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[bookmark: _Toc379363406][bookmark: _Toc410647835]Background

[bookmark: _Toc410647836][bookmark: _Toc379363407]Purpose

1. [bookmark: _Toc379363413]The purpose of the Bidders Response Pro-Forma is to enable the Contracting Authority to gather Bidders’ responses in a consistent format for the evaluation of the Bidders’ experience and technical capability.  

2. Documents should be provided in .doc format (Office 97/2003) unless otherwise stated.  The files should be submitted without name or format change.

3. All Documents should be submitted in a flat file structure.

4. Questions are identified against the corresponding number within the Technical Envelope in Bravo.  These identifiers should not be modified. 

5. Embedded files must not be used.  Hyperlinks must not be used.  

6. To enable evaluation of the responses to this PQQ to be undertaken efficiently, Bidders shall limit the size of their responses to each question / section to the maximum specified word count indicated and use Arial 11 point font throughout.  

7. In your response to requirements, please do not:

· reference your answers from one response to another, even where there is commonality;

· include publicity material of any kind, e.g. brochures and web references or any graphics.
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	Ref No
	PQQ High Level Criteria Section
	Scoring Methodology 
	Sub-Weighting
	PQQ Question
	Bidders Responses

	2.5.2
	Capability & Technical and Professional Ability
	5 -  Fully relevant
3  - Partially Relevant
1  - Not Relevant
	15%
	Please provide details of the supplier’s principal areas of business activity, main products and services.
	Respond in no more than 500 words

	2.5.3
	Capability & Technical and Professional Ability
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	20%
	Please provide details of the supplier’s technical ability to perform the Contract requirements, including details of skills, efficiency, experience and reliability relevant to the contract requirements.
	Respond in no more than 500 words

	2.5.4
	Capability & Technical and Professional Ability
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	15%
	Please detail the managerial structure you would work to when providing services of the type required.  Please include a diagram setting out the relationship between partners/consortia members and sub-contractors where relevant.
	Respond in no more than 500 words

	2.5.5
	Capability & Technical and Professional Ability - Questionnaire Development
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Questionnaire Development’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous contracts.  
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Sampling
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Sampling’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Distribution & Receipt of Questionnaires
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Distribution & Receipt of Questionnaires’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Data Entry, cleansing & transfer
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Data Entry, cleansing & transfer’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Analysis & Reporting
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Analysis & Reporting’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Risk Management
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Risk Management’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words

	
	Capability & Technical and Professional Ability - Project Management
	5 - Excellent
4 - Good
3 - Acceptable
2 - Minor Reservations
1 - Serious Reservations
0 - Unacceptable
	5%
	Provide details of the services listed in the PQQ document in relation to ‘Project Management’ that you have previous experience of carrying out include details of using sub-contractors.  You should include a description of how each area has been delivered for previous
	Respond in no more than 800 words
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