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ITT FEE/0476



1 Introduction

The Forestry Commission’s (FC) mission is to protect and expand Britain's forests and woodlands and increase their value to society and the environment.
We take the lead in the development and promotion of sustainable forest management.  We deliver the distinct forestry policies of England and Scotland through specific objectives drawn from the country forestry strategies.

We the FC will always consider equality when conducting our procurement activities.  We require you to meet your duties under the Equality Act 2010 and may ask for evidence that you are aware of and operate in accordance with those requirements.

More information is available on our website at www.forestry.gov.uk
2 Specification of Requirements
The Forestry Commission England will be awarding a contract for a managed data service to record and report on Business Sustainability requirements.  This will involve a facility to record all data and carbon emissions in relation to FCE business use of:
· Travel

· Energy 

· Water 

· Waste

· Miscellaneous issues such as F-Gases and Paper usage
Our intention is to award this contract for a period of 3 years.
Break points are available within the contract at the end of 2 years, at which time we will decide on whether the contract will continue.  

The decision on whether to use the break point will be at our discretion and we will base it on the following factors: performance and budget availability. 
At the end of the contract all data must be made available to The Forestry Commission who will then be the owners of this data, there must be no charge for the provision and transfer of this data and the supplier must agree to facilitate the transition of services to any successive supplier with no additional charge. 
The total value of this contract over the entire period, including any extension options, will be in the region of £130,000-£140,000.
The Forestry Commission are not aware of any Transfer of Undertakings (Protection of Employment) (TUPE) Regulations 2006 that will affect this requirement, if you believe otherwise then please seek legal guidance.  
Background Information

2.1.  The Forestry Commission in England (FCE) and Forest Research is looking for a supplier to provide a managed data service to meet their Business Sustainability (BS) requirements.  This will involve a facility to record all data and carbon emissions in relation to FCE business use of: 

· Travel

· Energy 

· Water 

· Waste
· Miscellaneous issues such as F-Gases and Paper usage
2.2.  The service will allow Forestry Commission England to meet the various reporting requirements that involve:- 
· Adherence to UK Government sustainability reporting guidelines that are available at this link:
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/591469/Sustainability_Reporting_Guidance_2016-17.pdf  
and summarised at Appendix 1 of this Invitation to Tender (ITT)

· Preparation of the Table shown in the FE England and FC England Annual Report and Accounts as shown in Appendix 2 of this ITT
· Quarterly reporting to their parent department DEFRA on the Greening Government Commitment (GGC) requirements as shown in the Tables at Appendices 3a to 3c of this ITT

· Internal reporting to FC Managers on an on demand basis with Annual Summaries.  Examples are shown in the Appendices 4 to 8 and referred to in specific sections in this ITT

· Base data and Evidence Pack for statutory requirements on the Carbon Reduction Commitment (CRC) Energy Efficiency Scheme

2.3.  The provider of the managed data service must have a proven track record in providing the service in all of the areas involved.  Whilst the prime requirement is to record the emissions data and meet our reporting requirements there is an optional requirement that FCE will utilise the services of the chosen provider on other issues such as advising on energy performance management and improvement therefore it will be an advantage if the provider offers such a service.

2.4.  Business Sustainability recording and reporting is currently provided by an in-house bespoke system.  This will be discontinued with the move to the managed data service.  The systems strategy of FCE is to make use of externally hosted services where they are available rather than run any systems in-house. Bidders should be mindful of this strategy as it will be a key consideration in the award criteria. There is an optional requirement to migrate the data from the current system to the managed data service to allow continuous reporting.  The data migration need not be at transactional level but at summarised annual totals.  

2.5. The current source of the data has been recorded against each area within this ITT however FCE are keen to work with the managed service provider to improve the method of collection particularly to develop automated and remote collection methods.   FCE expect the service provider to check the integrity of any data whatever the source or method collected.
Travel Data Requirements

General
2.6.  The Travel data falls into Scope 1 of the Government’s requirements involving emissions from the FC fleet and Scope 3 in relation to direct travel paid on official business (see Appendix 1 for definitions).  Note: it excludes business travel re-charged by Contractors.  Due to the nature and location of FCE business activities there are a wide range of travel types and consequently data sources for travel data.  The current system is updated by the various data sources and reporting is done via a proprietary Business Intelligence tool.  It is expected that the same or similar data can be passed to the managed data service and all outputs developed by the service provider.

