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Nehemiah UCHA
Information and Communications Technology (ICT) Support Contract – Invitation to Tender
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PART 1

MOI AND TENDER DETAILS 

1.
Introduction
1.1 
Nehemiah UCHA wish to appoint a supplier to support their current ICT activity and advise the organisation in regard to the opportunities to embrace emerging technologies in a cost effective and efficient manner. This document provides information about the organisation and sets out their expectations in regard to both the service requirement and the supplier.
1.2 For the purposes of this document ICT includes networks, systems, applications, telephony, communications media, support and maintenance services.

2. About Nehemiah UCHA
2.1 Nehemiah UCHA is a ‘registered provider’ housing association formed by the merger of Nehemiah Housing Association and United Churches Housing Association in April 2007 (HCA registration number L3833). The organisation has a portfolio of around 1,000 properties serving the multicultural African Caribbean, Asian, European and Irish communities within the West Midlands. The Association provides homes for single people, families, couples and the elderly in Birmingham, Coventry, Dudley, Sandwell, Walsall and Wolverhampton.
2.2 Nehemiah UCHA is an organisation which has a strong ‘values’ culture. Their focus is on building communities which are thriving social units in which people of all ethnic backgrounds feel at home and valued. The Association prides itself on being accountable and accessible to the communities it serves. 
2.3 The Association responds to the needs of its customers, by providing large homes for those with extended families, specially designed homes for people with disabilities or specific religious/cultural needs, and energy efficient homes to minimise the impact of fuel poverty.

2.4 Both of the constituent Associations have always had a vision that they were building communities and not just houses. From the very start the focus was about people and this continues to be the aim of Nehemiah UCHA.  The Association prides itself on being accountable and accessible to the communities it serves. As a Support Provider, Nehemiah UCHA assists people to obtain and maintain tenancies, and makes a major contribution in the prevention of homelessness.

2.5 The provision of good, affordable housing is the platform from which the Association has committed itself to the community at large, conveying the idea of value and a sense of care.

3. Current use of ICT 

3.1 The operational activities of Nehemiah UCHA are intended to deliver high quality and efficient services to residents that represent good value for money. The use of ICT systems is an essential component of this delivery of service and supports a range of functions including rent accounting, property repair and planned maintenance, housing management and performance management. 
3.2 Administrative functions rely heavily upon the use of systems, such as Microsoft’s Office suite.  ICT systems also underpin the organisation’s approach to regulatory compliance.
3.3 The Association has a website, www.nehemiah.co.uk, which provides a selection of information to the community and residents. It also offers a channel for payment of rent through the Allpay website using a debit card or via use of an Allpay rent card at participating Post Offices or retail outlets. An Allpay smart ‘phone application is also available to facilitate payments. The website also offers links to other useful services; for example, to switch energy supplier.
3.4 The Association currently operates a LAN with 5 servers, one of which is dedicated to telephony. The servers are located at the Head Office at Beacon Court, Great Barr, Birmingham. There are a number of remote sites which access the Association’s systems via a WAN.   

3.5 All computers and servers are located at the Head Office and the supported housing schemes. Workstations comprise PCs with hard drives and desktop screens connected to the servers. 
3.6 A number of printers are connected around the offices and schemes, and there are 2 networked, high volume photocopier/printers located on the ground floor and first floor of Beacon Court.
3.7 Directors and managers have laptops in addition to desktop PCs, and housing officers have dockable laptops with internet capability for mobile working. Directors have been issued with tablets, as have property services staff recently in order to facilitate interaction with a new asset management system. Directors and staff required to work outside of the Head Office have all been issued with smartphones.
3.8 The following items are regarded as standard for each desktop PC or laptop:
· Windows 7 Professional (Operating System)

· Anti-virus protection

· Microsoft Office 
· Remote access to housing system (i.e. Sassha) via Terminal Services Server 

3.9 All machines are supported for damage due to virus or spyware infection.
4. Vision for the use of ICT 

4.1 Nehemiah UCHA consider the opportunities for the beneficial use and exploitation of ICT to be extensive and the time is right for its repositioning with respect to future exploitation of these technologies. This Review and ICT Strategy seeks to move the organisation forward to map out the way in which the benefits can be realised.
4.2 The pace of technological change never seems to slow and many registered providers have already introduced mobile working facilities for staff and are offering greater on-line service availability to residents. Examples are to report a repair and confirm an appointment for a contractor to visit; to register interest in properties through a choice based lettings scheme; or, to check a rent account in real time. 

4.3 The vision for future use of ICT is expressed as the creation of an ‘eco system’ where the successful tenderer will:

· promote the most efficient and cost effective solution in terms of IT infrastructure;
· assist Nehemiah UCHA to develop and embrace more effective mobile working;
· take responsibility for the development and ongoing support of a new website; 

· take responsibility for supporting the organisation’s telephony; and 
· have an on-site visible presence at least once a week to resolve minor IT issues and act as a reference point for staff.
5. Scope of the Tender

5.1 The scope of the services being tendered is set out in the Part 2 Specification.
6. The Successful Tenderer
6.1
Nehemiah UCHA expect that the relationship between themselves and the successful bidder for this tender will be along the lines of a partnership.

6.2
The expectation is that the supplier of ICT services will make every effort to understand the business of Nehemiah UCHA and will proactively engage with the organisation to advise on options and solutions and help to develop the use of ICT.
6.3
The successful bidder must subscribe to and uphold Nehemiah UCHA’s values and policies on issues such as integrity, equality and diversity, dignity and respect, value for money, etc. 
6.4
The successful bidder must respect and adhere to Nehemiah UCHA’s data protection policies.   

7. The Tender Process
7.1 Tender Timescales 
7.1.1 Please note the following key dates in respect of this procurement. Whilst we do not guarantee that this will be the actual programme, we do intend, so far as possible, to stick to the programme, as outlined below: 

	Activity
	Date/s

	Tender Release
	30th June 2015

	Last Date for Queries
	27th July 2015

	Tender Return Date
	3rd August 2015

	Evaluation
	3rd – 14th August 2015

	Date of Interviews
	WC 17th August 2015

	Decision
	WC 24th August 2015


7.2 Tender Evaluation Process 

7.2.1 Approach

7.2.1.1 The process will comprise of 3 elements:
· A check of Tender compliance to ensure all Tenders being considered comply with the Tender requirements;
· An evaluation will then be completed of the cost and quality submission; and 
· Those Applicants that could still be the highest scorers will be interviewed by an assessment panel.
7.2.1.2 The Assessment Panel will be formed from a range of selected officers and representatives from Nehemiah UCHA, with support from Ark. It will consider all submissions and evaluate them against agreed criteria.

