Standard Selection Questionnaire

Potential Supplier Information and Exclusion Grounds: Part 1 and Part 2.
The standard Selection Questionnaire is a self-declaration, made by you (the potential supplier), that you do not meet any of the grounds for exclusion[footnoteRef:2]. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning). [2:  For the list of exclusion please see https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf ] 

A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusion’s grounds. Consequently, we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example, these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
When completed, this form is to be sent back to the contact point given in the procurement documents along with the selection information requested in the procurement documentation. 
Supplier Selection Questions: Part 3
The procurement document will provide instructions on the selection questions you need to respond to and how to submit those responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the selection questions on behalf of the consortium and/or any sub-contractors.
If the relevant documentary evidence referred to in the Selection Questionnaire is not provided upon request and without delay, we reserve the right to amend the contract award decision and award to the next compliant bidder.
Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce an authority to enter into a contract, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years. 


Economic Appraisals of Identified Projects in Advance of Bids to the Levelling Up Fund and Shared Prosperity Fund 
Open Tender

Notes for completion
1. The “authority” means the contracting authority, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.
2. “You” / “Your” refers to the potential supplier completing this standard Selection Questionnaire i.e., the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.
3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.
4. The authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information.
5. For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 
6. . All sub-contractors are required to complete Part 1 and Part 2[footnoteRef:3].  [3:  See PCR 2015 regulations 71 (8)-(9)] 

7. For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.
8. For any questions that do not have space to input a response, please upload these as a separate document within your response on the iSupplier Portal, with the question number as the title of the document.
The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.

Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration. 

	Section 1
	Potential supplier information

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information (This needs to be the registered company’s name or trading name.)

	Click here to enter text.
	1.1(b) – (i)
	Registered office address (if applicable)
	Click here to enter text.
	1.1(b) – (ii)
	Registered website address (if applicable) 
	Click here to enter text.
	1.1(c)
	Trading status 
a) public limited company
b) limited company 
c) limited liability partnership 
d) other partnership 
e) sole trader 
f) third sector
g) other (please specify your trading status)
	Choose an item.

	
	
	Click here to enter text.
	1.1(d)
	Date of registration in country of origin
	Click here to enter text.
	1.1(e)
	Company registration number (if applicable)
	Click here to enter text.
	1.1(f)
	Charity registration number (if applicable)
	Click here to enter text.
	1.1(g)
	Head office DUNS number (if applicable)
	Click here to enter text.
	1.1(h)
	Registered VAT number 
	Click here to enter text.
	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	Choose an item.

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	Click here to enter text.
	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Choose an item.

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	Click here to enter text.
	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	Click here to enter text.
	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)
b) Sheltered Workshop
c) Public service mutual
	Click here to enter text.
	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)[footnoteRef:4]? [4:  See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/] 

	Choose an item.

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  [footnoteRef:5]  [5:   UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. See PSC guidance. ] 

- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 	- Over 25% up to (and including) 50%, 
	- More than 50% and less than 75%, 
	- 75% or more. [footnoteRef:6] [6:  Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. ] 


(Please enter N/A if not applicable)

For more information relating PSC please follow link: https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships

	Click here to enter text.
	1.1(o)
	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	Click here to enter text.
	1.1(p)
	Details of ultimate parent company:

- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	Click here to enter text.


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.

Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Choose an item.
If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	Click here to enter text.
	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	Click here to enter text.
	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Choose an item.

	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.




















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. 
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.

	Section 1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	Click here to enter text.
	1.3(b)
	Name of organisation
	Click here to enter text.
	1.3(c)
	Role in organisation
	Click here to enter text.
	1.3(d)
	Phone number
	Click here to enter text.
	1.3(e)
	E-mail address 
	Click here to enter text.
	1.3(f)
	Postal address
	Click here to enter text.
	1.3(g)
	Signature (electronic is acceptable)
	Click here to enter text.
	1.3(h)
	Date
	Click here to enter text.




Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Evaluation criteria for this section:
You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 

Self-Cleaning
Any supplier that answers ‘Yes’ to questions in this section should provide sufficient evidence, in a separate response, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in that question. The supplier has to demonstrate it has taken such remedial action, to the satisfaction of the Authority in each case. 

If such evidence is considered by the Authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process. In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, demonstrate that it has:
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct. 
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision. 

Scoring Methodology for this section:
Pass or Fail (where ‘No’ or with satisfactory self-cleaning = Pass and ‘Yes’ with no satisfactory self-cleaning = Fail)

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the web page.

	
	Participation in a criminal organisation.  
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Corruption.  
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Fraud. 
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Choose an item.
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered Yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	Click here to enter text.
	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	Choose an item.

	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

	Choose an item.

	2.3(b)
	If you have answered Yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	Click here to enter text.


Please Note: The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion 

	Evaluation criteria for this section:
The Authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in this section. 

Conflicts of Interest
In accordance with question 3.1(g), the Authority may exclude the Supplier if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly, indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence on the context of this procurement procedure. Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Supplier to inform the Authority, detailing the conflict in a separate response. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the Authority should not represent a conflict of interest for the Supplier. 

Taking account of Bidders’ Past Performance
In accordance with question 3.1(i), the Authority may assess the past performance of a Supplier (through a Certificate of Performance provided by a Customer or other means of evidence). The Authority may take into account any failure to discharge obligations under the previous principal relevant contracts of the Supplier completing this SSQ. The Authority may also assess whether specified minimum standards for reliability for such contracts are met. In addition, the Authority may re-assess reliability based on past performance at key stages in the procurement process (i.e. supplier selection, tender evaluation, contract award stage etc.). Suppliers may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed). 

Self-Cleaning
Any Supplier that answers ‘Yes’ to questions in this section should provide sufficient evidence, in a separate attachment, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in the question. The supplier has to demonstrate it has taken such remedial action, to the satisfaction of the Authority in each case. If such evidence is considered by the Authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process. 

In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, demonstrate that it has:
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct; 
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct. 
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision. 

Scoring Methodology for this section:
Pass or Fail (where ‘No’ or with satisfactory self-cleaning = Pass and ‘Yes’ with not satisfactory self-cleaning = Fail)

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world 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.

	3.1(a)

	Breach of environmental obligations? 
	Choose an item.
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Choose an item.
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	Choose an item.
If yes please provide details at 3.2

	3.1(d)
	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?
	Choose an item.
If yes please provide details at 3.2



	3.1(e)
	Guilty of grave professional misconduct?
	Choose an item.
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Choose an item.
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Choose an item.
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Choose an item.
If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Choose an item.
If yes please provide details at 3.2

	3.1(j)

3.1(j) - (i)





3.1(j) - (ii)



3.1(j) –(iii)




3.1(j)-(iv)





	Please answer the following statements

The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.

The organisation has withheld such information.


 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.