Data Sources

2.7.  The following diagram shows the main sources of the Travel data.  It is possible that there will be other sources so there is a requirement to add data from any source required.  
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Data Requirements

2.8.  There is a need to provide Travel data at FC Cost Centre level as the lowest reporting level and this must be capable of being summarised at Forest District, Conservancy, Regional, FEE, FS and FCE level.  All travel must be broken down by Type of Travel (Air, Road, Rail etc.) and must show Miles, Co2 and Cost.  There needs to be a facility to add new Types of Travel.  To allow FCE to monitor progress against targets, the managed data service must be capable of allowing targets to be set at each reporting level for each Financial Year (1 April to 31 March).

2.9.  The current dataset contains the following items and FCE would wish to retain this minimum dataset to allow continuity of reporting:
· Cost Centre

· Type of travel (Air, Rail, Road, Ferry) 

· Source (Expenses, SDOL, Drive, Car Hire & Taxi Contracts)

· Period 

· Total CO2 target by FY

· Total Miles 

· Total CO2 

· Total Value

How the data will be provided

2.10.  The Travel data will be sent to the service provider by .xls or .csv files from Users within FCE. FCE will appoint an individual to be the single contact in this area.  In the longer term FCE would wish to develop electronic outputs direct from Suppliers to the managed data service provider.   
Calculating Emissions

2.11.  The factors to be used to calculate emissions are those published by DEFRA each year and the managed data service must be capable of applying the appropriate factors at the appropriate time.   See https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2017  It is possible that the data provided by FC from the various sources will already have the CO2 emissions included but if not the managed service provider will need to apply them from the Type of Travel and Miles involved.

Data Modifications and Audit Log

2.12.  All data uploaded to the managed data service must be recorded in an Audit Log showing Source and Time of upload.  It must be possible to change the data after it has been provided and any changes should also be included in the Audit Log.
Travel Reporting Requirements

2.13.  In addition to the reporting requirements for the Annual Reports and Accounts and the DEFRA GGC requirements there are a range of internal reports examples of which are included in Appendices 4a to 4g.  FCE will work with the managed data service provider to develop similar reports but are happy to consider any revision based on existing reports that the managed data service provider has developed.

2.14.  FCE require the facility to run any reports on demand as well as the ability to schedule reports to be directly distributed to Users by email.  It would also be advantageous if there was a facility for suitably qualified users within FC to develop their own reports as required.
Energy, Water & Waste – General
Maintenance of Sites
2.15.  In order to assess current usage and take action to improve performance FCE require the facility to identify usage of Energy, Water & Waste at a Site level.  The Site can vary between a single building, location or complex or if necessary a regional area.  FC England currently record the data against around 150 sites and do not expect this to increase or decrease greatly.  The Site data should include the following options:-

· Site Identifier

· Site Name

· Cost Centre

· Postcode
· Business Area
· Area in m2
· Number of staff
· Name of Site contact
2.16.  It must be possible for Sites to be allocated from one Cost Centre and associated Business Area to another and the existing data retained.  The managed data service must provide reports against a Site to include all activity in terms of Energy, Water and Waste consumption and emissions. 
Energy Data Requirements

General

2.17.  FC England have a wide range of energy sources and all of these must be recorded and be available for inclusion in the various reporting requirements.  These requirements vary dependent on the particular reporting need.   The Corporate BS Energy Report shown at Appendix 5a is a composite report of all inputs and this must be capable of being produced for each Cost Centre with summaries at Business Area and Country level.

2.18.  The service must also be capable of producing the FC England CRC Annual Report and associated Evidence Pack showing the consumption for the Electricity and Gas involved.  This covers all electricity supplies other than Profile Classes 01 and 02 and all Gas supplies from meters with consumption of over 73,200 kWh in the reporting year.  There is also a need to report on the self-generated electricity from Renewables Plants where FCE claim Feed-In Tariffs (FITs). 

Electricity Supplies
2.19.  Electricity is the main source of energy used on the FC England estate.  There are around 190 supplies as shown in the Table below.  FC England make use of the Crown Commercial Services (CCS) Framework contracts for Half Hourly (HH) and Non Half-Hourly (NHH) supplies with EDF Energy and British Gas Business (BGB) respectively although some HH supplies remain with BGB (following conversion under the P272 initiative) whilst a very small number of NHH supplies are with suppliers other than BGB.   Note also that the figures in the Table below are approximate as changes are still being made under P272. 

