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Request for Quotation



ITQ - DWP Ref: 39050288073

	To:

	Suppliers

	

	


	Date
	29th April 2024
	Our Ref
	39050288073


Dear Sirs

	You are invited to submit a quotation for the following goods or services:



	Practitioner in Freedom of Information training for approximately 10 delegates

	

	

	or as more fully described in the attached schedule and accompanying documents. Suppliers are required to abide by their quotation details for a validity period of [30] calendar days from the date of quotation.


	Goods are required by/services to start on:  Will take advice from suppliers for when training can commence

	

	


	Quotation to be sent (by email only) to:



	Name
	Samantha Parkinson 

	Address
	Shared Services Connected Ltd (SSCL), P2P Procurement Category Team, 1st Floor, Faraday Court, Faraday Way, Blackpool Technology Park, Blackpool, FY2 0JH

	E-mail
	Samantha.parkinson@gov.sscl.com

	To be received by no later than:

	Time
	09:00 hrs
	Date
	6th May 2024


	Please address any queries or questions to the Officer named above:

	Telephone
	

	E-mail
	Samantha.parkinson@gov.sscl.com


Please quote any reference number shown above on all correspondence.

This Request for Quotation is not subjected to a sealed bid/formal opening process although details contained in quotations are treated as confidential.

The Department will offer to purchase the goods or services, in full or in part, which represents the best value for money but reserves the right to annul the quotation process and not award a contract.

Unless any written contract between the Department and the supplier otherwise provides, any goods or services ordered as a result of the quotation will be supplied and received subject to the appropriate provisions of the Sale of Goods Act 1979 and the Supply of Goods and Services Act 1982 (or any statutory modification or re-enactment of those Acts) and subject also to the terms and conditions indicated below: 
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 DWP PS2 General Terms and Conditions for Services

The terms and conditions mentioned above can be viewed on the DWP website at http://www.dwp.gov.uk/supplying-dwp/doing-business-with-dwp/terms-and-conditions/

Where this document has been sent to you by electronic means the web-page mentioned above can be viewed by using this hyperlink. 

If, for any reason, you are unable to quote for this work will you please notify the Officer shown above immediately.

Yours faithfully

S Parkinson
Miss S J Parkinson
For the Secretary of State for Work and Pensions

	You are invited to submit a quotation for the following goods or services:

	This ITQ has been issued as a result of a requirement by an internal customer who requires Practitioner in Freedom of Information training for approximately 8-10 delegates. Your company is invited to submit a quote for that request.
The Authority reserves the right to discontinue this tendering process at any time and not to award a contract.

	Requirement:
Practitioner in Freedom of Information training
The Freedom of Information Request team has recently joined the DPO team from Private Office. To enable them to further upskill on their job roles and ensure they have a clear and balanced approach to applying legal judgments in accordance with the law we are seeking to enable a certified FOI training.

	Course Content:
The following course content is not definitive but shows the type of content the DWP would like the requested solution to cover. 

To possess a solid knowledge of Freedom of Information law (and the Environmental Information Regulations), as well as an understanding of the practical implications for DWP of the legal requirements, including how to manage an FOI request from inception to completion.
To build an understanding of the different acts and regulations surrounding information, and how they can be instilled, as well as applying legislation in a practical setting for DWP.
We would expect suppliers to be able to utilise the contents of any existing course(s)/programme(s) they may have to provide this solution. We would not expect suppliers to have to specifically design/tailor a course/programme to suit this solution. 

Suppliers are requested to include in their proposals details of the content of the course/programme they are offering.



	Course Duration:
We will take advice/suggestions from suppliers as to the duration of the required course/programme.

	Location:
The DWP customer is based in Blackpool.  Customer has requested classroom based training. Exact locations will be confirmed at a later date.

	Course Date(s):
There are no fixed or preferred dates that the DWP would like the course/programme to run. However we would take advice from suppliers for commencement dates. 

We would like the suppliers to present us with several possible course/programme dates which we can then present to the DWP internal customer.

	Course Booking arrangements: (if required)
To be agreed at a later date. For the purposes of this tender it should be assumed that the DWP will make and carry out it’s own delegate course booking arrangements. 

	Equipment and Training Material:

The supplier should provide all the necessary equipment and learning materials required to deliver this course/programme successfully.

	Supplier Staff

The DWP requires that the suppliers’ staff who are to deliver this solution for us have suitable knowledge and experience in delivering the requirement.
The DWP will require CV’s and/or a brief career history of the supplier staff selected to deliver this requirement showing their suitability.