The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Choose an item.
If Yes please provide details at 3.2




Choose an item.
If Yes please provide details at 3.2

Choose an item.
If Yes please provide details at 3.2


Choose an item.
If Yes please provide details at 3.2





	3.2
	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 relevant ground for exclusion? (Self-Cleaning)
	Click here to enter text.

[bookmark: _37m2jsg]
[bookmark: _1mrcu09]


[bookmark: _46r0co2]Part 3: Selection Questions[footnoteRef:7]  [7: ] 


	Section 4
	Economic and Financial Standing 

The purpose of this section is to ascertain that bidders are able to provide relevant financial information where required by the Authority. The financial information required in this section is intended to gain a basic indication that the successful bidder is not a significant financial risk in relation to the particular procurement. 

The questions in this section assume that information will only be requested from the winning supplier(s).

The Authority shall reserve the right to reject any bidder’s ITT submission where no formal guarantee can be provided by the bidder e.g. parent company guarantee, bank bond or performance bond when the organisation consolidated risk category is “high”.



	
	Question
	Response

	4.1
	Are you able to provide a copy of your accounts for the last two years, if requested? Where legally applicable auditable accounts are to be provided if requested.

Please enter N/A if not applicable.


	Choose an item.


Click here to enter text.






	4.2
	Bidders are to complete the attached Financial self-certification form, and re-attach against this question.  The scoring methodology and how the ratios are calculated and the benchmarks are used and details of how to complete the form are within the document itself and in the Bidders Guidance document.




	Please embed your completed Financial Self Certification Form here.

	4.3
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

[BUYER’S NOTE: DELETE QUESTION IF NOT APPLICABLE]

	Choose an item.




	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	Click here to enter text.
	Relationship to the Supplier completing these questions
	Click here to enter text.





	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Choose an item.

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Choose an item.

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Choose an item.



	Section 6
	Technical and Professional Ability 

	Evaluation criteria for this section:
The Evaluation criteria for each question in this section is shown within the questions below. 

Scoring methodology for this section:
Scoring methodology Table A


	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

Word limit: 500 words per contract description.
If you cannot provide examples see question 6.3

Evaluation criteria for this question:
Bidder clearly demonstrates suitable relevant experience, showing a track record in delivering similar services. You will be scored for this question if it is relevant to you. If not, you will be scored against 6.3 instead, but not both.



	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Point of contact in the organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Position in the organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	E-mail address
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Description of contract 
(500 words per contract example)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Contract Start date
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Contract completion date
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Estimated contract value
	Click here to enter text.	Click here to enter text.	Click here to enter text.


	6.2


	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)

Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

Evaluation criteria for this question:
Bidder is not sub-contracting = full marks; or where Bidder is sub-contracting, Bidder clearly demonstrates measures to maintain a healthy supply chain with their sub-contractor(s).

	
	Click here to enter text.


	6.3  
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

Evaluation criteria for this question:
Bidder clearly demonstrates suitable relevant experience, showing a track record in delivering similar services or evidence of appropriate systems/staffing/infrastructure demonstrating the bidder’s capability and capacity to deliver the requirements.

You will be scored for this question if it is relevant to you. If not, you will be scored against 6.1 instead, but not both.





	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015[footnoteRef:8] [8:  Procurement Policy Note 9/16 Modern Slavery Act 2015] 


	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?

Further details concerning the Modern Slavery Act can be found on https://www.gov.uk/government/uploadTransparency_in_Supply_Chains_etc__A_practical_guide__final_.pdf

	Choose an item.

	7.2
	If you have answered Yes to question 7.1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?

If you answer ‘Yes’ please provide the relevant url.

If you have answered ‘N/a’ to 7.1 or 7.2 please provide an explanation in the space provided below. The bidder’s response should not exceed 500 words.

Evaluation criteria for this question:
‘Yes’ with a URL = PASS
‘No’ with an explanation that sufficiently demonstrates why the bidder isn’t compliant with Section 54 of the Act 2015= PASS
‘No’ without an explanation that sufficiently demonstrates why the bidder isn’t compliant with Section 54 of the Act 2015 = FAIL
	Choose an item.



Please provide the relevant url; Click here to enter text.


Click here to enter text.





8. Additional Questions

Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.

	Section 8
	Additional Questions 

	8.1
	Insurance

	Evaluation criteria for this section:
If you cannot answer ‘Yes’ or ‘Commit to obtain, prior to the commencement of the contract’, your response will not be accepted. 

Scoring methodology for this section:
Pass/Fail, where ‘Yes’ or ‘Commit to obtain prior to the commencement of the contract’ = Pass and ‘No’ = Fail

	a.
	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:  
Y/N  

Employer’s (Compulsory) Liability Insurance = £5 million

Public Liability Insurance = £5 million

Professional Indemnity Insurance = £5 million


*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.



	8.2
	Skills and Apprentices[footnoteRef:9] – (please refer to supplier selection guidance) [9:  Procurement Policy Note 14/15– Supporting Apprenticeships and Skills Through Public Procurement] 


	a.
	Public procurement of contracts with a full life value of £10 million and above and duration of 12 months and above should be used to support skills development and delivery of the apprenticeship commitment. This policy is set out in detail in Procurement Policy Note 14/15.

Please confirm if you will be supporting apprenticeships and skills development through this contract.

	Choose an item.

	b.
	If Yes, can you provide at a later stage documentary evidence to support your commitment to developing and investing in skills, development and apprenticeships to build a more skilled and productive workforce and reducing the risks of supply constraints and increasing labour cost inflation?
	Choose an item.

	c.
	Do you have a process in place to ensure that your supply chain supports skills, development and apprenticeships in line with PPN 14/15 (see guidance) and can provide evidence if requested?
	Choose an item.





	8.3
	Licensing and Registration

	Within this section the Bidder is to detail if their organisation is registered with the appropriate trade or professional register(s) with the member state or country they are established. Details of these can be found in Annex XI of the Public Contracts Regulations. 

	a.
	Registration with a professional body

If applicable, is your business registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annex XI of directive 2014/24/EU) under the conditions laid down by that member state?
	Choose an item.

	b.
	Please provide the registration number
	Click here to enter text.
	c.
	Is it a legal requirement in the state where you are established for you to be licenced or a member of a relevant organisation in order to provide the requirement in this procurement?
	Choose an item.

	d.
	Please provide additional details of what is required and confirmation that you have complied with this. 

	Click here to enter text.




	8.4
	Professional Capacity

	Evaluation criteria for this section:
The Evaluation criteria is provided within each question in this section. 


	a.
	Organisation Management Structure

Please outline your organisation’s management structure with specific details of management levels, experience, qualifications and length of service of the principal managers which have enabled you to undertake similar services (also, if applicable, including details of how similar services were co-ordinated if you have a number of different offices). 

Evaluation criteria for this question:
Bidder clearly demonstrates an appropriate management structure, with sufficient numbers of suitably qualified staff, which has delivered similar services, and provides details of how those services were successfully co-ordinated. 

Word limit: Up to 1 A4 page.