Table of Electricity Supplies

	Supply Type

	No of Supplies

	No of Single Rate

	Suppliers

	No of AMRs


	HH

	15

	0

	EDF Energy but some with BGB

	15


	NHH

	174

	120

	BGB with small number of non-BGB

	35


	Unmetered

	1

	0

	BGB

	0


	Total

	190

	120

		50



	


Automatic Meter Readers (AMRs)

2.20.  FC England have a contract with Stark who act as Data Collector for around 35 NHH AMRs that were initially installed by Stark and their agents Western Power Distribution and paid for by FC England.  FCE are in the process of transferring a number of AMRs to Stark that were installed by British Gas Business (BGB).  This will include some HH meters that were recently upgraded from NHH under the P272 initiative.  FCE currently get a data feed of monthly readings from Stark that is used to update the current bespoke BS system. It is also possible to access the Stark portal SavenergyOnline if detailed information on consumption is required and FCE will arrange a suitable login if required by the managed service provider.

Data Requirements

2.21.  In order to meet the stringent requirements of the CRC Energy Efficiency Scheme FCE are required to collect detailed information of electricity supplies.  This includes the following information:-
· Site Identifier

· MPAN

· Meter Number

· Supplier

· Profile Class

· Consumption (by Register preferably) in kWh

· Cost
How the data will be provided

2.22.  Where possible the data should be collected directly from the Supplier in electronic format by any suitable format.  FCE already upload electronic data direct from Stark for AMRs in .xls format.  For HH meters and AMRs the data from Suppliers and Stark will be actual consumption and should not involve estimates.  For non HH meters and non AMRs there should be a facility to input readings against each Register by FC England staff.  Such readings must be validated and allow the calculation of total consumption against the supply. 

Gas Supplies

2.23.  Due to the mainly rural location of our offices there are very few mains gas supplies across FC England with only 5 current supplies on the estate.  The CCS Framework for the supplies is with Corona Energy however only 2 of the supplies are with this provider.  There are no AMRs on the gas supplies.

Data Requirements

2.24.  In order to meet the stringent requirements of the CRC Energy Efficiency Scheme FCE are required to collect detailed information of gas supplies.  This includes the following information:-
· Site Identifier

· Gas Meter Point reference
· Meter Number

· Supplier

· Consumption in kWh

· Cost
How the data will be provided

2.25. Where possible the data should be collected electronically directly from the Supplier and should not involve estimates. Appropriate points of contact for FC suppliers will be provided by FC staff upon award of the contract. Otherwise the data will need to be provided by FC users from the manual paper invoices.

Other Energy Supplies

2.26.  FC England have a wide range of other energy supplies that needs to be recorded.  These supplies are in varying units of measure and where not recorded in kWh will need to be converted to kWh for reporting purposes.  The supplies involved are included in the Table below:
Table of Other Energy Supplies

	Type
	Energy Source
	Unit of Measure

	Residual
	Burning Oil/Kerosene Paraffin
	Litres

	Residual
	Commercial/Public Sector Coal
	Tonnes

	Residual
	Diesel
	Litres

	Residual
	Gas Oil
	Litres

	Residual
	LPG
	Litres

	Residual
	Petrol
	Litres

	Wood Fuel
	Wood Chips
	kWh

	Wood Fuel
	Wood Chips
	Tonne

	Wood Fuel
	Wood Pellets
	Tonne

	Wood Fuel
	Round Timber
	Tonne

	Renewables
	Hydro
	kWh

	Renewables
	PV
	kWh

	Renewables
	Solar
	kWh

	Renewables
	Wind
	kWh


Data Requirements

2.27.  There is no requirement to report these supplies for the CRC Energy Efficiency Scheme however FCE need a consistent dataset for other reporting purposes.  The data required includes:-
· Site Identifier

· Supply Reference

· Description of Supply

· Supplier

· Consumption in Unit of Measure

· Consumption in kWh

· Cost
How the data will be provided

2.28.  It is unlikely that the data can be collected from the Suppliers therefore the main source will be from FCE users either from manual paper invoices or by reading meters where available.