7.2.1.3 The selection of the successful Applicant will be made on the basis of the most economically advantageous tenders having regard to the criteria set out below and not just the competitiveness of the financial offers within the tenders received. The selection process will incorporate a comprehensive evaluation of an Applicant’s ability to deliver the services required, assessing the qualitative proposals and proposed costs against the criterion and scoring matrix. 
7.2.1.4 Following an initial compliance check, the proposal cost scoring will be undertaken by Ark on behalf of Nehemiah UCHA and the qualitative evaluation process will be undertaken by the Tender Assessment Panel as above, where: 

• 
Quality accounts for 40% of the available score of which 18% relates to the responses given in Part 4, 10% to references and 12% to interview.
• 
Price accounts for 60% of the available score

7.2.2 Written Tender Proposals

7.2.2.1 You should respond fully to each of the written questions set out in Part 4a.
7.2.2.2 Each question in the written submission will be marked out of a total of 10, using the scoring matrix set out below:
	Score
	Judgement /Criteria for Assessment of Answer 

	10
	Exceptional. Demonstrates strengths with no weaknesses or omissions and exceeds expectations in some or all respects 

	7-9
	Good. The standard of response fully meets expectations.

	4-6
	Satisfactory. The response is acceptable but with some minor reservations.  

	1-3
	Poor. The response is deficient in certain areas where the details of relevant evidence require the reviewer to make assumptions.

	0
	Rejected. Response is unacceptable or non-existent, or there is a failure to properly address any issue.


The total score available for the written section is 18%. The weightings between the sections are set out below:
	Written Response sections
	Section weightings

	Proposals to deliver the service
	7%

	Quality Assurance
	4%

	Relevant experience
	7%

	TOTAL
	18% of the total score


You should respond fully to all of the questions in Part 4b in order to submit a compliant Tender. Those questions will be evaluated as described.

7.2.3 Financial Submission 

7.2.3.1 The financial evaluation will be based upon all aspects of the expenditure profile in the Cost Model. The proposed prices in the Cost Model will be assessed as a score out of 60% of the total score, as noted above. 

7.2.3.2 The table at 7.2.3.5 below indicates which elements of the cost model are scored and their relative weightings. The costs submitted for each of these elements of the Proposed Cost Model will be scored individually. Each element will initially attain a score between 0 and 10. The lowest Tender cost will receive a score of 10. The remaining Tenders will then be scored on a standard deviation approach, based upon the difference between their Tender and the lowest Tender. 


For example: if the lowest Applicant bids £20,000 for one element and another  Applicant bids £25,000 for that element then the £20,000 bid will receive a score of 10 out of 10. The score for the £25,000 bid, with the price being 25% higher than the lowest Tender will reduce by 25%, therefore receiving a score of 7.5 out of 10. 

7.2.3.3 In scoring the tenders, if Nehemiah UCHA or their advisors consider that a tender is abnormally low, they or their advisors will seek an explanation or further breakdown from the Applicant. If the Applicant is able to satisfy both parties that it can deliver the works and services for the price proposed then the price will be benchmarked as set out in paragraphs 1.5.4.2 above. However, if the Applicant cannot satisfy Nehemiah UCHA or their advisors that it can deliver the works or services in question for the price proposed, it will be awarded a score of 0 (zero) for the element in question and the next lowest price for that element will then be used as the benchmark (assuming it too is not judged to be abnormally low). 

7.2.3.4 Applicants should note that where any Tender figure is zero (e.g. pre-commencement costs) and is considered by Nehemiah UCHA to be a sustainable price, then the Applicants with a zero price shall score 10 points but the next lowest Applicants shall be used for benchmarking purposes and shall also score 10 points.
7.2.3.5 The weighting of the various elements of the financial submission in the Cost Models will be as set out below: 

	Item
	Description
	Weighting

	A2 
	Desktop & Laptop Support


	8.0%

	A3 
	Staff Support


	8.0%

	A4 
	Systems Management


	7.0%

	A5 
	Infrastructure, Network & Server Support


	8.0%

	A6 
	Mobile Device Support


	8.0%

	A7 
	Telephony


	6.0%

	A8 
	Website Design & Support


	6.0%

	A9
	Strategic Advice & Support


	4.5%

	A10
	Key ICT Project Support


	4.5%

	60% of the total Score


7.2.3.6 Interviews 

The interviews will be worth 12% of the total score. The interviews will explore the selected Applicant’s ability to resource the service, to meet Nehemiah UCHA’s service ethos expectations and to test the applicants’ ability to deliver based on their experience.
7.2.4 Scoring Consolidation and Decision Making

7.2.4.1 At the conclusion of the assessment processes, all quality and cost scores will be collated by Ark and checked for any inconsistencies. Scores will then be reviewed by Nehemiah UCHA and a decision made.
7.2.5 Duration of Contract
7.2.5.1 It is intended that the contracts will run for a period of up to 3 years (1+1+1), subject to performance.

7.2.6 Tender Rules
7.2.6.1 Applicants are responsible for obtaining all information necessary for the preparation of their Tenders.  All costs, expenses and liabilities incurred by any Applicant in connection with the preparation and submission of a Tender, and discussion with Nehemiah UCHA, shall be borne by that Applicant.  
7.2.6.2 Whilst Nehemiah UCHA will use reasonable endeavours to see that all information given to Applicants by Nehemiah UCHA is both truthful and accurate, Nehemiah UCHA in no way warrant the same and Applicants must satisfy themselves as to the accuracy of any information provided by Nehemiah UCHA. 
7.2.6.3 Nehemiah UCHA accept no responsibility or liability whatsoever for any loss or damage of whatever kind and howsoever caused arising from or in consequence of the use by Applicants of such information. 
7.2.6.4 In particular, whilst the information in the ITT has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified.  The ITT is issued on the basis that:

· neither Nehemiah UCHA nor any of their advisers accept any liability, responsibility or duty of care to anyone other than Nehemiah UCHA for its adequacy, accuracy, completeness or for anything said or done in relation to the procurement to which the ITT relates;

· neither Nehemiah UCHA nor any of their professional advisers make any (express or implied) representation or warranty either about the information contained in the ITT or on which it is based, or about any written or oral information that may be made available to any Applicants, funder, other interested person or their professional advisers;

