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Enterprise Hub 

Digital and Technology Business Advice and Support Services
Tender Brief and Response Document 

Deadline for responses: 5pm: Wednesday 19th December 2018.
Part A: Guidance 

1. Introduction 

The Women’s Organisation is seeking to procure suitable provider/s of digital and technology business start and early growth support to eligible businesses in the Liverpool City Region over a 3 year period up to a total value of £100,000. 

Enterprise Hub is a comprehensive entrepreneurship promotion and business support programme, which will foster the creation of new enterprises from pre start to early stage post start up (36 months) businesses. Providing detailed assistance to potential-entrepreneurs and helping create new business ventures.  Enterprise Hub will reach and provide high quality business brokerage and business support services to a diverse customer profile e.g. graduate, female and BME would be entrepreneurs; resulting in the creation of high value SMEs and social businesses across all sectors and providing a simplified route for customers to access the support when and how they need it. 

The Enterprise Hub is a transformational approach to encouraging and supporting entrepreneurship and business creation and early stage growth across the Liverpool City Region. 
Enterprise Hub is a consortium of partner organisation led by The Women’s Organisation offering a coordinated package of business support. 

Enterprise Hub is part funded through the European Regional Development Fund. 

2. Procurement Process and Timetable 
This Tender is provided on the same basis to all Suppliers.

This Tender takes the form of a Single Stage Tender.  All interested suppliers are invited to tender.

No information contained in this Tender or in any communication made between The Women’s Organisation and any Supplier in connection with this Tender exercise, shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this Tender.  The Women’s Organisation reserves the right to cancel the process at any time.

Under no circumstances shall The Women’s Organisation incur any liability in respect of this Tender or any supporting documentation.  The Women’s Organisation will not reimburse the costs incurred by Suppliers in connection with the preparation and submission of their response to this Tender.

The Tenders are to be evaluated against the following pre-determined award criteria and the contract will be awarded on the basis of the most economically advantageous tender.
	Evaluation Factor
	Weighting

	Price
	60% Price weighting

	Quality
	40% Quality weighting


Set out below is the proposed procurement timetable.  This timetable is intended as a guide and, whilst The Women’s Organisation does not intend to depart from the timetable, it reserves the right to do so at any time.
	Procurement Stage
	Indicative Date

	Contract Notice published
	23/11/2018

	Deadline for Tender Submissions

(at The Women’s Organisation, Liverpool) 
	5pm 19/12/2018

	Notification of intention to award contract
	21/12/2018

	Commencement 
	02/01/2019


2.1 Procurement Queries and Submission of Tender
The Women’s Organisation named point of contact for the procurement of this contract is Laura Anderson.  All requests for further information in respect of the contract and the submission of completed tenders should be sent using the contact details below by 5pm Wednesday 19th December 2018.
By e-mail to:  
info@thewo.org.uk
Subject: FAO Laura Anderson, Enterprise Hub Digital and Technology Business Support Tender
By post to: Laura Anderson, The Women’s Organisation, 54 St James Street, Liverpool, L1 0AB. Responsibility for ensuring that the tender is received by The Women’s Organisation lies with the applicant. 

Completed Tender documents may be submitted at any time before the closing date.  Please note that completed Tenders received after the closing date may be rejected.  

3. Contract Brief 

Enterprise Hub are seeking delivery sub –contractor/s, including sole traders, SMEs and companies, to provide gender sensitive support services that enable women and all entrepreneurs during the pre-start up and early growth stages of their businesses. The total budget will be up to £100,000 and we anticipate one contract will be allocated up to this maximum. 

Digital and Technology Business Advice and Support services may include: 

Business Diagnostics 

Undertake business diagnostic of businesses and business ideas to improve the performance of their businesses through more effective and efficient deployment of digital and technology-based solution. Identify the key areas that are in need of development that will make the competitive difference. Perform a comprehensive review to identify the right issues that frame the opportunity for improvement, define a company’s current infrastructure and set compelling and achievable goals.
Advice and Technical Support

Providing expert guidance in relation to;

· Cyber security – anti virus choice, secure, offsite, encrypted, compressed and scalable business systems.
· Disaster Recovery - Information management – managed and secure back ups 

· Business Continuity and proactive monitoring 

· Choosing the right infrastructure for business growth ambitions

· Future proofing using mail archiving 

· Mail scanning 

· Patch Management  

· Connectivity – developing the technology solutions for outward marketing 
4. Evaluation Criteria and Scoring 

4.1 Section One 
Supplier Details, assessment of this section is a simple pass or fails score; applicants that fail will not be assessed at Section Two. Scoring from the Suitability Assessment will not be taken forward to the ‘Overall Score’; this will be based on Quality and Price’.

Scoring methodology
Pass – all information/documentation provided

Fail – major information requirements missing

If any part is left incomplete the section will be marked as Fail
4.2 
Section Two
4.2.1
Quality will account for 40% of the Overall Score.  

Evaluation criteria will be based on a scoring of 0 – 10, the details of which are 

	Score 
	Classification 

	9-10
	Exceptional, Excellent response to the requirement good range of examples, highly relevant to the contract requirements

	7-8
	Above expectations, Good response to requirement and good range of examples provided

	5-6
	Meets expectations, Average response to requirement and reasonable range of examples provided

	3-4
	Below expectations, Poor response to requirement and few examples provided

	1-2
	Well below expectations, Poor response to requirement and no examples provided

	0
	Unacceptable, No response to the requirement was provided


4.2.2
Please state your summary budget in the format provided.  Eligible budget will account for 60% of the score. 
Evaluation criteria will be based on a scoring of 0 – 10, the details of which are 

	Score 
	Classification 

	9-10
	Exceptional, detailed granular detail provided 

	7-8
	Above expectations, Good response to reasonable detail provided 

	5-6
	Meets expectations, Average response to requirement 

	3-4
	Below expectations, Poor response to requirement 

	1-2
	Well below expectations, Poor response to requirement and  match provided

	0
	Unacceptable, No response to the requirement was provided


4.2.3 What is your readiness to commence delivery upon notification of a successful bid? Not scored

4.3 Scoring Methodology 

4.3.1 Evaluator’s will initially work independently. Once they have competed their independent marking they will meet to discuss, understand and moderate any difference in the marks they have awarded via a consensus meeting, where a single consensus score for each question will be agreed.