Energy provided by Landlords

2.29.  FC England have a number of buildings that are leased from public or private landlords.  To ensure that all energy consumption is included the managed data service must provide the facility to record the quantities and costs involved.  These supplies are all recorded in kWh.

Table of Energy Provided by Landlords

	Type
	Energy Source
	Unit of Measure

	Landlord
	Electricity
	kWh

	Landlord
	Gas
	kWh

	Landlord
	Oil
	kWh

	Landlord
	Wood Fuel
	kWh

	Landlord
	Renewables
	kWh


Data Requirements

2.30.  There is no requirement to report these supplies for the CRC Energy Efficiency Scheme however FCE need a consistent dataset for other reporting purposes.  The data required includes:-
· Site Identifier

· Supply Reference

· Description of Supply

· Supplied by (Landlord)
· Consumption in kWh

· Cost
How the data will be provided

2.31.  It is unlikely that the data can be collected from the Suppliers therefore the main source will be from FC users either from invoices, by reading sub-meters where available or from estimates.

Energy provided to Tenants
2.32.  FC England have a number of buildings where energy supplies are shared with Tenants.  To ensure that net energy consumed is assessed the managed data service must provide the facility to record the quantities and costs involved.  These supplies are all recorded in kWh. Note that these supplies are deducted from energy consumption in any reports.

Table of Energy Provided to Tenants

	Type
	Energy Source
	Unit of Measure

	Tenant
	Electricity
	kWh

	Tenant
	Gas
	kWh

	Tenant
	LPG
	kWh

	Landlord
	Wood Fuel
	kWh

	Landlord
	Renewables
	kWh


Data Requirements

2.33.  There is no requirement to report these supplies for the CRC Energy Efficiency Scheme however FCE need a consistent dataset for other reporting purposes.  The data required includes:-
· Site Identifier

· Supply Reference

· Description of Supply

· Supplied to (Tenant)
· Consumption in kWh

· Cost
How the data will be provided

2.34.  The main source will be from FC users either from invoices, by reading sub-meters where available or from estimates.
Calculating Energy Emissions

2.35.  The factors to be used to calculate emissions are those published by DEFRA each year and the service must be capable of applying the appropriate factors at the appropriate time.   See https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2017
Data Modifications and Audit Log

2.36.  All data uploaded to the managed data service must be recorded in an Audit Log showing Source and Time of upload.  It must be possible to change the data after it has been updated and this should also be included in the Audit Log.
Energy Reporting Requirements

2.37.  In addition to the reporting requirements for the Annual Reports and Accounts and the DEFRA GGC requirements there are a range of internal reports examples of which are included in Appendices 5a to 5j.  FCE will work with the managed data service provider to develop similar reports but will consider any revision based on existing reports that the managed data service provider has developed.

2.38.  FCE require a facility to run any reports on demand as well as the ability to schedule reports to be directly distributed to Users by email.  It would also be advantageous if there was a facility for suitably qualified users within FCE to develop their own reports as required.
Water Data Requirements
General

2.39.  The water data requirements are relatively simple in that FCE only need to identify the total water consumed in cubic metres and the cost of the water involved.  The difficulty within FCE in collecting the data is that there are a range of supply sources including paid for mains supplies from water companies, not paid for mains supplies and internally provided supplies through springs and boreholes.  All water consumption needs to be collected.  The breakdown of supplies held on the current FCE system is shown in the table below.  No use is made of any Data Loggers/AMRs although it is likely that some paid for supplies from Water Companies utilise such devices. 

Table of Current Water Supply Sources

	Supply Type
	No of Supplies

	Mains Paid for
	107

	Mains Not Paid for
	24

	FC provided Supplies
	29

	Total
	160


Data Requirements

2.40.  The data must allow FCE to identify specific supplies particularly in relation to the Paid for Supplies as FCE wish to develop automated links with the Water Companies.  The data required includes:-
· Site Identifier

· Supply Reference

· Description of Supply

· Supplier
· Consumption in cubic metres
· Cost

How the data will be provided

2.41.  Where possible the data should be collected electronically directly from the Supplier or from a Data Collector such as Stark if AMRs/Data Loggers are available.  This will only apply to Paid for supplies and if no electronic means can be developed then consumption data will need to be entered from invoices by FCE staff and made available to the managed data provider by .xls or .csv files.  For many FCE and Not Paid for supplies, Meters have been installed that can be read by FC users to allow consumption to be calculated.  A unit cost for such supplies should be set up against each Supply reference.  The data for any other consumption and cost will be estimated by FC staff and provided in .xls or .csv format. 
Calculating Water Emissions