	Supplier Contact Details:
Suppliers are requested to include in their proposal details of a contact point (Contract Manager or Project manager or similar) of a member of their staff who would be taking the lead on this requirement should their bid be successful.

Contact details should include: Name, Position, Office address, telephone number and email address.  


	Data Security:

As a result of Information Security Regulations suppliers are not permitted to use any tools where the data is stored or processed on a computer without first gaining the approval of DWP.  

Once this solution has been delivered any and all records relating to any DWP personnel or their details must be destroyed, this includes DWP personnel email addresses from any mailing list.

Other information:

Supplier tenders to be restricted to a maximum of 12 (twelve) pages (including CVs etc) and must be submitted in Microsoft Word or Adobe .pdf format using Arial point 12.

Suppliers who are not bidding for this work are requested to respond to this RFQ request advising us of their decision not to compete.

Any supplier questions on this tender request should be submitted to the named contact on page 1 of this document quoting the DWP reference number (found in the page header). 

The DWP will require the Service Provider to transfer all Intellectual Property Rights owned by the Service Provider in any material which is generated by the Service Provider and delivered to the DWP in the performance of the Services and shall waive all moral rights relating to such material. The Service Provider shall not produce, publish or supply any such material to any person other than the DWP without prior approval.
The supplier should therefore include in their proposals a timetable related to the relevant up-skilling of DWP staff in relation to this request, the handover of the IPR, all associated materials, training briefs and manuals. 

	Variation or extensions to this request:

It is not envisaged that there will be any requirement to vary or extend the solution outlined in this request.

This tender applies only to DWP PC&P and no other part of DWP or any other Government Departments (OGD’s).  


	Services are required to start on: 

	Upon acceptance of a supplier quote following the assessment of all suppliers bids and with agreement of our internal customer on a suitable solution and date(s) offered by suppliers. 

	


Tender Evaluation:

The DWP have set the following criteria by which suppliers tenders will be assessed:

	Criteria Number
	Criteria
	Weighting

	1
	Price
	35

	2
	Supplier is able to demonstrate an understanding of the outlined course and that the course facilitator is experienced in delivering the requested solution.
	25

	3
	Trainers must have knowledge/experience in delivery of a * . 
	20

	4
	Ability to deliver requirements within requested deadlines and at the required locations and timescales
	15

	5
	Risks and contingencies arrangement
	5

	
	Overall 
	100


Tender Scoring:
All supplier bids will be evaluated by a Tender Evaluation Panel (TEP) who will score each bid individually. A score will be assigned by the TEP to each of the criteria noted above. 

The scoring system the DWP will use is as follows: 

3 = Fully meets the requirements with detailed explanation/evidence in support.

2 = Meets most of the requirements with limited supporting information

1 = Meets some of the requirements with reasonable explanation

0 = Fails to meet the requirements

The score will then be multiplied by the criteria weighting to produce a total for that criteria line. 

All the criteria lines will then be added together to produce an overall tender score. 

The supplier bid with the highest score will be the leading bid for this request.

Appendix 1  - Schedule of Prices and Rates

The following table shows how the DWP would like suppliers to show their cost for this requirement. 

	Pricing Options – Delivery 
	Indicate (x)

	Fully inclusive fixed price
	X


The following table advises suppliers when DWP would expect to pay the supplier for providing the requested solution.

	Payment Profile – Delivery
	Indicate (x)

	On satisfactory completion of the project/training.
	X


Shared Services Connected Limited
P2P Procurement Category Team


Shared Services Connected Ltd 

1st Floor
Faraday Court
Faraday Way
Blackpool Technology Park
Blackpool
FY2 0JH
	DWP Invitation to Tender

	Date of Issue
	29th April 2024

	DWP Reference Number
	39050288073

	Title
	Practitioner in Freedom of Information training


Dear Supplier

You are invited to submit proposals that will satisfy the Statement of Requirements attached to this Invitation to Tender.

The Department for Work and Pensions (DWP) is committed to open Government and to meeting its legal responsibilities under the Freedom of Information Act 2000. Accordingly, all information submitted to DWP may need to be disclosed by DWP in response to a request under the Act.  DWP may also decide to include certain information in the publication scheme that we maintain under the Act.  If you consider that any of the information included in your tender is commercially sensitive please identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity.  You should be aware that, even where you have indicated that information is commercially sensitive, DWP may be required to disclose it under the Act if a request is received.  Please also note that the receipt of any material marked ‘confidential’ or equivalent should not be taken to mean that DWP accepts any duty of confidence by virtue of that marking.  If a request is received DWP may also be required to disclose details of unsuccessful tenders.