· nothing contained in the ITT constitutes an inducement or incentive in any way to persuade an interested organisation to pursue its interest, make a Tender or enter into the Agreement included in the ITT or any other related agreement;
· the ITT is not intended to provide a basis for any investment decision and should not be considered as a recommendation by Nehemiah UCHA or any of their advisers;
· neither the ITT nor any information supplied by Nehemiah UCHA should be relied on as a promise or representation as to the future; and
· the ITT is neither an offer capable of acceptance nor is it intended to create a binding contract.
7.2.6.5 Applicants should carry out their own due diligence checks themselves to verify the accuracy of information provided to them in connection with the ITT. Applicants should take such professional advice as they deem necessary to determine whether they wish to bid and the terms on which they do so.
7.2.7 7.2.7  TC "
Confidentiality" \l1 
Confidentiality
7.2.7.1 All information supplied by Nehemiah UCHA in connection with the ITT shall be treated as confidential and Applicants shall not, without the prior written consent of Nehemiah UCHA as the case may be, at any time make use of such information for their own purposes or disclose such information to any person (except as may be required by law or where such information is disclosed for the purposes of obtaining sureties, guarantees or comments from insurers/legal advisers and other information required to be submitted with the Tender).
7.2.7.2 The ITT and every part of it and all other information provided by or on behalf of Nehemiah UCHA must be treated as private and confidential. Applicants should not disclose the fact that they have been invited to tender or release details of the ITT Invitation to Submit Tender other than on a strictly confidential basis to those parties whom they need to consult for the purposes of preparing the Tender.  
7.2.7.3 Applicants shall not at any time release any information concerning the ITT and/or their Proposals and/or any related documents and/or any negotiation and/or discussion with Nehemiah UCHA in this connection for publication in the press or on radio, television, screen, social media or any other medium.  
7.2.7.4 Each Applicant warrants to Nehemiah UCHA that no document that it prepares as part of its Tender Submissions shall infringe any Intellectual Property Rights.  Each Applicant shall retain Intellectual Property Rights in all documents that it prepares as part of its Tender Submissions and Nehemiah UCHA shall not copy or use any such documents other than for the purpose of evaluation of Tenders and selection of Contractors.
7.2.7.5 Nehemiah UCHA reserve the right to retain all Tenders Submissions submitted by Applicants throughout the period that their Tenders remain valid and open for acceptance.  
7.2.7.6 Each Applicant undertakes to indemnify Nehemiah UCHA and their Members and to keep indemnified against all actions, claims, demands, liability, proceedings, damages, costs, charges and expenses whatsoever arising out of or in connection with any breach of the provisions of these ITT Rules.  
7.2.8 7.2.8  TC "
Submission of tenders" \l1 
Submission of Tenders
7.2.8.1 No unauthorised alteration or addition (save for the inclusion of the relevant information) should be made to the Forms of Tender and Supporting Documentation  – Document 4 or any other part of the Invitation to Submit a Tender.  Tenders must not be qualified in any way and must be submitted strictly in accordance with the Invitation to Submit a Tender, including these Instructions.  Tenders must not be accompanied by any covering letter or any statement that could be construed as rendering the Tenders equivocal and/or placing it on a different footing from other Applicants. Nehemiah UCHA reserve the right to reject any Tender submitted otherwise than in accordance with this Instruction.

7.2.8.2 Applicants shall complete and submit the required documentation in the manner described.
7.2.8.3 To be considered, Tenders must be: 

a) Received Special Delivery or delivered by hand during normal working hours Monday to Friday 09.00 – 17.00 hrs to the address set out on the Tender label (Section 3) The Forms of Tender Documentation – Document 4 by no later than 14.00 hours on 3rd August 2015 (the Closing Date) or such later date as Nehemiah UCHA notifies to Applicants.
b) Sealed in a single plain package marked as indicated in 7.3.9.4 below. The package, envelope, or any franking thereon, must not bear the marks, sign or reference which might indicate the identity of the Applicant. Applicants should ensure that the Post Office waives the requirements for insertion of a sender’s name. 
c) Be kept open and valid for acceptance by Nehemiah UCHA and their member(s) for at least six (6) months after the date for return of Tenders or such longer period as may be agreed with Nehemiah UCHA.
7.2.8.4 The envelope or package provided must be clearly marked as follows:

Tender for Information and Communications Technology (ICT) Support Contract
Nehemiah UCHA
Ark Housing Consultancy LLP

Unit 1 

14 Hylton Street

Birmingham

B18 6HN

7.2.8.5 Any Tenders or other supporting documents received after the closing date and time will not be considered for acceptance by Nehemiah UCHA.

7.2.8.6 The Tenders and supporting documents shall be completed in black ink or type, in the English language and state all monetary amounts in British Pounds Sterling.

7.2.8.7 The Form of Tenders must be signed:

a) Where the Applicant is an individual, by that individual;

b) Where the Applicant is a partnership, by all the partners or by at least two (2) partners signing under a power of attorney on behalf of the other partners;

c) Where the Applicant is a company, by two (2) directors or by a director and the company secretary, such persons being duly authorised for that purpose.

Each Outline Applicant shall produce forthwith upon request by Nehemiah UCHA documentary evidence of any authorisation referred to in (a)-(c) above.
7.2.8.8 Applicants should note that the Contract formation, interpretation and performance, shall be subject to and interpreted in accordance with the laws of England.

7.2.8.9 Applicants should include in their Tenders all information required by the Price Framework and should include in the Tender Submissions all information required by the Invitation to Submit a Tender and all costs necessary to undertake works safely and in compliance with all statutory provisions and other rules or regulations relating to the Contract.

7.2.9 7.2.9  TC "
Rejection of tenders" \l1 
Rejection of Tenders
7.2.9.1 Any Tender or other documents submitted by any Applicant in respect of which the Applicant:

a) Fixes or adjusts the amount, prices, charges and rates shown:
(i) By or in connection with any agreement or arrangement with any other person; or

(ii) By reference to any other Tender; or

b) Communicates to any person other than Nehemiah UCHA any information relating to their Tender
c) Enters into any agreement or arrangement with any other person or company that such other person or company shall refrain from submitting Tender or shall limit or restrict the amounts, prices, charges and rates to be shown by any other Applicants in its Tender and other documents; or 

d) Offers or agrees to pay or give, or does pay or give, any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Tenders or any other proposed Tenders or other documents any act or omission; or 
e) Has directly or indirectly canvassed any member or official of Nehemiah UCHA or their members  concerning the acceptance of any Tenders or has directly or indirectly obtained or attempted to obtain information from any such member or official concerning any other Applicants or Tenders submitted by any other Applicant; or
f) Fails to use the English language;
g) Fails to return the Certificate of Anti-Collusion (Found in The Forms of Tender and Supporting Documentation  – Document 4)

h) Fails to state monetary amounts in British Pounds Sterling; 
(i) Submits cost models with prices considered by Nehemiah UCHA and Ark Housing Consultancy LLP to be abnormally low; or;
(j)
Fails to complete the cost model(s) fully and to provide breakdowns in costs where indicated in the cost model(s);
(k)
Fails to submit a complete or compliant Outline Tender Submission;
(l)
Submits a Tender which contains arithmetical or similar errors;
(m)
Submits a Tender with qualifications that have not been agreed with Nehemiah UCHA;
(n)
Proposes amendments to any of the documents contained in this ITT that have not been agreed with Nehemiah UCHA, or, appears to reserve or does reserve the right to propose amendments to those documents.

7.2.9.2 May not be considered, in Nehemiah UCHA’s absolute discretion, for acceptance and may accordingly be rejected by Nehemiah UCHA provided always that such non-acceptance or rejection shall be without prejudice to any other remedies available to Nehemiah UCHA in respect thereof or to any criminal liability that such conduct by an Applicant may attract.  
7.2.10 7.2.10  TC "
Acceptance of tenders, criteria for evaluation and Framework Agreement award" \l1 
Acceptance of Tenders and Criteria for Evaluation 
7.2.10.1 Completed ITT Tender submissions will enable Nehemiah UCHA to assess the cost and quality submissions of the Applicant with the express purpose of selecting the most economically advantageous tender submitted and awarding a contract to the relevant Applicant.

