PROTECT - COMMERCIAL


	HM REVENUE & CUSTOMS

Invitation TO QUOTE – Part 1


	Title:
Name of project / requirement / role
	Incentive Vouchers

	HMRC Reference:
To be quoted in all correspondence
	SR117694397

	Date issued:
	25/07/2018

	Deadline for Responses:
	08/08/2018 (Noon)


	1.
	Contact Details

	Issued to:
	All suppliers requesting access to the Invitation to Quote
	From:
	Liam Merchant

	Address:
	
	Address:
	HMRC Commercial Directorate

5th Floor West

Ralli Quays

3 Stanley Street

Salford

M60 9LA

	Contact name:
	
	Contact name:
	Liam Merchant

	Email:
	
	Email:
	liam.merchant@hmrc.gsi.gov.uk

	Telephone:
	
	Telephone: 
	+44 3000 510681


	2.
	Details of Project / Requirement / Role

	2.1 Background

2.1.1
HM Revenue and Customs (HMRC) Digital Strategy underpins the vision for the type of organisation we want to be and sets out how we will redesign our services to become a digital organisation. By this we mean delivering customer-focused digital services that are straightforward and convenient that all those who can use them will choose to do so whilst those who can’t are not excluded. 
2.1.2
HMRC is a customer-focused delivery organisation and fully intends to meet the Government Standards for designing digital services to meet user needs as outlined by the Government Service Manual.


	3.
	Specification of Requirements

	3.1 Business Requirements
3.1.1 User research is a critical element in the delivery of the digital services. It allows us to identify user needs and to continually test iterations of our digital services with relevant customers, on a regular basis, to help us to refine and improve what we build, making sure it meets the needs of the customer and is easy to use.
3.1.2 The HMRC Digital have created their own User panel from a list of known users and via customer contact helplines. We are looking to expand the cross section of external users within the HMRC User panel database and hope to source 40-50% of users from our panel during 2018-19.
3.1.3 HMRC look to provide an incentive voucher to users within and outside the UK that have taken part in research for our Digital Services. Where users are recruited through the HMRC User panel we issue vouchers to thank the Users for their involvement. Because of user locations we would like the option for the vouchers to be redeemable in both the UK and internationally if possible.
3.1.4 A supplier is required to provide vouchers direct to HMRC in order for HMRC to issue the vouchers direct to participants in a secure manner. 
3.1.5 These vouchers would be in the form of card and hopefully eventually look to move to eVouchers depending on the security process that can be offered around these vouchers.

3.1.6 The amount of the vouchers will be of varying amounts for each of the particular needs of the research the users participate in ranging from £25 - £50.

3.1.7 We look to issue on estimate 600 - 720 vouchers a year, this is not a set amount and is likely to be lower. We would look to request vouchers either card or eVouchers on a monthly basis depending on the need to use HMRC User panel.
3.2 Required Key Responsibilities 

The supplier will be expected to:
Issue vouchers in a secure manner to HMRC to enable them to issue these vouchers to the users that had participated in research for our digital services. We look to order an estimate of 50 - 60 vouchers on a monthly basis depending on demand for user research. We would look to have 55% of eVouchers and 45% card vouchers with the option to adjust this as we go along the period of the contract.
3.3
Payment Method

3.3.1
HMRC is committed to using electronic tools in support of its procurement activity and has developed an Enterprise Resource Planning (ERP) programme for the purpose of trading electronically with suppliers. HMRC operates a purchase order mandatory policy, whereby official purchase orders will be issued by the ERP system in respect of all purchases it makes. This ensures that every invoice received can be matched to a purchase order and to the corresponding goods or services. Suppliers will need to have the capacity to accept purchase orders from the ERP system, via email, on a PDF attachment. For further information see HMRC e-trading system (ERP).
3.3.2
Payment will be made upon the receipt of invoices submitted monthly and must detail:

· Purchase Order number;

· A breakdown of vouchers issued including serial numbers.

· Invoices to be issued Monthly in arrears
3.4
Contract Length

The contract will be on a short version of the HMRC Terms and Conditions.  A draft copy of the contract is included for you to view in the Attachments in SAP Ariba.  The contract would start in September 2018 and end June 2020.  An option to extend the contract for 1 year will also be included in the contract.

3.5
Procurement Timeline
This procurement timeline is an estimation:
· Deadline for Clarification Questions – 03/08/2018
· Deadline for Tender Responses – 08/08/2018
· Evaluation and potential Clarification questions – 17/08/2018
· Award Notice – 24/08/2018
· Contract Start Date – 03/09/2018



	4.
	Tender Responses

	Weighting Requirements

The high level criteria that will be used for this procurement are as follows:

· Ability to meet the requirement – 40% 

· Cost   –  60%
Scoring

· Scoring will be kept within bands and scores allocated for each question in line with scoring scheme contained in the following table.    