Scoring Methodology for this Question:
Scoring Methodology Table A

	b.
	Resources

Please identify the resources you routinely draw on which have enabled you to undertake or provide similar requirements, clearly indicating internal and external resources (e.g. sub-contracting, equipment, facilities, recruitment, work placement or apprenticeship schemes, volunteers, employment of people with learning difficulties etc.)

Evaluation criteria for this question:
Bidder clearly demonstrates they have the appropriate resources available to deliver similar services, providing details as to how their resources can be flexible to meet demands, whilst meeting Equality & Diversity requirements and wider ECC initiatives. 

Word limit: Up to 1 A4 page.

Scoring Methodology for this Question:
Scoring Methodology Table A




	8.5
	Equality & Diversity

	If your organisation is working outside of the UK, please refer to equivalent legislation in the country that you are located. 

Evaluation criteria for this section:
If you answer ‘Yes’ or the evidence provided is insufficient your application will not be accepted. 

Scoring methodology for this section:
Pass/Fail, where ‘No’ or evidence provided is sufficient = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

	a.
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	Choose an item.

	b.
	Please provide a summary of the nature of the investigation and an explanation of the outcome of the investigation to date. 

If the investigation upheld the complaint against your organisation, please explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring. 

Word limit: Up to 1 A4 page.


	c.
	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?
	Choose an item.

	d.
	Please provide a summary of the nature of the investigation and an explanation of the outcome of the investigation to date. 

If the investigation upheld the complaint against your organisation, please explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination from reoccurring. 

Word limit: Up to 1 A4 page.


	e.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub contractor(s) will not be used’ = Pass, ‘No’ = Fail
	  Choose an item.



	8.6
	Environmental Management

	Evaluation criteria for this section:
If you answer ‘Yes’ or the evidence provided is insufficient your response will not be accepted. 

Scoring methodology for this section:
Pass/Fail, where ‘No’ or evidence provided is sufficient = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

	a.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)?
	Choose an item.

	b.
	Please provide details of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served. 

The Authority will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless the Authority is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.

Word limit: Up to 1 A4 page.


	c.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub-contractor(s) will not be used’ = Pass, ‘No’ = Fail
	  Choose an item.



	8.7
	Health & Safety

	Evaluation criteria for this section:
If you answer ‘Yes’ or ‘the evidence provided is insufficient your application will not be accepted. 

Scoring methodology for this section (question a):
Pass/Fail, where ‘Yes’ or ‘evidence provided is sufficient’ = Pass, and ‘No’ or the evidence is lacking detail = Fail

Scoring methodology for this section (questions b, c and d):
Pass/Fail, where ‘No’ or ‘evidence provided is sufficient’ = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

	a.
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
	Choose an item.

	b.
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years?
	Choose an item.

	c. 
	Please provide details of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result. 

The Authority will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches. 

Word limit: Up to 1 A4 page.


	d.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub-contractor(s) not used’ = Pass, ‘No’ = Fail
	  Choose an item.



	8.8
	E-Procurement

	The questions in this section represent the minimum E-Procurement requirements and your response may be rejected if you are unable to comply. It is only in exceptional circumstances that a bidder may be granted an exception if they are unable to meet these minimum basis requirements. If you are unable to answer ‘Yes’ to these questions, please contact us for further advice before submitting your response. 

Evaluation criteria for this section: The questions in this section will be evaluated on a Pass/Fail basis. 

Scoring Methodology for this section: Pass/Fail (where ‘Yes’ = Pass and ‘No’ = Fail

	a.
	Electronic ordering

As part of this contract, the Successful Bidder will be required to receive orders sent electronically to a central e-mail address, from the contract start date. Please can you confirm that your organisation can fully meet with this requirement? 
	Choose an item.

	b. 
	Electronic invoicing

As part of this contract, the Successful Bidder will be required to submit invoices electronically from the contract start date. Please can you confirm that as a minimum, your organisation will submit invoices electronically by utilising the PO Flip method, from the contract start date?
	Choose an item.








	8.9
	Information Handling and Security


	
	To ensure that the Authority’s information is handled securely please complete the attached Data Protection Compliance Questionnaire – Self assessment.
 


Scoring methodology: 
This is a Pass / Fail question. 
(Where the Bidder can self-certify they comply with all requirements in the questionnaire = Pass; The Authority reserves the right to reject any bid where the Bidder cannot self certify that they comply with all the requirements in this questionnaire). 
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		Name

		Click here to enter text.



		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Registered address

		Click here to enter text.

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Trading status

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Company registration number

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Head Office DUNS number (if applicable)

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Registered VAT number

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Type of organisation

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		SME (Yes/No)

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		The approximate % of contractual obligations assigned to each sub-contractor

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.
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				Issue Control

				Version		Date		Description

				V1		6/22/20		Review and update of existing model

				V2		10/2/20		Amendments to formulae on 'Bidder Tempate'. Update of guidance supplied to bidders regarding financial information.







Guidance for Procurement Team

				Guidance for Procurement Team

				1. To enable macros on this spreadsheet, first click "Enable Content" in the yellow bar above the formula bar:



				2. A pop-up will appear, please click yes. This will enable macros:









				3. On the "Contract Risk Tool" tab, please complete the contract risk rating table to generate a "Contract Risk Rating". 
Additional information to assist you with this task can be found at the "Criteria" tab.

				4. On the "Procurement Team Inputs" tab, please input the annual contract value to the nearest thousand in the second purple box. 

Where only the full contract value and the number of years of the contract is known (i.e. the annual contract value is not known), an estimate of the annual contract value should be determined by calculating (full contract value divided by total number of years of contract)

				5. Once the contract risk rating and annual contract value have been input correctly, click the "Hide Sheets" button in the "Procurement Team Inputs" tab.
Please note, this will hide this tab all of the yellow tabs including this one ("Guidance for Procurement Team").

PLEASE NOTE: once the "Hide Sheets" button has been pressed, it is NOT possible to unhide any of these tabs. 
Please contact The Strategy & Assurance team (procurementSandA@essex.gov.uk) if you require any of these tabs to be unhidden.

				6. You have now completed all necessary steps to prepare the Financial Certification Form to be sent to bidders.





Contract Risk Tool

				Contract Risk Tool

				The buyer should populate the details for this requirement in the " Details for this contract" column below to generate the "Contract Risk Rating". 