2.42.  Although FCE do not currently report on emissions arising from water use they wish to develop such a facility using the factors published by DEFRA each year.  The managed data service must be capable of applying the appropriate factors at the appropriate time. See https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2017
Data Modifications and Audit Log

2.43.  All data uploaded to the managed data service must be recorded in an Audit Log showing Source and Time of upload.  It must be possible to change the data after it has been updated and this should also be included in the Audit Log.
Water Reporting Requirements

2.44.  In addition to the reporting requirements for the Annual Reports and Accounts and the DEFRA GGC requirements there are some internal reports examples of which are included in Appendices 6a to 6b.  FCE will work with the managed data service provider to develop similar reports but will consider any revision based on existing reports that the managed data service provider has developed.

2.45.  FCE require a facility to run any reports on demand as well as the ability to schedule reports to be directly distributed to Users by email.  It would also be advantageous if there was a facility for suitably qualified users within FC to develop their own reports as required.
Waste Data Requirements

General

2.46.  The collection of waste data is the most challenging area of our business sustainability requirements.  This is compounded by the fact that FCE have a wide range of waste types and very few corporate contracts for waste collection.  There are therefore various waste collection arrangements throughout FC England.

2.47.  Waste data is currently collected in our bespoke system by creating Waste Streams against Sites.  There are currently around 450 separate Waste Streams across just over 100 Sites.  Each Waste Stream is allocated to a Waste Category and sub-type.  The list of Waste Categories and sub-types with their respective Unit of Measure, Hazard rating and European Waste Catalogue (EWC) code is shown at Appendix 7.  Waste Streams are also allocated as a percentage against each of the 4 Disposal Methods: Recycled/Reused; Incinerated for Energy; Incinerated Not for Energy; Landfill.

Data Requirements

2.48.  The current dataset for Waste Streams includes the following:-

· Site

· Waste Stream Category

· Waste Stream sub-type

· Waste stream Description

· Waste Collector (Supplier)

· Disposal Method % (x4)

· Fly Tipped Y/N

· Hazardous Y/N (from Waste Stream Sub-type)

· Unit of Disposal (from Waste stream Sub-type)

· Cost Method (Fixed or by Transaction)

· Transaction/Invoice Reference (Input by each Transaction)

· Cost (Calculated or Input by each Transaction)

· Quantity (Input by each Transaction)

· Comments (Input by each Transaction)
2.49.  FCE are open to suggestions on how the service is structured from the managed data service provider however it must provide the following minimum data requirements for Government Reporting:-

· Total Waste Arising in Tonnes and Cost of Disposal

· Waste sent to Landfill in Tonnes and Cost of Disposal

· Waste Recycled/Reused in Tonnes and Cost of Disposal

· Waste Incinerated/Energy from Waste in Tonnes and Cost of Disposal

How the data will be provided

2.50. Where possible the managed data provider should collect data from Waste Disposal Contractors however in view of the lack of current corporate contracts at this time there will be limited scope in achieving this.  It is therefore likely that most of the data will come from FC Users either from invoices or from estimates of waste disposed of.

Calculating Waste Emissions

2.51.  Although FCE do not currently report on emissions arising from waste usage they wish to develop such a facility using the factors published by DEFRA each year.  The service must be capable of applying the appropriate factors at the appropriate time.  See https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2017
Data Modifications and Audit Log

2.52.  All data uploaded to the managed data service must be recorded in an Audit Log showing Source and Time of upload.  It must be possible to change the data after it has been updated and this should also be included in the Audit Log.
Waste Reporting Requirements

2.53.  In addition to the reporting requirements for the Annual Reports and Accounts and the DEFRA GGC requirements there are a range of internal reports examples of which are included in Appendices 8a to 8h.  FCE will work with the managed data service provider to develop similar reports but will consider any revision based on existing reports that the managed data service provider has developed.