Score

‘Closed’ Question Criteria

‘Open’ Question Criteria

100

Excellent answer which meets all of the requirements and provides all of the required detail.

The response is excellent and completely relevant. The response is comprehensive, unambiguous and demonstrates an excellent understanding of, and meets, the requirements in all aspects, with no clarification required. The response is well thought out and/or provides

· highly credible examples;

· benefits; or 

· innovation.  

80

Good answer which meets all of the requirements but lacks some minor detail 

The response is good and highly relevant. The response indicates a good understanding of the requirements and provides sufficient detail across all areas. The response demonstrates how the requirements will be met in the main, which may require minor clarification only. 

60

Satisfactory answer, which meets the requirements in many aspects, but fails to provide sufficient detail in some areas.

The response is satisfactory and relevant. The response indicates a satisfactory understanding of the requirements in most aspects, although may lack detail in certain areas. The response suggests that the outline requirements would be met satisfactorily but may some clarification may be required.

40

Limited answer which satisfies some aspects of the requirements, but fails to meet the specification in the whole.

The response is limited and partially relevant.  The response indicates partial understanding of the requirement. The response contains ambiguities or deficiencies, which suggests that the requirements could be met, but clarification would be required. 

20

Poor answer which significantly fails to meet the requirements.

The response is poor and only partially relevant. The response addresses some aspects of the requirements but contains insufficient/limited detail or explanation. The response demonstrates only limited understanding of the requirement. The response contains ambiguities or deficiencies which suggest the requirements would not be met. 

0

The response is not considered relevant. The response is unconvincing, flawed or otherwise unacceptable. Response fails to demonstrate an understanding of the requirement. 




	
	Proposed Start Date:
	
	Proposed End Date:

	03/09/2018
	03/09/2020

	
	Primary Location:


	
	Number of positions:

If appropriate

	 N/A
	N/A


	5.
	Documents required in response to this Request for Quote

	Tender or ITT responses should be submitted electronically via SAP Ariba as detailed in paragraph 6.



	6.
	Further information

	Questions and Clarifications

Please send any clarification questions you have on this Request for Quote via the SAP Ariba system using the ‘Compose Message’ field. In order to provide you with a comprehensive answer to your questions, HMRC request that all clarification questions are received by noon 1st August 2018.
SAP Ariba – HMRC’s Procurement Portal

To obtain access to the e-sourcing portal you must complete an application form. The details can be found within the guidance: SAP Ariba Suppliers Guide (below).


[image: image1.emf]SAP Ariba Supplier's 

Guide


Previously registered users having difficulty recovering their account ID number or identifying users within their organisation should email for assistance sapariba.hmrcsupport@hmrc.gsi.gov.uk
Once you have obtained ‘your account ID’ number, please email liam.merchant@hmrc.gsi.gov.uk and e.procurement@hmrc.gsi.gov.uk
no later than noon 15th August 2018 with the following information as confirmation that you wish to express an interest and/or bid for the opportunity. 
Please include the contract reference and title of the procurement shown in the Contract Notice, with:


Your HMRC SAP Ariba account ID: AN
Your organisation’s name:
Your name:
Your email address:
Your telephone number:

When you have complied with the foregoing you will receive an e-mail confirming access to the online questionnaires. If access is not provided within one working day, please contact services.professional@hmrc.gsi.gov.uk (after first checking your spam in-box) notifying non-receipt and confirming when your request for access to the online questionnaires was first made.

Responses may be submitted at any time before the deadline.
Documents, together with any requested attachments, should be submitted in a single WinZip-compatible file (identified with the potential provider’s name). If the WinZip-compatible file exceeds 10MB the enclosed documents should be divided across a number of files such that each file is less than 10MB.
Instructions and guidance for completion of the on-line element are available from the help menus within the supplier’s area of the portal.

If any part of your submission is incomplete, it may not be marked, and you could be excluded from the competition.

In your response to the requirements, please do not:

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

· submit additional documentation with your response except where specifically requested;

· include publicity material of any kind, e.g. brochures and web references; or

· contain any inserted, pasted or embedded; pictures or documents (e.g. image files, Adobe Acrobat documents or other Word documents).

Any additional items where requested should be provided as separate files using the format specified e.g. MS Word, MS Excel, MS PowerPoint, Adobe Acrobat or jpeg formats; no other formats should be used.

Where a supplier exceeds the permitted number of attachments and/or any maximum word limits, HMRC may disregard any information provided which is over and above the permitted limit.

These instructions are designed to ensure that all suppliers are given equal treatment.  It is important therefore that you provide all the information asked for in the format and order specified.

Expenses

Expenses will not be payable if a supplier is invited to make a presentation for clarification purposes.