7.2.10.2 Nehemiah UCHA may at their discretion reject or accept a Tender that is 
non-compliant.
7.2.10.3 During the process of evaluation of ITT Tender submissions by Nehemiah UCHA  and their advisers, questions may arise on the interpretation of information, proposals, calculations and documents contained in a ITT Tender submitted by any one or more of the Applicants.  Nehemiah UCHA and their advisers may raise questions of clarification and delay the final evaluation of ITT Tenders until the receipt of responses to those questions.  ITT Tender clarification questions are not intended to allow Applicants to open negotiations on any aspect of their ITT Tender.  Requests for clarification must be answered by the relevant Applicant in writing no later than 48 hours after issue by Nehemiah UCHA.

7.2.11 Applicants’ Warranties
7.2.11.1 In submitting its ITT Tender(s) each Applicant warrants, represents and undertakes to Nehemiah UCHA and their Member(s) that:

a) It has not done any of the acts or matters referred to in Section 7.3.10.1 (a-e) above and has complied in all respects with these ITT Rules;

b) All information, representations and other matters of fact (including those contained in response to the Pre-Qualification Questionnaire and ISOP Proposal) communicated (whether in writing or otherwise) to Nehemiah UCHA and their member(s) by the Applicant, its employees or agents in connection with or arising out of this procurement exercise were (in relation to its responses to the Pre-Qualification Questionnaire and ISOP Proposal) at the time submitted and at all times thereafter (up to the date of ITT Tender Submission) subsequently true, complete and accurate in all respects, and

c) It has made its own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the ITT Invitation to Submit a Tender;

d) It has satisfied itself as to the correctness and sufficiency of the information it has inserted in the Cost Model(s) and included in its ITT Tender Submission;

e) It has not submitted its ITT Tender submission and will not have entered into any agreement in reliance upon any representation (oral, in writing or other) that may have been made by or on behalf of Nehemiah UCHA and their members and professional advisors;
f) In the event that it is discovered that any of these warranties are breached by the Applicant, Nehemiah UCHA may exclude the relevant Applicant from further participation in the procurement exercise.
7.2.12 7.2.12  TC "
General" \l1 
General
7.2.12.1 This ITT and all other documents provided to Applicants will remain the property of Nehemiah UCHA and will be returned, if no Tender is submitted, upon demand.

7.2.12.2 Applicants are advised to retain for themselves details of their ITT Tender submissions. Nehemiah UCHA reserve the right to make a charge if an Applicant requests a copy of its submitted Tender. 

7.2.12.3 Each Applicant shall bear its own costs and liabilities in relation to all stages of the procurement process including the preparation, submission and clarification of ITT Tenders and clarification of the ITT. Under no circumstances shall Nehemiah UCHA be required to reimburse any Applicant for its bidding costs or for any costs incurred in participating in the procurement process. 

7.2.13 Disclaimer, Confidentiality and Related Matters 

7.2.13.1 By receiving this ITT document pack the Applicant agrees to keep confidential the information contained in this and other documents made available in connection with any further enquiries.  The ITT document pack may be made available to the Applicant’s employees and professional advisors directly involved in the appraisal of such information.  The ITT Document Pack shall not, either in whole or part, be copied, reproduced, distributed or otherwise made available to any other party in any circumstances without the prior written consent of Nehemiah UCHA, nor may it be used for any purpose other than that for which it is intended.

7.2.13.2 The ITT is intended only as a preliminary background explanation of the requirements and plans of Nehemiah UCHA and their Members and is not intended to form the basis of any decision on whether to enter into any contractual relationship. The ITT Invitation to Submit a Tender does not purport to be all-inclusive, or to contain all of the information that an Applicant may require.

7.2.13.3 Neither Nehemiah UCHA nor their technical, financial or legal advisors, nor any other advisor (or the directors, officers, members, partners, employees, colleagues, agents or advisors of any such person):

· Makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the information contained in the ITT document pack or with respect to any written or oral information made or to be made available to any Applicant or its professional advisers and any liability therefore is hereby disclaimed.  Any persons considering entering into a contractual relationship with Nehemiah UCHA’s Members should make their own investigations and their own independent assessment of the requirements for services and should seek their own professional technical, financial and legal advice.


· Accepts any responsibility for the information contained in this ITT document pack or for its fairness, accuracy or completeness.  Nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of reliance on such information or any subsequent communication.  Only the express terms of any written agreement(s) relating to the subject matter of this ITT Invitation to Submit a Tender document pack, as and when it is executed, shall have any contractual effect in connection with the matters to which it relates.

· Will be liable under any circumstances for any costs incurred by an Applicant in preparing their responses to the ITT Document Pack and any subsequent invitation to Tender, whether incurred by them directly or their advisors or sub-contractors.

7.2.13.4 Nothing in this ITT document pack is, or should be relied upon as a promise or representation as to the future and Nehemiah UCHA do not undertake to provide Applicants with access to any additional information or to update the information in this ITT Invitation to Submit a Tender document pack or to correct any inaccuracies that may become apparent. 
7.2.13.5 Nehemiah UCHA reserve the right, without prior notice, to change the procedures timetable and information submission requirements outlined in this ITT Invitation to Submit a Tender document pack or to terminate discussions and the delivery of information at any time before establishing any Agreement.
8.
Queries about the Tender Process

8.1 Any questions about the procurement process should be submitted to Derek Seedhouse via dseedhouse@Arkconsultancy.co.uk by 17.00 hrs on Monday 27th July 2015.  Questions will not be accepted after this date.  No approach of any kind in connection with this Tender should be made to any other person within, or associated with, Nehemiah UCHA.
8.2 If any question or request for clarification is considered to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Applicants before the closing date for the submission of Tender’s.
9.
Applicant Contact Point

Applicants have been asked to include a single point of contact within their organisation in their response to the Tender.  

PART 2

SPECIFICATION
NEHEMIAH UCHA - ICT SUPPORT PACKAGE REQUIREMENTS

A1 Summary
Provide IT technical support including:
· First line fault diagnosis and rectification where possible

· Organising the repair of failed IT equipment
Provide desktop and laptop support
Support staff in using IT and resolving queries

System management

Infrastructure, network and server support
Scheduled delivery of tasks, as per the Company’s current ICT strategy
Supporting the use of mobile phones and tablets

Supporting the Company’s telephony

Developing and maintaining the Company’s website

Advising management on the strategic use of ICT and cost effective and efficient ways of embracing new technology

Supporting key ICT projects, subject to project specific agreement over scope and resource requirements

A2 Desktop and Laptop Support

Installation of new IT equipment including:
· Configuration to corporate specifications

· Enabling network access, including printers

· Full installation of appropriate software
· Configuration / addition of email accounts
· Transfer of data and user profiles from replaced units (in the case of an upgrade of existing units )

Software updates to appropriate software
Repair or reconfiguration of existing equipment when cost effective to do so

Assist and guide the Finance Team in the maintenance of ICT register re servers, desktop PCs, laptops, tablets, mobile phones, photocopiers, printers, monitors and docking stations)
Decommissioning of devices to be disposed of and ensure secure removal of corporate data 
A3 Support Staff in Using ICTs and Resolving Queries
On-site presence at least once per week to enable staff to raise any minor issues or concerns about IT in a personal manner.
Undertaking basic training (including induction training) in the use of the Company’s generic equipment and systems (not application-specific training)

