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Any Text highlighted in yellow are guidance notes or optional wording and should be deleted and/or amended as appropriate in the final version, before submitting for approval and inclusion in the Invitation to Tender (ITT) pack. It is important to remember to also remove any highlighting from the final version.
[bookmark: _Toc93661687]1. Introduction

As outlined in the Invitation to Tender (ITT), the Driver and Vehicle Licensing Agency (DVLA) invites tenders for the following Service.


[bookmark: _Toc93661688]2. Background to the Requirement
[bookmark: _Hlk87961019]The DVLA is an Executive Agency of the Department for Transport (DfT), based in Swansea. The DVLA’s primary aims are to facilitate road safety and general law enforcement by maintaining accurate registers of drivers and vehicle keepers and to collect Vehicle Excise Duty (VED). 


[bookmark: _Toc253400957][bookmark: _Toc93661689]3. Procurement Timetable
The timetable for this Procurement is set out in Invitation to Tender (ITT). This timetable 
may be changed at any time but any changes to the dates will be made in accordance 
with the Regulations (where applicable).

Potential tenderers will be informed if changes to this timetable are necessary.

[bookmark: _Toc177969166][bookmark: _Toc180380665][bookmark: _Toc93661690][bookmark: _Toc177969167][bookmark: _Toc180380666]4. Scope
A contract is required for the support and maintenance of the Interflex time recording system. As DVLA is likely to stay on SAP for at least a further one year and as such there is a requirement to maintain the service. 
The requirement is for the service and maintenance agreement for the Interflex time recording system, which is integrated within the time and attendance functionality in SAP. This will ensure that continuity is maintained for this Agency wide function.

[bookmark: _Toc253400959][bookmark: _Toc93661691]5. Implementation and Deliverables
A contract is required to support and maintain the Interflex system from 25/07/2022 for one years with an option to extend for 1 + 1 years.
[bookmark: _Toc177969168][bookmark: _Toc180380667][bookmark: _Toc93661692]6. Specifying Goods and / or Services
A contract for Interflex support and maintenance to cover the Interflex System 6020 Software (IF 6020 Application Modules) and Hardware (Data Recording Equipment) to include up to 6000 employees and 35 master time recording terminals. 



[bookmark: _Toc177969172][bookmark: _Toc180380671]
[bookmark: _Toc93661693]7. Quality Assurance Requirements 	
N/A

[bookmark: _Toc93661694]8. Other Requirements
Suppliers shall provide a statement regarding the scope of their Business Continuity and Disaster Recovery Plans to protect the Agency from the consequences of business interruptions.

In this section, you also need to include the input from the following Relevant Factors:

8.1 Information Assurance 

	Removable Media
Tenderers should note that removable media is not permitted in the delivery of this Contract.  Where there is a requirement for Supplier Staff to take data off site in electronic format, the DVLA will consider if it is appropriate to supply an encrypted hard drive.

Security Clearance

Level 1 
Tenderers are required to acknowledge in their response that any Supplier Staff that will have access to the DVLA site for meetings and similar (but have no access to the DVLA systems), must be supervised at all times by DVLA staff.


Information Supply Chain
Tenderers are required to confirm how DVLA Data will be securely managed at each stage of the Information Supply Chain.  This applies to both Suppliers and Subcontractors.  Retention schedules will need to be defined and agreed prior to award of contract.

Processing Personal Data
Please note that the successful tenderer as part of the contract agrees to comply with all applicable requirements of UK Data Protection Legislation (including UK GDPR) and all applicable Law about the processing of personal data and privacy.





	To help prevent the spread of COVID-19 and reduce the potential risk of exposure, DVLA has a set of assessments that must be completed prior to attendance at any DVLA site. There are also a strict set of procedures that must be adhered to whilst on site. These apply to all staff and contractors are kept up-to-date based on the latest Government guidance.
Any Supplier Staff required to attend/visit DVLA site, during the period of the contract, must request and obtain a copy of the most recent DVLA Covid-19 Risk Assessment from the DVLA Contract Owner/Manager. They must also submit a copy of a Covid-19 Risk Assessment for their own organisation. This ensures that DVLA suppliers are not only adhering to Government guidelines whilst on site at DVLA but also in the capacity of performing their own business.
Prior to any visit, each individual Supplier Staff may also be required to complete a “Covid-19 Contractor Questionnaire”, which is a self-declaration to further minimise the risk of exposure. Copies of this Questionnaire, where required, will be available at DVLA Reception or from the member of staff escorting the Supplier Staff (where required).
N.B. The processes and assessment should be fully understood, ahead of any attendance/visit, as they include the arrangements and control measures in place to keep Supplier Staff and DVLA staff safe.