The scoring will be on the basis of whole numbers and the consensus score will also be a whole number.  A good response will, for example, gain a score of 8 or 7.  The difference in the score will be on the basis that limitations have been identified, but these are not so serious as to reduce the score to 6 (i.e. average).  These minor limitations are however sufficient that a score of 7 may be more appropriate than 8.  Where scores are subsequently weighted, there is potential for fractions of full marks to be awarded.  These will be expressed as decimals to two decimal places
4.3.2 Worked example 

How Quality score will be used to give a weighted score

Technical Question 1

	Supplier
	Score out of 10
	Weighting
	Weighting Multiplier
	Weighted Score

	A
	6
	40%
	4
	24

	B
	8
	40%
	4
	32


Technical Question 2
	Supplier
	Score out of 10
	Weighting
	Weighting Multiplier
	Weighted Score

	A
	7
	0%
	0
	0

	B
	7
	0%
	0
	0


How Price will be used to calculate a score

Price Question 1 

	Supplier
	Score out of 10
	Weighting
	Weighting Multiplier
	Weighted Score

	A
	7
	60%
	6
	42

	B
	6
	60%
	6
	36


Worked example of Overall Result

	Supplier 
	Quality Score
	Price Score
	Total Score
	Ranked Position

	A
	24
	42
	66
	2

	B
	32
	36
	68
	1


4.3.4 Threshold: Any applicant with an overall score of less than 65% will not be considered for contracting. 
4.3.5 Ranking: Applicants will be ranked and offered contracts in ranked order (above threshold) based upon budget availability. 

Part B. Response to Tender 

Section 1: Overview 

1.1 
Supplier Details

	Full Legal name of the Supplier completing the Suitability Assessment 
	

	Registered company address
	

	Registered company number
	

	Registered charity number
	

	Registered VAT number
	

	Name of immediate parent company
	

	Name of ultimate parent company
	

	Please mark ‘X’ in the relevant box to indicate your trading status

	i) a public limited company                    
	 Yes

	
	ii) a limited company
	 Yes

	
	iii) a limited liability partnership
	 Yes

	
	iv) other partnership
	 Yes

	
	v) sole trader
	 Yes

	
	vi) other (please specify)
	 Yes

	Please mark ‘X’ in the relevant boxes to indicate whether any of the following classifications apply to you

	i) Voluntary, Community and Social Enterprise (VCSE)
	 Yes

	
	ii) Small or Medium Enterprise (SME) 

	 Yes

	
	iii) Sheltered workshop
	 Yes

	
	iv) Public service mutual
	 Yes


Section 3: Proposed Delivery 

	3.1 Approach and methodology (40%) 

Describe your approach and methodology to how the requirements and specific messages outlined in this brief can be achieved. 

· Please include examples of similar work you have been directly involved in with clients facing similar communications challenges


	

	3.2 What is your readiness to commence delivery upon notification of a successful bid? (not scored) (0%) 



	

	3.3 Pricing Schedule (60%) 

	Cost of Services

Please note:

· All prices quoted shall be fixed and firm and shall apply for the full duration of the contract. 

· Following that period, any requests for price changes must be accompanied by a written summary and supported by evidence to justify the proposed price change. 

· No quantity or continuity of work is guaranteed to successful suppliers and this should be taken into account when completing the Pricing Schedule. 

· All prices quoted shall be exclusive of Value Added Tax (VAT).

· The daily rate indicated in the Schedule of Rates is for an 8 hour working day, during a normal working week (Monday to Friday). A half day is therefore considered as 4hrs. 

· All costs are deemed to include expenses and any other on-cost.

	
	Days Required
	Day Rate
	Total cost

	Total Annual Cost


	
	
	


WE CERTIFY THAT:

1. The Tender submitted herewith is a bona fide Tender that is intended to be competitive.

2. We have not fixed or adjusted the amount of the Tender under or in accordance with any agreement or arrangement with any other person.

3. We have not done and we undertake that we will not do at any time before the hour specified for the return of the Tender any of the following acts:

(i) communicate to a person other than the person calling for this Tender, the amount or approximate amount of the proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender);

(ii) enter into an agreement with any person that they shall refrain from Tendering or as to the amount of any Tender submitted; and

(iii) offer to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to have done in relation to any other Tender, any act or thing of the sort described above.

5 We have not canvassed or solicited any employee of the Combined Authority, in connection with the award of this Tender or any other Tender or proposed award of the Tender for the supply of Supplies and Services and that to the best of our knowledge and belief nor has any person employed by us or acting on our behalf, done any such act.

6 We further hereby undertake that we will not in the future canvass or solicit any employee of the Combined Authority, in connection with this Tender or any other Tender or proposed Tender for the supply of Supplies or Services and that no person employed by us or acting on our behalf will do any such act.

IN THIS CERTIFICATE

1. ‘Person’ includes any person, any body or association corporate or incorporate.

2. ‘Any agreement or arrangement’ includes any transaction of the sort described above, formal or informal and whether legally binding or not.

3. ‘Any canvassing or soliciting’ includes any direct or indirect canvassing or any attempts to obtain information by any means.

Signed: 

Name:

Position in Organisation:

Date: 

� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/
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