 
Resolution of minor queries which are not application specific

A4 Systems Management

Monitor system use and advise management of emerging and strategic issues
Setup and manage user accounts

Manage systems and data backup

Ensure a clear disaster recovery plan is in place and tested regularly

A5 Infrastructure, Network and Server Support

Warranty server hardware support is provided directly by HP. As part of their support agreement, diagnosis of hardware issues has to be carried out before instruction of an engineer to visit. Hardware diagnosis is required as part of this support contract
Operating system updates monitored and applied, when required

Backups remotely monitored

Connectivity of servers to internet to be maintained

Firewall support and network accessibility to be maintained for remote users

Installation support for hosting of other applications 
Network support including routers

Maintain firewall security on the internet routers

Configure and maintain wireless network access points
Configuration/ addition of other devices to the network (e.g. network printers, photocopiers, smart phones, tablets)
Transfer of existing data / contacts from old device to new, as appropriate

Attend to email / connectivity issues
A6 Supporting the Use of Smartphones and Tablets
Initial configuration of new devices - (initial updates to device, installation of email
 service, etc.)

Transfer of existing data contacts from old device to new

Email / connectivity issues resolved
Email accounts added / removed
Decommissioning of devices to be disposed and ensure secure removal of corporate data
 A7 Telephony:

Undertake an initial review of existing digital systems, capacity and usage by staff and advise management on fitness for purpose

Advise management on potential upgrades to the existing system or propose its replacement, if required. To include cost/ benefit analysis of potential options.
Ongoing support of digital system through maintenance, upgrades, configuration and staff training

A8 Developing and Maintaining the Company’s Website
Assist in the development of an interactive corporate website
Oversee the migration of existing content to the new website

Ongoing website maintenance and updates including certificates and changes to pages for portal 

A9 Advising Management on the Strategic Use of ICT and Cost-Effective and Efficient Ways of Embracing New Technology
Assisting senior management to identify cost effective ICT projects which will improve efficiency and resilience, provide value for money and contribute to the long term growth of the organisation. Development of forward-looking corporate culture regarding IT

Co-ordinate and facilitate an internal ICT User Group to periodically capture the views of staff representatives (at all levels) on the use of ICT within the organisation 

Act in an advisory capacity at meetings (e.g. Board meetings) where strategic ICT issues are under discussion

Specific projects for which strategic advice is currently sought:

· Development of corporate apps (re admin, HR, housing services)

· Development of ‘digital by default’ services

A10 Supporting Key ICT Projects, subject to project specific agreement over scope and resource requirements

Implementation of agreed IT projects currently including: 

· Document management – ‘paperless’ office objective
· Cost-efficient deployment of broadband/ wi-fi at supported schemes
PART 3

TENDER DOCUMENTS

	ICT SUPPORT CONTRACT

	FORM 1 – FORM OF TENDER


	Name of Tenderer:


	


Unconditional and Irrevocable Offer to:

Nehemiah UCHA C/O
Ark Housing Consultancy LLP, Unit 1, 14 Hylton Street, Birmingham B18 6HN
Tender due by 12.00 hrs on 3rd August 2015
1. I/We the undersigned return this Tender and acknowledge that we are bound by our tenders submitted pursuant to the Invitation to Tender document (receipt of which is also hereby acknowledged).
2. 
I/We hereby unconditionally and irrevocably offer to undertake the Works requested to be provided and performed under the Invitation to Tender for a period of up to 3 years (1+1+1) years, in accordance with the conditions of Agreement and at the rates set out in the Cost Model upon which our lump sum tender has been based. I/We confirm that all of the rates set out in the Cost Model shall remain fixed until the 31st July 2016. 

3. 
I/We confirm that I/We are fully conversant with all the Tender documentation; and that this Tender is submitted strictly in accordance with that documentation including, but not limited to, the Instructions to Tenderers. 

4. 
I/We enclose with this Form of Tender a copy of the following: 

· a priced copy of the Cost Model(s) for each Solution for which we are tendering 



(In the Cost Model’s original Microsoft Excel format) 

· Written Tender Proposals

· a signed Confidentiality Undertaking 

· a signed Certificate of Non-Collusive Tendering

all in the form and with the number of copies specified in Document 4 – Section 1 of the Instructions to Tenderers.

5. 
I/We agree that this Tender shall remain open to be accepted or not by Nehemiah UCHA and shall not be withdrawn for a period of six (6) months from the date for receipt of Tenders as set out in the Instructions to Tenderers, or such longer period as may be agreed with Nehemiah UCHA.

6. 
I/We undertake to execute an Agreement in the prescribed form for the proper and complete fulfilment of such works as Nehemiah UCHA may each in their absolute discretion award to us. 

7. 
I/We agree that I/we shall commence the agreements when instructed to do so by each of Nehemiah UCHA pursuant to the terms of the Agreement. 

8.
I/We certify that the details of this Tender and the related documentation have not been communicated to any other person or adjusted in accordance with any agreement or arrangement with any other person or organisation. 

9. 
I/We acknowledge that Nehemiah UCHA are not bound to accept the lowest or any Tender they may receive and reserve the right for each in their absolute discretion to accept or not to accept any Tender submitted. 

10. 
I/We certify that we have disclosed all and any conflicts of interest that might result in Nehemiah UCHA or their members contravening Schedule 1 of the Housing Act 1996. 

11. 
I/We certify that we have not, and will not in the future, canvass or solicit any Board Member, officer or employee of Nehemiah UCHA or their Members or agents in connection with the award of an Agreement and that no person employed by us or acting on our behalf has done so or will do so in the future.

12.
I/We acknowledge and confirm that should we be in breach of the undertakings and confirmations contained in paragraphs 5 – 14 either individually or collectively and in the documents contained in Tender Forms 3 and/or 4, our tender may be rejected. 
13.
I/We have completed the compliance checklist in the table below which confirms our compliance with Nehemiah UCHA’s requirements

14.
I / We submit the following Tender sum as extracted from the cost model Tender sum analysis: 

Please set out below the basis of your pricing including the assumptions in terms of numbers of units, anticipated volumes, price per hour etc. as appropriate. All values to include VAT at  20%. Item references are as per Part 2.
When completing the table below, please indicate which (if any) of the items listed under Assumptions in each section would be provided as part of the required on site presence, otherwise cost them separately.
	Item
	Description
	Assumptions
	Price £ per Annum
	Comments

	A2 
	Desktop & Laptop Support

	Installation and configuration of 20 units per annum
Software updates on all servers 2 times per annum

Decommissioning of 10 units per annum

Setting up 5 new e-mail accounts per month

Liaison with Finance staff on ICT register 1 hour per month
	
	

	A3 
	Staff Support


	On site presence 1 day per week
	
	

	A4 
	Systems Management


	Weekly monitoring of system usage and backups and monthly report to Director of Finance & Resources
Annual test of Disaster Recovery Plan
	
	