Travel to and from the Primary Location must be included within your commercial response and will not be reimbursed separately by HMRC. Expenses are payable where travel to other locations is required as part of the assignment forming part of this agreement.  Where an overnight stay is required HMRC will pay for actual bed and breakfast costs within the current maximum limits.  Any other subsistence or incidental expenses are not payable.  Receipts must be provided. All other expenses will be payable at the discretion of HMRC. The Service Provider shall not incur any such expenses without the prior approval of the HMRC Work Manager. Any expense incurred by the Service Provider without prior approval shall not be reimbursed.


	6.1
	Framework / Contract requirement is being requested under, and category where appropriate.

	Not applicable



	7.
	HMRC minimum requirements

	7.1
As a result of government policy to achieve greater transparency in public procurement and help deliver improved value for money, HMRC is obliged to publish tender documents for all contracts with a whole life value of over £10,000.  There is a further obligation to publish all contracts with a whole life value of over £10,000 with effect from January 2011.  It is a condition of bidding for this work that applicants accept these obligations and agree to the subsequent publication of the contract once awarded.

7.2
If this Request For Quote is being issued under the Terms and Conditions of a non-HMRC contract then the following shall also apply:

i. The Contractor shall at all times comply with the Value Added Tax Act 1994 and all other statutes relating to direct or indirect taxes.

ii. Failure to comply may constitute a material breach of this Contract and the Client may exercise the rights and provisions conferred by the Condition of Termination in the relevant contract.

iii. The Contractor shall furnish to the Client the name, and if applicable, the Value Added Tax registration number, PAYE collection number and either the Corporation Tax or Self Assessment reference of any agent, supplier or sub-contractor of the Contractor prior to the commencement of any work under this Contract by that agent, supplier or sub-contractor.  Upon a request by the Client, the Contractor shall not employ or will cease to employ any agent, supplier or sub-contractor.

7.3
i) 
Any contractor providing consultancy services or contingent labour services to the 
Client shall ensure that all personnel (employees, sub-contractors, associates etc) 
providing services have been checked in accordance with the HMG Baseline Personnel 
Security Standards (BPSS).  The successful Contractor will be asked to provide 
further assurance at the ‘point of supply’ via the contract documentation.  


ii)
Where additional personnel are provided or personnel are replaced during the
contract 
the Contractor will assure that the relevant checks are in place for the 
additional/replacement personnel.     

By submitting a response to this Request For Quote the Client will deem that you accept the above HMRC minimum requirements. 


	All queries in relation to this Request for Quote should be directed to the HMRC contact detailed in 1. above.  Commercial Directorate co-ordinate all queries in order to ensure equity of treatment of all potential Contractors.  Therefore, the business areas must not be contacted directly unless indicated in this Request for Quote.


	
	Page 1 of 1



_1592662309.pdf
PN

HM Revenue .
&Customs = ARIBA

nnnnnnnnnnnn

SAP Ariba
Sourcing Professional

Supplier’s
Guide





Supplier Registration Process

Supplier Registration Process

1. From 14 May 2016 users will not be able to access SAP Ariba using Microsoft Internet Explorer
versions 6,7, and 8 (IE6/7/8).

Supported browsers and plugins:

Browser/Plug-in Support
Supported Browsers

Microsoft Edge 32-bit

Microsoft Internet Explorer 11 32-bit
Microsoft Internet Explorer 10 32-bit
Microsoft Internet Explorer 9 32-bit
Chrome 47+

Firefox 43+

Safari 4+

Supported Plug-ins

Adobe Flash Player 11
Adobe Flash Player 10
Adobe Flash Player 9
Adobe Flash Player 8
Adobe Flash Player 7

Depreciation Schedule

(] Safari 4 through 8 (effective December 31, 2016)

(] Microsoft Internet Explorer 9 and 10 (effective December 31,
2016)

2. HMRC manages the inclusion of all suppliers to procurement events regardless of whether or not
they have an existing SAP Ariba account. The steps laid out below assume a supplier doesn’t have
an existing account. Note - In certain circumstances a supplier may have an existing HMRC SAP
Ariba account but requires additional/alternative users to be added for bidding purposes. Please note
that HMRC policy will not allow multiple accounts for the same company but there is the functionality
for suppliers to add additional/alternative users to their existing primary account. Suppliers will need to
contact their account owner to request additions (HMRC can help identify who this is) and once the
changes have been made they will need to notify the contact detailed within the contract notice to
confirm which participants should be invited to the event.

3. To register for an Ariba account please follow the instructions on the following link:

http://hmrc.supplier-eu.ariba.com/ad/register/SSOActions?type=full

4. Once a supplier expresses an interest HMRC they will receive/open a registration e-mail.
5. Supplier completes registration process as instructed.