[bookmark: _Hlk83051335]

The Public sector equality duty (PSED) is a legal requirement under the Equality Act 2010. The Equality Duty ensures that all public bodies play their part in making society fairer by tackling discrimination and providing equality of opportunity for all. It ensures that public bodies consider the needs of all individuals in their day-to-day work – in shaping policy, in delivering services, and in relation to their own employees. DVLA is committed to encouraging equality, diversity and inclusion within our workforce and against unlawful discrimination of employees, customers and the public. We promote dignity and respect for all and we will not tolerate, bullying harassment or discrimination by staff, customers or partners we work with. Everyone working for us and with us, as partners in delivering our services, has a personal responsibility for implementing and promoting these policy principles in their day- to-day transactions with customers and our staff. 

A full copy of our Equality, Diversity and Inclusion Policy is available on request from the DVLA. 

8.2 Use of DVLA Brands, Logos and Trademarks
The DVLA does not grant the successful Supplier licence to use any of the DVLA’s brands, logos or trademarks except for use in communications or official contract documentation, which is exchanged between the DVLA and the successful Supplier as part of their fulfilment of the Contract.
Approval for any further specific use of the DVLA’s brands, logos or trademarks must be requested and obtained in writing from the DVLA.

[bookmark: _Toc93661695]9. Management and Contract Administration
Detail a proposed approach to contract management over the course of the contract and detail the Purchase to Pay Process. 

[bookmark: _Toc408585086][bookmark: _Toc177969175][bookmark: _Toc180380674]Sub-contracting to Small and Medium Enterprises (SMEs): [include the following text which refers to the Form of Tender, included within the ITT]

DVLA is committed to removing barriers to SME participation in its contracts, and would like to also actively encourage its larger suppliers to make their sub-contracts accessible to smaller companies and implement SME-friendly policies in their supply-chains (see the Gov.Uk website for further information). 

To help us measure the volume of business we do with SMEs, Schedule 3 (Form of Tender) of the ITT asks about the size of your own organisation and those in your supply chain. 

If you tell us you are likely to sub-contract to SMEs, and are awarded this contract, we will send you a short questionnaire asking for further information. This data will help us contribute towards Government targets on the use of SMEs. We may also publish success stories and examples of good practice.

[bookmark: _Toc177969176][bookmark: _Toc180380675][bookmark: _Toc93661696]10. Training / Skills / Knowledge Transfer 
If applicable, include details here of any training, skills and/or knowledge transfer required.

[bookmark: _Toc177969177][bookmark: _Toc180380676][bookmark: _Toc93661697]11. Documentation
If applicable, include any requirements for reports, manuals, drawings, invoices, delivery notes etc. Detail the format in which they must be submitted, if appropriate.

[bookmark: _Toc93661698]12. Arrangement for End of Contract
Please detail all arrangements for End of Contract.



[bookmark: _Toc93661699][bookmark: _Toc380578633]13. Tender Evaluation

This will comprise of the following elements:

1) an evaluation of mandatory requirements, if applicable. These will be assessed on a pass/fail basis. Tenders that fail any of the mandatory requirements may be disqualified from further consideration
2) an evaluation of the tender based on the quality criteria and social value criteria (if applicable)
3) an evaluation of the prices tendered

Selection will be based on the Evaluation Criteria, encompassing the most economically advantageous tender, which demonstrates a high degree of overall value for money, competence, credibility and ability to deliver.

Your tender will be evaluated using the weightings and criteria weightings set out within the ITT.

See the Specification Guidance for details on how to formulate your Evaluation Criteria.


Annex 1 – Welsh Language Scheme Requirements (only include were required in 8.11)

DVLA must ensure that arrangements and contracts with third parties that relate to the provision of services to the public in Wales are consistent with the terms of the Welsh Language Scheme and are implemented accordingly. 

This means that where DVLA provides services in English through use of a 3rd party Supplier, it will deliver the same quality of service to residents in Wales, specifically:
 

· documentation and publications in English and in Welsh will be provided to the same quality and timescale. The majority of forms and correspondence provided as part of the Service will be provided by DVLA. 

· target times for response to correspondence will be the same whether the correspondence is conducted in English or in Welsh; 

Where the service is supported by a corporate or telephone support service located outside Wales, it will not be practicable to offer a Welsh Language telephone service. However, the Supplier must offer those who call and who wish to speak in Welsh the option of writing in Welsh or continuing the conversation in English. 

Suppliers must adopt a bilingual corporate identity within Wales. This means Welsh and English must be displayed on all material which displays corporate identity. This includes identity badges and vehicles.

All signs, which give information to the public, must be bilingual with the Welsh and English text being treated equally with regard to size, legibility and prominence.

Each agent or Supplier who delivers services to the public on behalf of DVLA in Wales will be monitored on an annual basis to ensure compliance with the Welsh Language terms of their agreements or arrangements.
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