	A5 
	Infrastructure, Network & Server Support

	Network activity remotely monitored on a daily basis with initial response to problems within 1 hour between 8.30am and 5.30pm excluding Bank Holidays 

24 devices per annum to be configured to the network 
Two transfers per month from old to new devices

	
	

	A6 
	Mobile Device Support


	Initial configuration of 24 devices per annum
Decommissioning 24 devices per annum
	
	

	A7 
	Telephony


	Initial review and report within 8 weeks of contract being awarded

Six monthly review of system to determine whether upgrades are required 


	
	

	A8 
	Website Design & Support


	Design of new interactive website including existing content  
Monthly maintenance and update of website
	
	

	A9
	Strategic Advice & Support


	Annual review of use of IT with cost/ benefit analysis
Two 10 x working day projects per annum
Meeting support: Four x ½ day user group meetings per annum 

Two Board meetings per annum of 2 hours duration


	
	

	A10
	Key ICT Project Support


	Two projects per annum each of 20 days comprising 5 days senior staff member and 15 days junior
	
	

	Total Cost per Annum
	
	


INSERT THE AMOUNT IN NUMBERS £ AND INSERT THE AMOUNT IN
 WORDS……………………………………………………………………..

Signature: .......................................................……….....…......................................... 

Name (in capitals): .…………………………………………………………………………. 

Position (in capitals): ….……………………………………………………………………. 

On Behalf of: .............................…....……….............................................................. 

(full name of Applicant in capitals) 

Address (in capitals): ................….............................………......................................... 

(in the case of a limited company, 

their registered office) 





…............…..................................................................  





..……..…...................................................................... 

Date: .........................................................................................................................
	ICT SUPPORT CONTRACT

	FORM 2 – CERTIFICATE OF NON-COLLUSION


	Name of Tenderer:


	


In respect of a Tender to Nehemiah UCHA for ICT Support Contracts: 

In this certificate, the word 'person’ is deemed to include any persons and any body or organisation, either corporate or unincorporated. 

The essence of the procurement process is that Nehemiah UCHA shall receive bona fide competitive Tenders. We hereby certify therefore that ours is a bona fide Tender and we have not (and insofar as we are aware neither has any other Applicant): 

1) 
Entered into any agreement with any other person with the aim of preventing Tenders being made or as to the fixing or adjusting of the amount of any Tender or the conditions on which any Tender is made; or 

2) 
Informed any other person, other than Nehemiah UCHA, of the amount or the approximate amount of the Tender, except where the disclosure, in confidence, of the amount of the Tender was necessary to obtain quotations necessary for the preparation of the Tender for insurance, for performance bonds and/or contract guarantee bonds or for professional advice required for the preparation of the Tender; or 

3) 
Caused or induced any person to enter into such an agreement as is mentioned in paragraph 1 above or to inform us of the amount or the approximate amount of any rival Tender for the contract; or 

4) 
Committed any offence under the Prevention of Corruption Acts 1889 to 1916 and/or the Bribery Act 2010 or 

5) 
Offered or agreed to pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done any act or omission in relation to any other Tender or proposed Tender for the works; or 

6) 
Canvassed any other persons referred to in paragraph 1 above in connection with the Tender; or 

7) 
Contacted any officer of Nehemiah UCHA, or their Members or agents about any aspect of the potential Agreement including (but without limitation) for the purposes of discussing the possible transfer to the employment of the Applicant of such officer or agent or for soliciting information in connection with the potential contract. 

We also undertake that we shall not procure the doing of any of the acts mentioned in paragraphs 1 to 7 above before the hour and date specified for the return of the Tender.

Signature: .......................................................……….....….......................................... 

Name (in capitals): …………………………………………………………………………..

Position (in capitals): ….……………………………………………………………………..

On Behalf of: .............................…....………............................................................... 

(full name of Applicant in capitals) 

Address (in capitals): ................….............................……….......................................... 

(in the case of a limited company, 

their registered office) 





…............….................................................................. 





...........….........................................................………... 





..……..…...................................................................... 

Date: ............................................................................................................................

	ICT SUPPORT CONTRACT

	FORM 3 – CONFIDENTIALITY UNDERTAKING


	Name of Tenderer:


	


In respect of a Tender to Nehemiah UCHA for ICT Support Contracts: 

In this undertaking, the word 'person’ is deemed to include any persons and any body or organisation, either corporate or unincorporated. 

We hereby formally undertake that we shall not during the Tender period for the above or at any time thereafter disclose to any person (except as may be required or permitted by law) the ITT documents or any information contained therein or any information subsequently provided to us by Nehemiah UCHA or by other parties on their behalf in connection with the ITT, all of which information shall be deemed to be confidential. This shall include, but in no way be limited to information relating to any employee of other organisations provided to allow us to assess and evaluate the application of the Transfer of Undertakings (Protection of Employment) Regulations 2006. 

We further undertake that: 

1) 
We will use such information only for the purposes of preparing our Tender for submission and shall promptly return to Nehemiah UCHA un-copied, all the ITT documents and other information provided to us in connection with our Tender if we are subsequently unable to Tender or having Tendered our Tender is not successful. 

2) 
We will not dispose of nor part with possession of any confidential material provided to us by Nehemiah UCHA or their agents or prepared by us pursuant to the ITT, save where the disclosure of such confidential information is essential for the procurement of legal advice, a performance bond or an insurance quotation or the obtaining of quotations from suppliers and/or sub-contractors pursuant to the Tender and/or the undertaking of the works if our Tender is selected. 

3) 
We will not and shall ensure that any person employed by us or acting on our behalf does not divulge to any third party any information which comes into our or their possession in the course of submitting our Tender. 

4) 
We shall not without Nehemiah UCHA’s prior written approval take or permit to be taken any photographs of the site areas for use in any publicity or advertising or publish alone or in conjunction with any other person any articles photographs or other illustrations relating to the ITT nor impart to any publication journal or newspaper or any radio or television programme any information regarding the ITT (but we shall be entitled to take and keep records and photographs of any work in progress strictly for their own use).
5) 
We declare that we are and shall remain registered under the Data Protection Act 1984 or the Data Protection Act 1998 and will observe, perform and comply with the obligations imposed on us by that Act in relation to any information or data received by us covered by this undertaking.

6) 
We do hereby indemnify Nehemiah UCHA and its members and agents against all actions, claims, demands, proceedings, damages, costs, charges and expenses whatsoever in respect of any breach by us of this undertaking. 

Signature: .......................................................……….....….......................................... 

Name (in capitals): …………………………………………………………………………… 

Position (in capitals): ….…………………………………………………………………….. 

On Behalf of: .............................…....………............................................................... 

(full name of Applicant in capitals) 

Address (in capitals): ................….............................………......................................... 

(in the case of a limited company, 

their registered office) 





…............….................................................................. 





...........….........................................................………... 





..……..…...................................................................... 

Date: ...........................................................................................................................