2.54.  FCE require a facility to run any reports on demand as well as the ability to schedule reports to be directly distributed to Users by email.  It would also be advantageous if there was a facility for suitably qualified users within FC to develop their own reports as required.
Fluorinated Greenhouse Gases (F-gases) Data Requirements

General

2.55.  There is a need to maintain a record of F-gas replacements on the FCE estate for reporting in the Annual Report and Accounts and the GGC reports to DEFRA.  There are currently 22 installations across England that need to be monitored although this is likely to decrease over the coming years.  Further information is available at https://www.gov.uk/guidance/f-gas-in-refrigeration-air-conditioning-and-fire-protection-systems 
Data requirements

2.56.  Data must be maintained on each installation and should include the following:-

· Site Identifier

· Supply Reference

· Description of Supply

· Type of F-gas (HFC or PFC)

· Quantity in Kg

· Total Emissions

· Cost

How the data will be provided

2.57.  The documentation provided by the company who maintain the equipment involved is the prime source of this data.  This will be available from FC Users at each site.

Calculating CO2 Emissions

2.58.  The service must be capable of applying the appropriate factors in the ‘Refrigerant and Other’ tab on the DEFRA Conversion Factors.  See: https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2017
Data Modifications and Audit Log

2.59.  All data uploaded to the managed data service must be recorded in an Audit Log showing Source and Time of upload.  It must be possible to change the data after it has been updated and this should also be included in the Audit Log.
F-gas Reporting Requirements

2.60.  These are shown on the Table in the Annual Report and Accounts (appendix 2) and on the GGC report to DEFRA (Appendix 3a). 

Data on Paper Usage and Other Requirements
2.61.  Unlike many other Government departments FCE are not currently required to record their use of paper.  There is a strong possibility that the requirement will be extended to FCE in the future therefore it is desirable that the managed data service provider allow for a system to record such usage.  The requirement involves the recording of A4 Reams equivalent each year.

2.62.  It is also likely that further requirements will emerge for data recording both from Government and internal sources.  There will need to be a willingness to continue to develop the managed data service to meet any reasonable requirements that arise although it is acknowledged that any such developments will be subject to separate commercial arrangements.

NOTE: Appendices 1 to 9 are attached separately to this document. 
Note: Tenderers must include details of any areas where they will not be able to comply with these requirements.  If your Tender does not meet these requirements we reserve the right to reject it completely.
3 Notes for Completion and Conditions
3.1 Definitions and purpose
The “authority” or “we” means the Forestry Commission, or anyone acting on behalf of the Forestry Commission, that is seeking to invite suitable Suppliers to participate in this procurement process.

“You”/”Your” or “Supplier” or “Bidder” means the body responding to this Invitation to Tender (ITT) i.e. the legal entity submitting a tender.  The ‘Supplier’ or ‘Bidder’ is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 and could be a registered company; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

This Invitation to Tender (ITT) has been designed to assess both the suitability of a Supplier to deliver the authority’s contract requirement(s); and to determine of those suitable, which supplier(s) have provided the most economically advantageous tender.
3.2 Timetable

Set out below is the procurement timetable.  While we do not intend to depart from the timetable, we reserve the right to do so and if this is required, we will inform Suppliers in writing of any changes. 

	Stages


	Dates

	Closing date for expressing interest in opportunity and submitting questions
	12th January 2018

	Closing Date and Time for Tender Returns
	19th January 2018

	Expected Notification of Intent to Award


	30th January 2018

	Expected Start Date


	23rd February 2018


3.2.1 Bidder briefing day

N/A
3.2.2 Site Visits 

N/A 
3.2.3 Other 
N/A
3.3 Enquiries

Please send all enquiries by email, by the deadline stated at Section 3.2 quoting the reference number printed at the front of this document to:

Tegan Pringle  

Tegan.pringle@forestry.gsi.gov.uk
If we consider any question or request for clarification is relevant to all interested parties, we will circulate both the query and the response to all prospective bidders, although your identity will remain confidential.
If you want to tender, and have not yet registered interest in the contract, you must do so before the closing date for expressing interest to make sure you are told about any questions and answers.
3.4 Responses and supporting documents

Please ensure that all questions are completed in full, and in the format requested.  Failure to do so may result in your submission being disqualified.  If the question does not apply to you, please state clearly ‘N/A’.