				Factor		Details for this contract		Information Only

				Spend (pa)				Information Only

				Duration (months)				ERROR:#N/A

				Criticality (R1) -Contract Status				ERROR:#N/A

				Supply Risk (R2) - Impact of Supplier Failure				ERROR:#N/A

				Segmentation (R3) - Market Status				0

								0

								0

				Profile - Internal/External				ERROR:#N/A

				FAT Score				ERROR:#N/A

				Percentage Score				ERROR:#N/A

				Contract Risk Rating:				ERROR:#N/A

										Intermediate Scoring																Weighted Scoring

										Spend		Duration		Criticality (R1)		Supply Risk (R2)		Segmentation (R3)		Preferencing		Performance		Profile		Spend		Duration		Criticality (R1)		Supply Risk (R2)		Segmentation (R3)		Total Replaceability (R1+R2)		Preferencing		Performance		Profile

												ERROR:#N/A		ERROR:#N/A		ERROR:#N/A				ERROR:#N/A		ERROR:#N/A		ERROR:#N/A				ERROR:#N/A		ERROR:#N/A		ERROR:#N/A				ERROR:#N/A		ERROR:#N/A		ERROR:#N/A		ERROR:#N/A













Criteria

		Tiering Criteria

		1		SPEND - Total Contract Value (Information Only)				EXAMPLES

				Over £10 million

				£5 million to £10 million

				£2.5 million to £5 million

				£1 million to £2.5 million

				£500k to £1 million

				Under £500k

		2		DURATION - Contract Length In Months 

				More than 119 months

				60 to 119 months

				36 to 59 months

				24 to 35 months

				12 to 23 months

				up to 11 months

		3		CRITICALITY (REPLACEABILITY 1) - Contract Status

				STRATEGIC - ECC traded partnership, strategic partnership or integrated service provider.				Mitie and Ringway

				SPECIALIST - Provider of core services to the authority; minimum/limited alternative suppliers in the market				Fujitsu (TCS)

				CORE - Provider of core services to the authority; many alternative suppliers in the market.				First Buses, Volia

				NON-CORE - Contracted supplier of non-core services.				Banner, Dell, Corporate Design Services

				AD HOC - Non-contracted supplier of non-core services.				SPOT Purchases/Individual purchases as an when required

		4		SUPPLY RISK (REPLACEABILITY 2) - Impact of Business Failure of Supplier

				Critical (Strategic) - The goods/services are very complex, there is very limited supplier (competition) within the market so alternative providers can not be easily found, Lost of provider would result in a lost of critical core services to the Authority.Cost of change to another provider would have high budget implications/loss of saving forecasted. 

				HIGH (Bottleneck) - The goods/services are very complex  Items/Services could not be easily transferred to another supplier either due to complexity of services,minimum/limited alternative suppliers in the market, very high cost implication to the Authority.

				Moderate (Leverage ) - High risk goods/services, Low budget/saving implications as goods/services could be transferred to another supplier with medium difficulty due to a range of suppliers within the market.

				Low (Routine) - Low risk items/Services could be transferred to another supplier with ease or within a short timescale; many alterative suppliers in the market/very low cost/saving implications.

		6		PROFILE - Degree of attention / interest

				HOT - Very High Profile with Cabinet/Cabinet Members/Tier 2 officers interested, Mutli directorates involved.

				WARM - Fair degree of interest exhibited by several parties, multi directorates involved.

				COLD - No really interest apart from Individual Section/Department Head.









Gearing

		Weightings						Spend						Duration						Criticality (R1)						Supply Risk (R2)						Segmentation (R3)						Preferencing						Performance						Profile						Thresholds						Tiering level								Resourcing (SRM/CM/CA)												Factors						Team

		Spend - Information Only		0%				0						Below 11		0				Strategic		10				Critical 		10				Strategic		10				Nuisance		 				Red		 				Hot		10				0		3				3		5						1a		0.0%		9.7%		3.5%						Unit Conversion		8.33%

mark.paget: mark.paget:
1/12 annual				MW

		Duration		5%				172,514

mark.paget: mark.paget:
OJEU threshold																																																																												

mark.paget: mark.paget:
1/12 annual		12 to 23		2				Specialist		8				High		7				Bottleneck		7				Exploitable		 				Amber		 				Warm		5				300		2				2		4						1b		0.0%		7.3%		2.6%						Complexity (Corporate)		1.33				DC

		Criticality (R1)		50%				500,000						24 to 35		4				Core		5				Moderate		5				Leverage		5				Developable		 				Green		 				Cold		1				375		1c				1c		3						1c		0.0%		7.3%		2.6%						Complexity (PT)		1.00				AC

		Supply Risk (R2)		30%				1,000,000						36 to 59		6				Non-Core		3				Low		1				Routine		1				Core		 				Blue		 										450		1b				1b		2						2				3.2%		0.9%						Ratchet T1a		1.6				DM

		Segmentation (R3) - Not Used		0%				2,500,000						60 to 119		8				Ad hoc		1																																		600		1a				1a		1						3				1.9%		0.7%						Ratchet T1b		1.2				IF

		Preferencing - Not Used		0%				5,000,000						119 Plus		10																																																																		Ratchet T1c		1.2				MG

		Performance - Not Used		0%				10,000,000																																																																										Ratchet T2		1.0				SR

		Profile		15%																																																																		Activity Units												Ratchet T3		0.8				LW

				100%																																																																		Project		SRM		CM		CA												JS

																																																																						T1 SRM				19		12												MEG

																																																																						T1 CM				54		14												NB

																																																																						T2 CM				38		11												KK

																																																																						T3 CM				28		11												EP

																																																																																								AW

																																																																																								MP

																																																																																								MRW

																																																																																								Ext





Procurement Team Inputs

				Procurement Team Inputs



				Contract Risk Rating		ERROR:#N/A		Procurement team to enter contract risk rating from contract risk tool



				Annual contract value (£k)				Procurement team to enter annual contract value in £000s





Hide Sheets



Guidance for Bidders

				Background Guidance for Bidders

				This Financial Self-Certification Form will be used to assess Candidate's Financial Standing reflecting Regulation 58 of the Public Contract Regulations 2015. It has been prepared with reference to the current Cabinet Office Guidance and the Office for Government Commerce Supplier Financial Evaluation Guidance.

				A bidder's Economic and Financial Standing is assessed on a risk basis and each organisation will be put into a risk category that fits the risks involved.

Each bidder must use this form (the "Financial Self-Certification Form") to assess their organisations Economic and Financial Standing. The financial risk rating that each organisation declares will be considered as part of the overall selection criteria. Each bidder will receive a risk rating according to the corresponding level of financial risk which they are adjudged to hold following the completion of this form.

The ratios that the Authority uses to calculate a bidder's financial risk rating are: 
1. Current ratio: a measure of liquidity/solvency whether current assets cover current liabilities
2. Liquid ratio: a measure of short term solvency removing inventory which may be harder to turn into cash quickly
3. Gearing: this shows the level of long term borrowing the organisation has compared to its non-current liabilities, with higher gearing potentially being a higher risk.
4. Interest cover: this shows whether the profits of the organisation are sufficient to cover its interest payments, with greater coverage being rewarded.
5. Shareholders Funds: whether these are positive or not, with the expectation that financially sound companies would have positive shareholder funds
6.Contract value/turnover: the proportion of the annual contract value compared to turnover to assess ability of supplier to manage the proposed contract.

The Authority applies a weighting to the results of each of the 6 items listed above. The current & liquid ratios are assessing similar areas so where all other ratios are wieghted equally as they are deemed to carry equal importance for ECC, these 2 have a 50% of the full weighting each so that, combined, they share an equal weighting as the other 4 ratios. The Financial Self-Certification Form calculates an overall weighted score by summing the weighted scores of the 6 items above.