PART 4

WRITTEN TENDER REQUIREMENTS

4a Quality Questionnaire

Please respond to the questions in your own format using a font of no less thaN 11. Please ensure that the questions are though clearly set out before each individual response.
	NO
	QUESTION
	% SCORE

	1.
	Proposals to deliver the service
	7%

	1.1
	Please explain how you would propose delivering the service as set out in Part 2.



	1.2
	Please indicate who will be the proposed client relationship manager with brief details of his/ her experience with particular emphasis on the approach taken to dealing with problems on behalf of clients.



	1.3
	Please provide details of the team and their credentials who will deliver the service.


	1.4
	Are there aspects of the service which you would anticipate delivering through a sub-contractor or other outsourcing mechanism? If so please indicate your previous experiences of dealing with the companies likely to be involved.



	1.5
	Please set out your approach to your support in the event of system failure (give an indication of timescales, if replacement equipment is provided, out of hours working etc.).


	1.6
	What would be your proposals for delivering/guaranteeing connectivity?


	1.7
	Can you please provide examples of existing Service Level Agreements between your company and clients? Are you able to provide these on the understanding that they may be used as the basis for an SLA with Nehemiah UCHA (we would expect that the client could not be identified in such documentation)?



	1.8
	How will your organisation and its employees evidence your ability to work within the ethos of Nehemiah UCHA and its values and policies as set out in 6.3.


	2.
	Quality Assurance
	4%

	2.1
	Please provide copies of quality assurance certification held by your company, e.g. ISO or equivalent standard. If you hold ISO you will score 10 points, if not please respond to 2.2.

	

	2.2
	If no accreditation is held, please give a detailed explanation of your quality assurance policy and processes. 


	

	2.3
	Key performance indicators. In your experience what are the key measures which should be put in place between service provider and client?



	3.
	Relevant Experience 
	7%

	4.
	Relevant Experience – Do you have existing clients with the same or similar requirements as Nehemiah UCHA?  please provide details of 3 successful existing client relationships

	4a
	Client Organisation - Name and Description:


	
	Date of contract:


	Value or Scale of your companies involvement: £ value.


	
	Please provide a description of the service delivered to the client organisation highlighting where there are similarities to the services required by Nehemiah UCHA. What in particular sets the service you are delivering apart? What is it about this service that is different or unique?


	
	How did you measure customer satisfaction?  What are the contract KPIs and how did you perform against the Clients targets?  (Please expand the text box as necessary)



	4b
	Client Organisation - Name and Description:


	
	Date of contract:


	Value or Scale of your companies involvement: £ value.


	
	Please provide a description of the service delivered to the client organisation highlighting where there are similarities to the services required by Nehemiah UCHA. What in particular sets the service you are delivering apart? What is it about this service that is different or unique?


	
	How did you measure customer satisfaction?  What are the contract KPIs and how did you perform against the Clients targets?  (Please expand the text box as necessary)



	4c
	Client Organisation - Name and Description:


	
	Date of contract:


	Value or Scale of your companies involvement: £ value.


	
	Please provide a description of the service delivered to the client organisation highlighting where there are similarities to the services required by Nehemiah UCHA. What in particular sets the service you are delivering apart? What is it about this service that is different or unique?


	
	How did you measure customer satisfaction?  What are the contract KPIs and how did you perform against the Clients targets?  (Please expand the text box as necessary)




REFERENCES
	Please provide again the details of the clients named in Part 4.  Please do this by inserting their names and full contact details as indicated below.  In completing this information you are agreeing that Ark Housing Consultancy can contact those referees directly, without further reference to you.

All named contacts should be made aware that they will be approached by Ark Housing Consultancy acting on behalf of Nehemiah UCHA.   Referees will be asked to evaluate their experience of working with you and reference scores will contribute to your overall Tender score.  Your score for your references will be the average of the returned references.

Attached at Appendix ‘A’ is a copy of the reference request that will be sent by email to all referees.


	5a
	Referee 1:– Client Organisation Name & Address:


	Contact name:



	
	
	E-mail address:



	
	
	Telephone number:



	5b
	Referee 2:– Client Organisation Name & Address:


	Contact name:



	
	
	E-mail address:



	
	
	Telephone number:



	5c
	Referee 3:– Client Organisation Name & Address:


	Contact name:



	
	
	E-mail address:



	
	
	Telephone number:




References are worth 10% of the total score per reference returned.
PART 4

WRITTEN TENDER REQUIREMENTS

4b About Your Organisation

This Section contains the questions for which you are required to provide answers.  

	Part 1 – Information About Your Organisation

(This is provided for information only and will not be scored)

	1.1
	Please confirm the name of the organisation under which a tender would be submitted:


	

	1.2
	Please provide the full postal address for the above:


	

	1.3
	Please provide the Registered Address for the business if different to above:


	

	1.4
	If your business has a website, please provide the web address:

	

	1.5
	Please provide a contact name and their position in the business:


	

	1.6
	Please also provide the contact’s:

	
	email address
	office telephone number
	mobile phone number

	
	
	
	

	1.7
	Please state type of organisation – e.g. “Public Limited Company”, “Limited Company”, “Sole Trader”, “Partnership”, “Limited Liability Partnership” or other if appropriate:


	

	1.8
	Please provide the Registration Number under the Companies Act 2006 (if applicable):

	

	1.9
	Please confirm the Date of Registration/Formation of the business:


	

	1.10
	Please provide the VAT Registration Number for the business:


	

	1.11
	If the organisation is a member of a group of companies, give the names and addresses of the ultimate holding company and associated companies.  Please state the relationships clearly:


	

	1.12
	If you are within a Group, will the Group or ultimate holding company be prepared to guarantee your contract performance? Answer Yes or No. 

	

	1.13
	Please provide the names and responsibilities of all Executive Directors or Partners for the organisation:


	

	1.14
	Please provide an organisational structure chart which clearly shows the team to be deployed on this contract:

	


	Part 2 – Compliance Information About Your Organisation

(Questions 2.1 and 2.2 will each be assessed. Applicants must pass both questions) 

Nehemiah UCHA will give due consideration to the information provided in respect of positive responses to Questions 2.1 and 2.2.  If the information provided raises doubts as to the suitability of the Applicant for the Contract, they may seek further clarification from the Applicant, and if the Applicant is unable to satisfy Nehemiah UCHA in respect of the issues raised, then Nehemiah UCHA will exclude the Applicant from the procurement process.


	2.1 Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
	
	

	(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
	
	

	(c) the common law offence of bribery;
	
	

	(d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
	
	

	(e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
	
	

	(i) the offence of cheating the Revenue;
	
	

	(ii) the offence of conspiracy to defraud;
	
	

	(iii)
fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
	
	

	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
	
	

	(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
	
	

	(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
	
	

	(vii)
destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	
	

	(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	
	

	(ix)
the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
	
	

	(f) any offence listed—
	
	

	(i)
in section 41 of the Counter Terrorism Act 2008; or
	
	

	(ii)
in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
	
	

	(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
	
	

	(h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
	
	

	(i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	
	

	(j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
	
	

	(k) an offence under section 59A of the Sexual Offences Act 2003;
	
	

	(l) an offence under section 71 of the Coroners and Justice Act 2009
	
	

	(m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	
	

	(n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
	
	

	(i)
as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
	
	

	(ii)
created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.
	