Should you need to provide additional Appendices in response to the questions, these should be numbered clearly and listed as part of you declaration.  A template for providing additional information is provided at the end of this document, which should be used unless, due to formatting, this is not possible.
To make the process straightforward, you do not need to provide supporting documents with your tender unless specifically requested to do so.  However, we may ask you for this later.

Your organisation will only be evaluated based on the information in your tender.  If you do not mention any applicable previous experience of working with us in your reply we cannot take this into account.

Please do not send any information that is general company or promotional literature, as this will not form part of our evaluation. Any additional documents you provide must refer to a question within the ITT and be easily identifiable as the answer.
3.5 Return arrangements 
Please return your completed tender submission inclusive of any relevant appendices as:

· Two paper copies by post or hand delivered, and

· one copy on disk or USB type storage device in a read only format

Please note that we do not accept fax or email copies.  We must receive your completed tender before the closing date and time shown in the Timetable at section 3.2.  We will keep tenders received before this deadline unopened until after this time.  We reserve the right to not consider any tenders received after the deadline.  Please be aware that tenders may be copied for our use. 
We recommend that you use a recorded and tracked delivery service to send your response. Mark your envelopes with the words ‘Tender for Managed Data Service for Business Sustainability, REF: FEE/0476 – Not to be opened until 5pm on 19th January 2018’.

Submissions may be excluded if you do not mark the envelope in this way. 

Send completed tender documents to the following address:
Tegan Pringle 

Central England District office
Sherwood Pines Forest Park
Kings Clipstone
Mansfield
Nottinghamshire
NG21 9JL
3.6 Clarification

During our evaluation process, we may need to seek clarification on aspects of your tender return.  If required we will contact you using the contact details you have provided.  Clarification may require you to submit, supplement, clarify or complete the relevant information or documentation within an appropriate time limit.  The purpose of any such clarification is to provide us with the information we require to score your submission; it will not be an opportunity for you to improve or substantially change the information you have already submitted.
3.7 Verification of information provided

Whilst reserving the right to request information at any time throughout the procurement process, the authority may enable the Supplier to self-certify that there are no mandatory/discretionary grounds for excluding their organisation.  When requesting evidence that the Supplier can meet the specified requirements (such as the questions within the sub-sections of 4.7 of this ITT relating to Technical and Professional Ability) the authority may only obtain such evidence after the final tender evaluation decision i.e. from the winning Supplier only.
3.8 Sub-contracting arrangements

Where the supplier proposes to use one or more sub-contractors to deliver some or all of the requirements, a separate Appendix should be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key deliverables each sub-contractor will be responsible for.

The authority recognises that arrangements in relation to sub-contracting may be subject to future change, and may not be finalised until a later date.  However Suppliers should be aware that where information provided to the authority indicates that sub-contractors are to play a significant role in delivering key requirements, any changes to those sub-contracting arrangements may affect the ability of the Supplier to proceed with the procurement process or to provide the supplies and/or services required.  Suppliers should therefore notify the authority immediately of any change in the proposed sub-contractor arrangements.  The authority reserves the right to deselect the Supplier prior to any award, based on an assessment of the updated information.
3.9 Consortia arrangements

If the Supplier completing this ITT is doing so as part of a proposed consortium, the following information must be provided:-
· Names of all consortium members;

· The lead member of the consortium who will be contractually responsible for delivery of the contract (if a separate legal entity is not being created); and

· If the consortium is not proposing to form a legal entity, full details of proposed arrangements within a separate Appendix.

Please note that the authority may require the consortium to assume a specific legal form if awarded the work, to the extent that a specific legal form is deemed by the authority as being necessary for the satisfactory performance of the Contract.
All members of the consortium will be required to provide the information required in all sections of the ITT as part of a single composite response to the authority i.e. each member of the consortium is required to complete the form.

Where you are proposing to create a separate legal entity, such as a Special Purpose Vehicle (SPV), you should provide details of the actual or proposed percentage shareholding of the constituent members within the new legal entity in a separate Appendix.

The authority recognises that arrangements in relation to a consortium bid may be subject to future change.  Suppliers should therefore respond on the basis of the arrangements as currently envisaged.  Suppliers are reminded that the authority must be immediately notified of any changes, or proposed changes, in relation to the bidding model so that a further assessment can be carried out by applying the selection criteria to the new information provided.  The authority reserves the right to deselect the Supplier prior to any award of contract, based on an assessment of the updated information.
3.10 Confidentiality

When providing details of contracts in answering section 4.6 of this ITT (Technical and Professional Ability), the Supplier agrees to waive any contractual or other confidentiality rights and obligations associated with these contracts.