Important Information for Tenderers

You will not be entitled to claim from DWP any costs or expenses that you may incur in preparing your tender whether or not your tender is successful.

Tenders will be received up to the time and date stated.  Those received before that date will be retained unopened until then.  Please ensure that your tender is delivered no later than the appointed time. DWP does not undertake to consider tenders received after that time.

Tenders may be rejected if the complete information called for is not given by the deadline for submission.

In issuing this Request for Quotation DWP does not undertake to accept the lowest or any tender and reserves the right to accept the whole or part of any tender unless you expressly stipulate otherwise.

DWP reserves the right to withdraw the requirement at any stage prior to the award of the contract.  DWP reserves the right to amend the enclosed tender documents at any time prior to the deadline for receipt of tenders.  Any such amendment will be numbered and dated.  Where amendments are significant DWP may at its discretion extend the deadline for receipt of proposals.

Unless you expressly stipulate otherwise DWP will assume that your tender will remain valid for three months from the closing date for receipt of proposals.

All information supplied by DWP to you must be treated in confidence and not disclosed to any third party except insofar as this is necessary to obtain sureties or quotations for the purposes of submitting the tender.

Offering an inducement of any kind in relation to obtaining this Contract or any other Contract with DWP will disqualify your tender from being considered and may constitute a criminal offence.

DWP is committed to sustainable development.  

Instructions for submitting your Tender

Please read carefully and comply with the following instructions as failure to do so may render your proposal invalid.
Format of Tender

Your tender must include as separate documents:

Your proposals in the form of a method statement
Your price proposal using the Pricing Schedule issued with this RFQ
	Proposal to be submitted to:
	Samantha.parkinson@gov.sscl.com


	Deadline for receipt of proposal:
	09:00 hrs

	Monday 6th May 2024


The Tender, comprising the information set out above, must be returned in its entirety.  All files must be in Microsoft Office in Arial font 12 or Adobe .pdf format. We regret we cannot accept tenders in any other format.  Your proposals in response to the Statement of Requirements must be no more than 12 (twelve) pages, excluding CVs, but including all other attachments and appendices.  Hard copies of your bid are not required.

Evaluation Process and Timetable

An evaluation panel will review all evidence presented within your proposal.  Proposals will be evaluated in line with the requirements set out in this Invitation to Tender using the evaluation criteria detailed below.

Evaluation Criteria

	Criteria Number
	Criteria
	Weighting

	1
	Price
	35

	2
	Supplier is able to demonstrate an understanding of the outlined course and that the course facilitator is experienced in delivering the requested solution.
	25

	3
	Trainers must have knowledge/experience in delivery of a *.
	20

	4
	Ability to deliver requirements within requested deadlines and at the required locations and timescales
	15

	5
	Risks and contingencies arrangement
	5

	
	Overall 
	100


Each of the above Criteria will be scored 0-3 where:-

3 = Fully meets the requirements with detailed explanation/evidence in support

2 = Meets most of the requirements with limited supporting information

1 = Meets some of the requirements with reasonable explanation

0 = Totally fails to meet the requirements

	Anticipated Timetable of Events

	ITT Issued
	Monday 29th April 2024

	Supplier Briefing (if required)
	Not required

	Deadline for supplier questions
	09:00 hrs Friday 3rd May 2024

	Proposals due
	09:00 hrs Monday 6th May 2024

	Evaluation of proposals
	As soon as possible after the receipt of supplier proposals on 6th May 2024

	Supplier Presentations (if required)
	Not Required

	Contract Award
	As soon as possible after the evaluation of supplier proposals and selecting a winning/leading proposal.

	Start of design & development
	As soon as possible after the evaluation of supplier proposals and selecting a winning/leading proposal.

	Completion of design & development
	N/a

	Start of delivery programme
	May 2024 - As soon as possible after selection of winning proposal

	Completion of delivery programme
	February 2025

	Work under Contract to be completed
	


Please notify the officer noted on page 1 of this document if you do not intend to bid.

Yours sincerely

S Parkinson
Miss S J Parkinson
Contract Manager/Officer

Email:  samantha.parkinson@gov.sscl.com






X
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