	


	Part 3 – Health and Safety

(All questions in this section are assessed on a pass fail basis. Applicants must pass all questions.) 

Note to questions 3.1 and 3.2 - If your organisation does have any prosecutions or notices served Nehemiah UCHA require you to demonstrate that you have introduced processes and cultural change strategies to deliver a safe working environment, otherwise you will fail.

If your organisation has no convictions or pending prosecutions you will pass.


	3.1
	Do you have a Health and Safety Policy Statement with a structure chart of responsibilities?

Answer Yes/ No.
By self-certifying that you have a policy statement you are not required to provide a copy, however it must be available to Nehemiah UCHA if so required.

If you don’t have a Policy Statement how do you set about complying with your obligations under the Health & Safety legislation?

	

	3.2
	Please enclose details of any accidents/incidents reported by or on behalf of your organisation to the Health and Safety Executive (or, if you are not a UK organisation, that of the equivalent organisation in the EU state where you are based) during the last three years (as required by Reporting of Injuries, Disease and Dangerous Occurrences Regulations 1995):


	


FOR ANSWERS TO QUESTIONS IN THIS SECTION YOU MAY PROVIDE FULL DETAILS ON SEPERATE SHEETS.
	Part 4 – Equality and Diversity

(All questions in this section are assessed on a pass fail basis. Applicants must pass all questions) 

Note to questions 4.2 and 4.3 - If your organisation does have any prosecutions or notices served AND the information you provide in response to questions below means that Nehemiah UCHA are unable to conclude that you have in place adequate systems, processes and cultural change strategies to deliver equality within your organisation you will fail. If your organisation has a policy to comply with your statutory obligations and has no findings of unlawful discrimination you will pass.


	4.1
	Do you have a written policy as an employer to comply with your statutory obligations under the UK Equalities Act 2010, and all Equality and Diversity legislation? (Equal Pay, DDA etc.)

By self-certifying that you have a policy statement you are not required to provide a copy, however it must be available to Nehemiah UCHA if requested.

	

	4.2
	In the last three years, has your organisation been the subject of formal or informal investigation by the UK’s Commission for Race Equality, the Equal Opportunities Commission or Disability Rights Commission, on the grounds of alleged unlawful discrimination?

If your answer to this question is affirmative, please provide details together with what action your organisation has taken to prevent future discrimination:


	

	4.3
	In the last three years has a Court or Employment Tribunal made any finding of unlawful discrimination against your organisation?
If your answer to this question is affirmative, please provide details together with what action your organisation has taken to prevent future discrimination:

	


FOR ANSWERS TO QUESTIONS IN THIS SECTION YOU MAY PROVIDE FULL DETAILS ON SEPERATE SHEETS.
	Part 5 – Financial Information

Information provided in response to questions 5.1 – 5.5 will be collectively evaluated against the basis for financial assessment set out at the end of this section. You will pass or fail based on that evaluation. 


	5.1
	Please provide the total annual turnover of your organisation over each of the last 3 years. 

	

	
	
	

	
	
	

	5.2
	Please provide the annual turnover of your organisation, over the last 3 years, in respect of services and works which are of a similar type to the requirements of this procurement.

	

	
	
	

	
	
	

	5.3
	Please enclose a set of the last audited accounts (which must provide accounts for the last two complete trading years) (or if appropriate your latest two sets of audited accounts) and an annual report for your organisation (and the holding and/or ultimate parent company if applicable) to include:

· Balance Sheet

· Profit and Loss Account

· Source and Application of Fund Statements

· Full Notes of the Accounts

· Director’s Report/Managing Partner’s Report

· Auditor’s Report

We reserve the right to request additional financial information, including prior year accounts, and to obtain independent financial assessments and credit checks.


	5.4
	Where the accounts/summary detailed at 5.3 cannot be provided, please provide a statement of the organisation’s cash flow/forecast for the current year and a bank letter outlining the current cash and credit facility position:



	5.5
	Please provide details of any significant changes that have occurred since your organisation’s last set of audited accounts which may have the effect of altering the position as indicated in that set of accounts. Further information may be requested or independent enquiries made.


	

	5.6
	The minimum cover required for Public Liability and Employers Liability Insurances is £1m and £1m respectively.  The minimum Professional Indemnity cover is £1m.
Please confirm you have or will put in place such cover if selected.

By self-certifying that you have a policy statement you are not required to provide a copy, however it must be available to Nehemiah UCHA if requested.

	

	
	(The insurances must be in respect of any one occurrence or any series of occurrences arising out of one event. Also, cover must be in place for the duration of the contract and if the Applicant is a member of a group of companies, its ultimate parent company must also meet the minimum requirements, whilst if the Applicant is a consortium, the lead member of the consortium (and their ultimate parent company if relevant) must meet the minimum requirements).



Basis for Financial Assessments:
In the analysis of financial data provided, Ark will undertake the following tests:
1/. Gearing

Total Borrowing/Total Assets

A pass is based upon 








gearing <50%
(Borrowing is considered to be – bank overdraft, bank loans, hire purchase agreements etc.)

(Assets considered to be – fixed assets and current assets (debtors, cash at bank and in hand, stock etc.)).

2/. Liquidity Ratio
Current Assets/Current Liabilities

A pass is based upon 








a ratio > 1:1

(Current assets considered to be debtors, cash at bank and in hand, stock etc.).


(Current liabilities are considered to be those amounts due within one year)










3/. Profitability 
A pass is based upon profitable trading


A review based upon all accounts submitted.















N.B. The latest set of accounts is used for the purpose of gearing & liquidity tests.


4/. An Equifax check is also undertaken and a pass will be dependent upon the data therein.












Appendix ‘A’ 

Nehemiah UCHA REFERENCE REQUEST PROFORMA (GENERIC VERSION)

INFORMATION AND COMMUNICATIONS TECHNOLOGY (ICT) SUPPORT CONTRACT
Reference for: ___________________________________________________
The above company has provided your name as a referee for their application for the provision of the Information and Communications Technology (ICT) Support. We would therefore be grateful if you would provide referee feedback on the form below:
Please enter your company name in the green box below. Then in the yellow boxes next to the questions, type your score in the box.  You may also add a comment in the blue box.

	Reference received from (please enter your company name):
	

	Based on your knowledge of the company, please rate the following in respect of the provision of ICT Support
	

	
	Score
(Out of 5)
	Comment
(Optional)

	1
	The efficiency, quality and consistency of their service delivery processes.
	
	

	2
	Their operational planning and management and the quality of their management personnel.
	
	

	3
	Their approach to addressing problems and operational challenges – are they proactive and responsive in resolving problems?
	
	

	4
	Their ability to be innovative and to add value to their on-going service delivery.
	
	

	5
	The quality and effectiveness of their consultation with your team.
	
	

	6
	Their ability to work effectively as part of a team and to embrace a partnering culture.
	
	

	7
	Their ability to achieve high levels of customer satisfaction whilst providing good value for money.
	
	


__________________________________________________________________________________________

Nehemiah UCHA ICT Tender
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