				For further information on the inputs to the ratios, scores and weightings applied, please click here to go to the "Financial Risk Rating Ratios" tab.

				Before sending out the Financial Self-Certification Form, the Authority has assessed each contract and has determined a contract risk rating. The Authority conducts an assessment of the risk of each of its contract to determine the requisite threshold which will be utilised in respect of this form. This contract risk rating defines the thresholds that this tool will apply to the score calculated above in order to determine the financial risk rating. 

In determining a contract risk rating, the Authority examines the following aspects:
1. Spend: total contract value, split between: under £500k; £500k to £1m; £1m to £2.5m; £2.5m to £5m; £5m to £10m and over £10 m
2. Duration: months of the contract, split between: up to 11 months; 12 to 23 months; 24 to 35 months; 36 to 59 months; 60 to 119 months; over 119 months
3. Criticality: contract status, split between: strategic; specialist; core; non-core; ad-hoc
4. Supply risk: impact of supplier business failure, split between: critical; high; moderate; low
5. Profile: the degree of attention or public interest, split between: hot; warm; cold

				The contract risk rating determines whether the Authority has determined the contract to be classified as either low, medium or high risk. Note that the Authority has determined that self certification process is only required for a contract that has been determined to be a high or medium Contract Risk Rating. The contract risk rating that the Authority has applied to this contract is shown in the "Risk Ratings" tab.

Based on the Contract Risk Rating the Authority will apply different thresholds in calculating the overall Financial Risk Rating. The thresholds applied in determining the Financial Risk Rating to each type of contract requiring a financial risk rating are detailed in the "Risk Ratings" tab. 

Please click here to go to the "Risk Ratings" tab.

				The financial information provided in the "Bidder Template" tab must be as per the most recent set of financial statements. Where the bidder's financial statements are subject to an audit, the financial information provided must be as per the most recent set of audited financial statements. 

The Authority does not accept budgets, forecasts, management accounts or other forms of management information to calculate the financial risk rating.

				Note that any bidder who does not have 12 months financial information (i.e. has been operating less than one year) should declare a "very high" financial risk rating. Accordingly, the Authority will require the bidder to provide a formal guarantee e.g. parent company guarantee, bank bond, performance bond. 

Where a company achieves a financial risk rating of "high" or "very high" for any other reason, the Authorityis likely to request the bidder to provide a guarantee/bond.

The Authority has the right to reject any bidder’s ITT submission where no formal guarantee can be provided by the bidder e.g. parent company guarantee, bank bond or performance bond when the organisation only achieves a financial risk rating of "high" or "very high".

				If a bidder has more liabilities than assets (i.e. an overall net liability or negative net assets), the bidder will receive "very high" financial risk rating.

				Completion guidance for Bidders

				1. Please complete all cells in purple on the "Bidder Template" tab using your most recent set of financial statements. 

For any bidder that has been operating for less than 2 years (i.e. where the bidder has only one year's worth of financial information), please enter £nil throughout the prior year column. This will ensure that no errors for this section are returned and your financial risk rating can be calculated.

Please ensure that all purple cells have been completed within this tab as the ratios are calculated based on the information provided within these tabs.

				Please click here to go to the "Bidder Template" tab.

				2. Please ensure that all integrity checks have been passed in the "Data integrity checks" (i.e. all read "OK"). Where there is an error, please correct this error. This will ensure that the financial risk rating that has been calculated is accurate based on the financial information provided.

				Please click here to go to the "Data integrity checks" tab.

				3. The bidders financial risk (and each financial ratio) will be calculated and given in the "Results" tab. The organisations risk category (low, medium, high, very high) will be highlighted in row 12 of this tab to each bidder according to the overall perceived financial risk. 

				4. Bidders should review the "Results" tab. For any Amber or Red ratios on the tab, bidders can provide comments in mitigation or explanation for that result.  

				Please click here to go to the "Results" tab. 

				Further guidance for Bidders

				Interest Payable/(Receivable): Interest receivable should be entered as a negative figure and interest payable should be entered as a positive figure. If a bidder has both interest receivable and interest payable, then please input the net interest figure.

Please click here to go back to the "Bidder Template" tab.

				(Profit)/Loss Before Interest & Tax: This figure should be profit before interest and tax. Profit before interest and tax should be entered as a negative figure and loss should be entered as a positive figure.

Please click here to go back to the "Bidder Template" tab.

				Current Assets: Examples of current assets include: cash, cash equivalents, short term investments, stock, inventory, debtors or receivables (e.g. trade debtors or receivables, VAT, amounts due from group companies, prepayments, accrued income, other debtors or receivables). This list is not exhaustive.

Please click here to go back to the "Bidder Template" tab.

				Current Liabilities: Current liabilities are liabilities that are:
- Expected to be settled in less than one year from the reporting date
- Held for the puposes of trading

Examples of current liabilities include: bank loans due within one year, overdrafts, mortgage payments due within one year, creditors or payables (e.g. trade creditors or payables, VAT, amounts due to group companies, accruals, deferred income, other creditors or payables), deferred tax, provisions payable within one year, lease obligations or hire purchase agreement obligations due within one year. This list is not exhaustive.

Please click here to go back to the "Bidder Template" tab.

				Non-current liabilities: Long term liabilities are liabilities that are expected to be settled after one year from the reporting date (i.e. are not short term).

Examples of non-current liabilities include: bank loans due after one year, mortgage payments due after one year, creditors or payables (trade creditors or payables, other creditors or payables, long term deferred income), pension liabilities, deferred tax, provisions payable after one year, lease obligations or hire purchase agreement obligations due after one year. This list is not exhaustive.

Please click here to go back to the "Bidder Template" tab.

				Total Funds/Equity: The total funds/equity figure include: profit and loss account, general fund or general reserve, revaluation reserve, restricted funds, unrestricted funds, share capital, share premium. This list is not exhaustive.

Where the bidder's assets are greater than liabilities (i.e. bidder is in a net asset position), please enter a positive number. Where the bidder's assets are less than liabilities (i.e. bidder is in a net liability positon), please enter a negative number.

Please click here to go back to the "Bidder Template" tab.







Risk Ratings



				CONTRACT RISK RATING:								ERROR:#N/A



				HIGH RISK CONTRACT						MEDIUM RISK CONTRACT

				Financial Appraisal Score		Supplier Risk Category				Financial Appraisal Score		Supplier Risk Category

				0% - 74%		High Risk				0% - 59%		High Risk

				75% - 84%		Medium Risk				60% - 69%		Medium Risk

				85% - 100%		Low Risk				70% - 100%		Low Risk



		Please click here to go back to the "Guidance for Bidders" tab.

















