of how each credit identified is consistent with the terms of the Highways England Fuel Card Reporting Services Contract (2020-2025).  This information must be included by the Tenderer's in Submission 4. A credit must be shown against the price of an item or activity to which the credit relates.
Tenderers are to note that these Instructions for Tenderers and the Highways England Fuel Card Reporting Services Contract (2020-2025) do not provide for working capital or any other loans to Tenderers as part of this procurement process and Highways England can confirm that loans will not be provided by Highways England in any circumstances. 
[bookmark: _Toc33172678]Price List Guidance
All tenderers rates shall exclude VAT at the prevailing rate.  
Fee is as described in terms of contract.
[bookmark: _Toc525196488]Details within this Cost Breakdown will be used at the Sustainability stage of assessing tenders, detailed within the Instructions for Tenderers (IfT) document.  

[bookmark: _Toc32930854][bookmark: _Toc32930855][bookmark: _SELECTION_QUESTIONNAIRE][bookmark: _Toc4407627][bookmark: _Toc33172679]SELECTION QUESTIONNAIRE
Tenderers will have satisfactorily completed the Selection Questionnaire which can be found in Highways England Fuel Card Reporting Services Contract Selection Questionnaire. Those suppliers who were successful at this stage will been made aware of this fact via Bravo and officially invited to continue through this tender process 
[bookmark: _Toc20725859][bookmark: _Toc20725952][bookmark: _Toc20732396][bookmark: _Toc20725860][bookmark: _Toc20725953][bookmark: _Toc20732397][bookmark: _Toc20725861][bookmark: _Toc20725954][bookmark: _Toc20732398][bookmark: _Toc20725862][bookmark: _Toc20725955][bookmark: _Toc20732399][bookmark: _Toc20725863][bookmark: _Toc20725956][bookmark: _Toc20732400][bookmark: _Toc20725864][bookmark: _Toc20725957][bookmark: _Toc20732401][bookmark: _Toc20725865][bookmark: _Toc20725958][bookmark: _Toc20732402][bookmark: _Toc20725866][bookmark: _Toc20725959][bookmark: _Toc20732403][bookmark: _Toc20725867][bookmark: _Toc20725960][bookmark: _Toc20732404][bookmark: _Toc20725868][bookmark: _Toc20725961][bookmark: _Toc20732405][bookmark: _Toc20725869][bookmark: _Toc20725962][bookmark: _Toc20732406][bookmark: _Toc20725870][bookmark: _Toc20725963][bookmark: _Toc20732407]
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STAGE 1 COMPLIANCE
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STAGE 2 EVALUATION
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STAGE 3 QUALITY CONSENSUS 
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Review of submission to confirm adherence to IfT


Separate panels for Quality & Finance will complete evaluation of individual submissions. 


Quality assessment panel convenes to agree quality mark and identify Lead Bidders


STAGE 4 TOTAL SCORE


Quality Scores and Financial Ranking are combined to determine lead bidder


STAGE 5 SUSTAINABILITY


Lead Bidder's checks on sustainablilty


STAGE 6 SELECTION QUESTIONNAIRE


Checks on preferred bidder.
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