6. Supplier receives an account validation/activation e-mail to the address provided at point of
registration.

7. Supplier receives an account welcome e-mail with username and unique company identifier.



http://hmrc.supplier-eu.ariba.com/ad/register/SSOActions?type=full



8. Once supplier validates/activates their account they are taken through the SAP Ariba dashboard

page

9. On the left hand side of the landing page there is an area highlighting to the supplier how much of
their public profile i.e. the detail provided at registration is complete and provides the opportunity to
provide further detail and gain 100% completeness.

Supplier Response/Proposal Process

1.

»

Within the SAP Ariba dashboard page suppliers will be able to see within the ‘Events’ field
which procurement events they are currently invited to participate in.

& Customs

Welcome to HMRC's Ariba Sourcing solution. Any queries should be forwarded to the Commercial Directorate Governance & Assurance Team at
e.procurement@hmre.gsi.gov.uk HM Revenue
Events

Title jin] End Time Event Type

¥ Status: Open (1)
151102 Test for Supplier Guidance Docl7843181 5/11/2015 12:45 RFP

Tasks

Name Status Due Date Completion Date Alert

MNo items

Within the SAP Ariba dashboard page suppliers will be able to see within the ‘Tasks’ field
what tasks they need to complete for any of the procurement events they are currently invited
to participate in.

In order to view procurements the supplier must click the hyperlink within the ‘Events’ field.
The initial landing page allows suppliers to review the procurement by accessing the relevant
sections of the ‘Event Content’ field.

¥ Ewent Contents
All Content

FORM A:

1 Oroanization...

FOEM B - Reqg 57,
Exc...

2

FOEM E - Reg 58 -
Se...

3

4 FORM F - Dieclaration

5 Award Criteria - Soc...

6 Award Criteria - Tec...

7 Award Criteria - Sch...

Please note that should suppliers wish to participate/decline the event they must review and
accept/decline the prerequisites field accordingly.

In order to see questionnaire and individual question weightings a supplier must open the
‘Table Options Menu’ within the top right hand corner of an event,





(Section 1 of 7) Next>> [[1] %

d is being

10.

Select/ filter participants and select the overall weight option.

Select Values for Participants...

Select values.

Participants...
My Rezponse

Cwverall Weight

11. In order to submit a tender response suppliers must take the following steps:
> Enter the ‘Select Lots’ field





Event Details

Event Messages
Download Tutorials

¥ Checklist

+ 1. Review Event
Details

2. Review and Accept
Prerequisites

3. Select Lots

4. Submit Response

>
» Enter the ‘Select Lots’ tab and mark which lots the supplier intends to bid for. Please

note that suppliers will be notified if it is mandatory to complete all lots.

Choose the lots in which yvou will participate. You ca

Select Lots Select Using Excel

= | You are required to select all 2 of the lots to wt
i bidding on all items.

You are Required to Select All Lots

Name
7.2.1 Item 1

7.2.2 TItem 2

[ Submit Selected Lu:uts]

>
» Enter the ‘Select Using Excel’ tab and download the relevant lot and all of the

procurement questioning into Excel format and save to a local drive.
» Once a supplier has completed all of the detail offline within Excel, return to the ‘Select
Lots’ field, enter the ‘Select Using Excel’ tab and complete action 3 and 4 of the
instructions contained within it.
12.Wwhen a supplier has completed all of the above their response/proposal shall be uploaded
within SAP Ariba however it can still be amended within the system until the supplier selects
the ‘Submit Entire Response’ field.
13. Once the supplier selects the ‘Submit Entire Response’ the response/proposal is submitted as
final and no longer available for editing.






¥ Event Contents
All Content

FORM A:
Organisation...

5 FORM B - Reqg 57
Exc...

3 FORME - Reqg 58 -
Se...

4 FORM F - Declaration
5 Award Criteria - Soc...

6 Award Criteria - Tec...

7 Award Criteria - Sch...

‘Registered Otfice Address’ used for accountancy purposes)

1.1.4 Al.4 Using a selection from the provided list, please indicate yvour
trading status. (If vou select 'other’, there is an opportunity to provide details
about your organisation type as part of your response to Question A41.6 below)

1.1.5 Al.5 Using a selection from the provided list, please indicate if any
of the following classifications apply to vou.

1.1.6 Al.6 Flease provide the following, or any further relevant, information

bm mmmimd bl e e A A A lm A AF s mEm b e R

{Submit Entire Response | [Update Totals] [Save] | [Cnmpose Mes.sage] [E:n:c:el Import

Supplier Communication

14. Should a supplier wish to communicate with the procurement project, in writing, they must use the
‘Compose Message’ field within SAP Ariba and type the message. Copying and pasting will distort

the message.