Financial Risk Rating Ratios

		Ratio/Criteria		Formula Used		Score Availability/Methodology												Basic Score 		Weighting		Weighted Score

						0 pts		1 pt		2 pts		3 pts		4 pts		5 pts

		Current Ratio		(Current assets /current liabilities)		<0.9		>=0.9		>=1.0		>=1.1		>=1.2		>=1.3				2.00		0

		Liquid Ratio		(current assets - stock)/current liabilities                        		<0.6		>=0.6		>=0.7		>=0.8		>=0.9		>=1.0				2.00		0

		Gearing		Long term liabilities / shareholder funds/equity 		>2.3		<=2.3		<=2.0		<=1.7		<=1.4		<=1.0				4.00		0

		Interest Cover		Profit before interest and tax/Net interest		<1.0		>=1		>=1.5		>=2.0		>=2.5		>=3.0				4.00		0

		*Shareholders' Funds/Equity In The Business 		Score of 5 pts is available for positive funds only		N/A		N/A		N/A		N/A		N/A		Positive				4.00		0

		Contract Value		Contract value / turnover - no more than half company turnover		>100% of annual turnover		<=100% of annual turnover		<=90% of annual turnover		<=75% of annual turnover		<=50% of annual turnover		<=25% of annual turnover				4.00		0



		Please click here to go back to the "Guidance for Bidders" tab.

																						0







Bidder Template

		Self-certification template to be completed by bidders



		Name of bidder:



		Company number:



		Date form completed:



		What percentage of the contract will the bidder deliver?



		EVERY box MUST be completed to enable full ratio analysis and scoring to be completed.

		Figures must relate to the entity that would be contracting with Essex County Council - not a "Parent Company" or "Group of Companies"

		The spreadsheet must be completed by a qualified accountant.



				Latest Year				Prior Year		Link for completion guidance

		General information required:												Yes

		Enter Year Ending Date		12/31/99				12/31/99



		Are bidder accounts audited?		No				No



		If you answered "Yes" to the question above, what audit opinion did you receive?		N/A - accounts are not audited				N/A - accounts are not audited



		If you answered no, why are your accounts not audited? (please enter N/A if accounts are audited)		New Company				New Company



		Financial information required:

		Enter figures to the nearest thousand. Figures must be as per last available set of financial statements (i.e. not budgets, forecasts or management accounts)
Example: if the starting figure is £1,500,662.30, you would enter 1,501		£000				£000



		Turnover		-				-



		Interest Payable/(Receivable)		-				-		Interest Payable/(Receivable)



		(Profit)/Loss Before Interest & Tax		-				-		(Profit)/Loss Before Interest & Tax



		Current Assets (receivable within 12 months from the reporting date)		-				-		Current Assets



		Stock/Inventory included in Current Assets		-				-



		Current Liabilities (payable within 12 months from the reporting date)		-						Current Liabilities



		Long Term Liabilities (payable after 12 months from the reporting date)								Long Term Liabilities



		Total Funds/Equity								Total Funds/Equity



		Please enter the name, position and qualification of person supplying above information:









		Please click here to go back to the "Guidance for Bidders" tab.





























Data integrity checks

				Data integrity checks

				Checks on Bidder Template tab:		Latest Year		Prior Year

				Is financial information after date of completion?		Error		Error

				All purple cells completed?		Error		Error

				Has company completed row 9?		Error

				Has company completed row 17?		OK		OK

				Has company completed row 19?		OK		OK

				Has company completed row 21?		OK		OK

				Has company completed row 23?		OK		OK

				Has company completed row 28?		OK		OK

				Has company completed row 30?		OK		OK

				Has company completed row 32?		OK		OK

				Has company completed row 34?		OK		OK

				Has company completed row 36?		OK		OK

				Has company completed row 38?		OK		Error

				Has company completed row 40?		Error		Error

				Has company completed row 42?		Error		Error

				Please click here to go back to the "Guidance for Bidders" tab.





Results

				Results of Self-Certification

						Results		Score		Weighting		Total Score		Individual Ratio RAG		Supplier Comment on Red or Amber ratios
 - context, mitigations or explanations of future activity that may impact the ratio

				Current Ratio		0.00		0		2.00		0.0%

				Liquid Ratio		0.00		0		2.00		0.0%

				Gearing		0.00		5		4.00		20.0%

				Interest Cover		3.00		5		4.00		20.0%

				Shareholders' Funds/Equity In The Business (£k)		0		0		4.00		0.0%

				Contract Value/turnover		0%		5		4.00		20.0%

				TOTAL:								60%



				FINANCIAL RISK RATING:								Very High Risk



				Please click here to go back to the "Guidance for Bidders" tab.





New Risk Rating Calculator

				HIGH RISK CONTRACT		RISK CATEGORY				MEDIUM RISK CONTRACT		RISK CATEGORY

				0%		High				0%		High

				1%		High				1%		High

				2%		High				2%		High

				3%		High				3%		High

				4%		High				4%		High

				5%		High				5%		High

				6%		High				6%		High

				7%		High				7%		High

				8%		High				8%		High

				9%		High				9%		High

				10%		High				10%		High

				11%		High				11%		High

				12%		High				12%		High

				13%		High				13%		High

				14%		High				14%		High

				15%		High				15%		High

				16%		High				16%		High

				17%		High				17%		High

				18%		High				18%		High

				19%		High				19%		High

				20%		High				20%		High

				21%		High				21%		High

				22%		High				22%		High

				23%		High				23%		High

				24%		High				24%		High

				25%		High				25%		High

				26%		High				26%		High

				27%		High				27%		High

				28%		High				28%		High

				29%		High				29%		High

				30%		High				30%		High

				31%		High				31%		High

				32%		High				32%		High

				33%		High				33%		High

				34%		High				34%		High

				35%		High				35%		High

				36%		High				36%		High

				37%		High				37%		High

				38%		High				38%		High

				39%		High				39%		High

				40%		High				40%		High

				41%		High				41%		High

				42%		High				42%		High

				43%		High				43%		High

				44%		High				44%		High

				45%		High				45%		High

				46%		High				46%		High

				47%		High				47%		High

				48%		High				48%		High

				49%		High				49%		High

				50%		High				50%		High

				51%		High				51%		High

				52%		High				52%		High

				53%		High				53%		High

				54%		High				54%		High

				55%		High				55%		High

				56%		High				56%		High

				57%		High				57%		High

				58%		High				58%		High

				59%		High				59%		High

				60%		High				60%		Medium

				61%		High				61%		Medium

				62%		High				62%		Medium

				63%		High				63%		Medium

				64%		High				64%		Medium

				65%		High				65%		Medium

				66%		High				66%		Medium

				67%		High				67%		Medium

				68%		High				68%		Medium

				69%		High				69%		Medium

				70%		High				70%		Low

				71%		High				71%		Low

				72%		High				72%		Low

				73%		High				73%		Low

				74%		High				74%		Low

				75%		Medium				75%		Low

				76%		Medium				76%		Low

				77%		Medium				77%		Low

				78%		Medium				78%		Low

				79%		Medium				79%		Low

				80%		Medium				80%		Low

				81%		Medium				81%		Low

				82%		Medium				82%		Low

				83%		Medium				83%		Low

				84%		Medium				84%		Low

				85%		Low				85%		Low

				86%		Low				86%		Low

				87%		Low				87%		Low

				88%		Low				88%		Low

				89%		Low				89%		Low

				90%		Low				90%		Low

				91%		Low				91%		Low

				92%		Low				92%		Low

				93%		Low				93%		Low

				94%		Low				94%		Low

				95%		Low				95%		Low

				96%		Low				96%		Low

				97%		Low				97%		Low

				98%		Low				98%		Low

				99%		Low				99%		Low

				100%		Low				100%		Low





Contract Risk Tool Calculator

				Contract Risk Tool %		Contract Rating

				0		Low

				0.01		Low

				0.02		Low

				0.03		Low

				0.04		Low

				0.05		Low

				0.06		Low

				0.07		Low

				0.08		Low

				0.09		Low

				0.1		Low

				0.11		Low

				0.12		Low

				0.13		Low

				0.14		Low

				0.15		Low

				0.16		Low

				0.17		Low

				0.18		Low

				0.19		Low

				0.2		Low

				0.21		Low

				0.22		Low

				0.23		Low

				0.24		Low

				0.25		Low

				0.26		Low

				0.27		Low

				0.28		Low

				0.29		Low

				0.3		Low

				0.31		Low

				0.32		Low

				0.33		Low

				0.34		Low

				0.35		Low

				0.36		Low

				0.37		Low

				0.38		Low

				0.39		Low

				0.4		Low

				0.41		Low

				0.42		Low

				0.43		Low

				0.44		Low

				0.45		Low

				0.46		Low

				0.47		Low

				0.48		Low

				0.49		Low

				0.5		Medium

				0.51		Medium

				0.52		Medium

				0.53		Medium

				0.54		Medium

				0.55		Medium

				0.56		Medium

				0.57		Medium

				0.58		Medium

				0.59		Medium

				0.6		Medium

				0.61		Medium

				0.62		Medium

				0.63		Medium

				0.64		Medium

				0.65		Medium

				0.66		Medium

				0.67		Medium

				0.68		Medium

				0.69		Medium

				0.7		Medium

				0.71		Medium

				0.72		Medium

				0.73		Medium

				0.74		Medium

				0.75		Medium

				0.76		High

				0.77		High

				0.78		High

				0.79		High

				0.8		High

				0.81		High

				0.82		High

				0.83		High

				0.84		High

				0.85		High

				0.86		High

				0.87		High

				0.88		High

				0.89		High

				0.9		High

				0.91		High

				0.92		High

				0.93		High

				0.94		High

				0.95		High

				0.96		High

				0.97		High

				0.98		High

				0.99		High

				1		High





List

				Yes		Unqualified opinion		High

				No		Unqualified opinion - emphasis of matter		Medium

						Qualified opinion - except for (disagreement)

						Qualified opinion - except for (limitation of scope)

						Adverse opinion

						Disclaimer opinion

						N/A - accounts are not audited





New Look Up Tables



				Lookup table						Lookup table						Lookup table						Lookup table						Lookup table

				Current Ratio						Liquid Ratio						Interest Cover						Gearing						Contract Value



				Score		Value				Score		Value				Score		Value				Score		Value				Score		Value

				0.0		0				0.00		0				-400.0		0

				0.1		0				0.60		1				1.0		1				-1500.0		0				-100.00		0

				0.2		0				0.70		2				1.5		2				-2.3		1				-1.00		1

				0.3		0				0.80		3				2.0		3				-2.0		2				-0.90		2

				0.4		0				0.90		4				2.5		4				-1.7		3				-0.75		3

				0.5		0				1.00		5				3.0		5				-1.4		4				-0.50		4

				0.6		0																-1.0		5				-0.25		5

				0.7		0

				0.8		0

				0.9		1

				1.0		2

				1.1		3

				1.2		4

				1.3		5





















Lookup tables

				Lookup table						Lookup table						Lookup table						Lookup table						Lookup table

				Current Ratio						Liquid Ratio						Interest Cover						Gearing						Contract Value



				Score		Value				Score		Value				Score		Value				Score		Value				Score		Value

				0.0		0				0.0		0				-400.0		0

				0.1		0				0.3		1				0.2		1				-1500.0		0				-100.00		0

				0.2		0				0.3		2				0.4		2				-2.3		1				-1.25		1

				0.3		0				0.4		3				0.6		3				-2.0		2				-1.00		2

				0.4		0				0.4		4				0.8		4				-1.7		3				-0.75		3

				0.5		1				0.5		5				1.0		5				-1.4		4				-0.50		4

				0.6		2																-1.0		5				-0.25		5

				0.7		3

				0.8		4

				0.9		5







Risk Rating Calculator

				HIGH RISK CONTRACT		RISK CATEGORY				MEDIUM RISK CONTRACT		RISK CATEGORY

				0%		High				0%		High

				1%		High				1%		High

				2%		High				2%		High

				3%		High				3%		High

				4%		High				4%		High

				5%		High				5%		High

				6%		High				6%		High

				7%		High				7%		High

				8%		High				8%		High

				9%		High				9%		High

				10%		High				10%		High

				11%		High				11%		High

				12%		High				12%		High

				13%		High				13%		High

				14%		High				14%		High

				15%		High				15%		High

				16%		High				16%		High

				17%		High				17%		High

				18%		High				18%		High

				19%		High				19%		High

				20%		High				20%		High

				21%		High				21%		High

				22%		High				22%		High

				23%		High				23%		High

				24%		High				24%		High

				25%		High				25%		High

				26%		High				26%		High

				27%		High				27%		High

				28%		High				28%		High

				29%		High				29%		High

				30%		High				30%		High

				31%		High				31%		High

				32%		High				32%		High

				33%		High				33%		High

				34%		High				34%		High

				35%		High				35%		High

				36%		High				36%		High

				37%		High				37%		High

				38%		High				38%		High

				39%		High				39%		High

				40%		High				40%		High

				41%		High				41%		High

				42%		High				42%		High

				43%		High				43%		High

				44%		High				44%		High

				45%		High				45%		High

				46%		High				46%		High

				47%		High				47%		High

				48%		High				48%		High

				49%		High				49%		High

				50%		High				50%		High

				51%		High				51%		High

				52%		High				52%		High

				53%		High				53%		High

				54%		High				54%		High

				55%		High				55%		High

				56%		High				56%		High

				57%		High				57%		High

				58%		High				58%		High

				59%		High				59%		High

				60%		High				60%		Medium

				61%		High				61%		Medium

				62%		High				62%		Medium

				63%		High				63%		Medium

				64%		High				64%		Medium

				65%		High				65%		Medium

				66%		High				66%		Medium

				67%		High				67%		Medium

				68%		High				68%		Medium

				69%		High				69%		Medium

				70%		High				70%		Low

				71%		High				71%		Low

				72%		High				72%		Low

				73%		High				73%		Low

				74%		High				74%		Low

				75%		High				75%		Low

				76%		High				76%		Low

				77%		High				77%		Low

				78%		High				78%		Low

				79%		High				79%		Low

				80%		Medium				80%		Low

				81%		Medium				81%		Low

				82%		Medium				82%		Low

				83%		Medium				83%		Low

				84%		Medium				84%		Low

				85%		Medium				85%		Low

				86%		Medium				86%		Low

				87%		Medium				87%		Low

				88%		Medium				88%		Low

				89%		Medium				89%		Low

				90%		Low				90%		Low

				91%		Low				91%		Low

				92%		Low				92%		Low

				93%		Low				93%		Low

				94%		Low				94%		Low

				95%		Low				95%		Low

				96%		Low				96%		Low

				97%		Low				97%		Low

				98%		Low				98%		Low

				99%		Low				99%		Low

				100%		Low				100%		Low
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[bookmark: _GoBack]

Data Protection Compliance Questionnaire for Contractors



All activities which involve the handling of personal data must comply with Data Protection Legislation.  Essex County Council (ECC), as Data Controller for the data under this contracted work, must ensure that you as the Data Processor are fully aware of how data must be handled to comply with the law. 

In this document, the terms used are those which are defined in the proposed Agreement.  We have provided some of the definitions below for ease of reference.

By adhering to the Agreement you are confirming that you will process information in line with current data protection legislation. This questionnaire is designed to provide us with basic assurance that you are in general compliance with the legislation, please therefore provide detail and confirmation below.



[bookmark: _3._Your_Details]1. Your Details



		1

		Name of Company / Individual:

		



		2

		Address:

		



		3

		Contact telephone:

		



		4

		Contact email

		



		5

		Title and/or reference of service provided:

		



		[bookmark: _4._ICO_Notification][bookmark: _Duty_to_‘Notify’_1]Information Commissioner’s Office (ICO) registration

		Response



		6

		Please provide your registration reference with the Information Commissioners Office. 

https://ico.org.uk/for-organisations/data-protection-fee/ 

		



		7

		If you are not currently registered, please provide the reason:

		



		[bookmark: _Link_to_Notification_1][bookmark: _2._Technical_Measures][bookmark: _5._Organisational_Measures]Data Protection Officer

		Response



		8

		Under Article 37 of the General Data Protection Regulation (GDPR), are you required to designate a Data Protection Officer (DPO)?

		Yes / No



		9

		If yes:

		DPO name:

		



		

		

		Phone number:

		



		

		

		Email address:

		



		10

		If no:

		Please detail why you do not need to designate a DPO.

		







		European Union (EU)

		Response



		11

		Do you or any of your proposed sub-contractors (including any software suppliers or ‘cloud’ based providers) intend to process or store any Authority data outside of the UK or the EU?

Please consider all of your sub-processors including any suppliers of systems or information technology services, especially cloud based providers.

		Yes / No



		12

		If yes:

		Processing outside of the UK or the EU is only permitted with the written consent of ECC. 

This will need to be discussed and agreed before any processing can take place.







2. Confirmation



		Requirement

		Please confirm that you will comply with this requirement?



		13

		You will comply with the Authority’s Information Policy.

		Yes ☐   No ☐



		14

		You will have suitable and effective organisational and technical protective measures in place to protect Authority data including appropriate physical security measures.

		Yes ☐   No ☐



		15

		You will comply with the data protection principles set out in Article 5 of the GDPR.

		Yes ☐   No ☐



		16

		You will only process personal information in line with the Agreement or as otherwise directed by ECC.

		Yes ☐   No ☐



		17

		You will notify ECC immediately of any Data Subject Right Request, complaint or Information Breach, communication from the ICO or other related request relating to the Authority Data.

You will provide ECC with full assistance as required in relation to any of the above requests.

		Yes ☐   No ☐



		18

		You will provide assistance to ECC in the preparation of a Data Protection Impact Assessment (DPIA), where requested.

		Yes ☐   No ☐



		19

		You will comply with any requirements you have under Article 30 of the GDPR (Records of processing activities) and will make these available to ECC where requested.

		Yes ☐   No ☐



		20

		You will ensure staff handling Authority data are appropriately trained on their responsibility to handle it appropriately and securely.

		Yes ☐   No ☐



		21

		You will gain assurance that any involved sub-processor fully complies with all contractual and policy requirements. 

You accept that any compliance breaches will be your responsibility.

		Yes ☐   No ☐



		22

		You will only allow staff to access Authority data who need it. 

		Yes ☐   No ☐



		23

		You will support the ECC in ensuring that complete and accurate privacy notices and other transparency information is provided at the point of data collection.

		Yes ☐   No ☐



		24

		You will ensure compliance (where relevant) with the NHS Data Security and Protection Toolkit (DSPT).

		Yes ☐   No ☐



		25

		You will allow audits of your data processing activity by ECC or  ECC’s designated auditor.

		Yes ☐   No ☐












3. Definitions from the Agreement



[bookmark: Agreement]“Agreement” 

means this agreement which forms the contract between the Authority and the Contractor;



[bookmark: AuthorityData]“Authority Data” 

means any ‘information’ provided by, obtained or created on behalf of Essex County Council (ECC) in delivering the services specified in this contract; and in the case of Personal Data, any data processed on behalf of ECC where ECC is the Data Controller.



[bookmark: AuthoritysInformationPolicy]“Authority’s Information Policy”

means the Authority’s information policy requirements for contractors (version 2018) or such version as updated from time to time. 

http://www.essex.gov.uk/Business-Partners/Supplying-Council/Documents/ECC_information_policy_requirements_for_contractors.pdf



[bookmark: DataProtectionLegislation]“Data Protection Legislation”



(i) the GDPR, the LED and any applicable national implementing Laws as amended from time to time (ii) the DPA 2018 (subject to Royal Assent) to the extent that it relates to processing of personal data and privacy; and (iiii) all applicable Law about the processing of personal data and privacy;



[bookmark: DataSubjectRightRequest]“Data Subject Right Request”

means a request by or on behalf of a Data Subject in accordance with rights set out in the Data Protection Legislation.



[bookmark: GDPR]“GDPR” 

the General Data Protection Regulation (Regulation (EU) 2016/679).



[bookmark: InformationBreach]“Information breach”

means any event that results, or may result, in unauthorised access to Authority

Data held by the Contractor under this Agreement, and/or actual or potential loss and/or destruction of Authority Data in breach of this Agreement, including any Personal Data Breach.



[bookmark: SubContractor]“Sub-Contractor” 

means a person to whom the Contractor directly or indirectly sub-contracts any of its obligations under this Contract;



[bookmark: SubProcessor]“Sub-processor”

any third Party appointed to process Personal Data on behalf of ECC related to this Agreement.



[image: ]Essex County Council Data Protection Compliance Questionnaire – v1.0 - Page 1
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