The authority reserves the right to contact the named customer contact in section 4.6 regarding the contracts included in section 4.6.  The named customer contact does not owe the authority any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the Public Contracts Regulations.

The Supplier must treat all information supplied to it by the authority in confidence and must not disclose it to third parties other than to obtain sureties or quotations for submitting its response.

As part of the tendering process, the Supplier must identify any parts of its tender submission which it designates as confidential and would not want published; such information may include technical or trade secrets or other confidential information.  The authority will then assess this information (along with the rest of the contract), taking account of Regulation 21 of the Public Contracts Regulations, when considering which contractual information should or should not be published or released on request.
3.11 Tender validity

All details of the tender, including prices and rates, must be valid for 90 days from receipt of tender.
3.12 Language

The completed tender and all accompanying documents must be in English.
3.13 Applicable Law

Any Contract concluded as a result of this ITT will be governed by English law.
3.14 Pricing

All prices will be in sterling and exclusive of VAT.

3.15 Additional costs

Once we have awarded the Contract, we will not pay any additional costs incurred which are not reflected in your tender submission.
3.16 Evaluation 
A Tender Panel will evaluate responses to the tender objectively using the criteria and evaluation matrix’ defined within Section 4.

3.17 Gateways

Some questions in the tender are known as gateways and are fundamental requirements of the Contract.  These are marked on a ‘pass/fail’ basis and if you do not answer these sections appropriately, we may reject your submission in full and cease to evaluate any more questions. 
3.18 Weighted questions 

Some sections of this ITT include questions that are weighted.  The weightings applied to each question ensure the relative importance of each is correctly reflected in the overall scores applied. 

For these questions, the marks out of 4 that are achieved for each question will be subsequently weighted to provide a total number of marks out of 100.
3.19 Award

Once we have carried out the evaluation and identified the successful tenderer(s), we will tell all tenderers in writing by email of our intention to award’.
3.19.1 Standstill Period
We will apply a standstill period of 10 calendar days minimum between the notification of intention to award, and the start of the contract.
3.19.2 Debriefing

We will give all bidders the opportunity of a debriefing.  Please tell us in writing as soon as possible if you want a debriefing.
3.20 Contract management

If we award a Contract, you will have to co-operate in managing it and comply with the contract management requirements, as detailed in the Specification of Requirements at Section 2. 
3.21 Costs

Unless otherwise stated in this ITT, all costs associated with taking part in this process remain your responsibility and we will not return any part of your completed tender to you.
3.22 Right to cancel or vary the process

We reserve the right to cancel or withdraw from the tendering process at any stage.
3.23 Inducements

Offering an inducement of any kind in relation to obtaining this or any other contract with us will disqualify you from being considered and may constitute a criminal offence.
3.24 Disclaimer

While the information in this ITT and supporting documents has been prepared in good faith by us, it may not be comprehensive nor has it been independently verified. 

Neither the FC, nor their advisors, nor their respective directors, officers, members, partners, employees, other staff or agents:

· makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of this ITT; or

· accepts any responsibility for the information contained in the ITT or for the fairness, accuracy or completeness of that information nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of relying on such information or any subsequent communication.  

Your response

In order to submit a tender for this requirement you must complete and return the relevant sections, detailed in the table below, in compliance with Section 3 above.  If we have decided that certain sections are not relevant for this particular ITT, we have indicated this by stating ‘N/A’ next to the title heading at the relevant section and by indicating ‘Not Applicable’ within the table below.  Unless otherwise indicated in this way, all sections must be completed and returned.
The table below provides a summary of the evaluation method for each section, however full details of how we will evaluate your submission can be found in the individual Evaluation Matrix’ within each section.

	Section
	Title
	Evaluation Method

	4.1
	Supplier Information
	For information only but must be completed

	

	4.2
	Grounds for mandatory exclusion
	Pass /Fail

	4.3
	Grounds for discretionary exclusion – Part 1
	Pass /Fail

	4.4
	Grounds for discretionary exclusion – Part 2
	For information only 

	Selection Criteria

	4.5
	Economic and Financial Standing
	Not applicable

	4.6
	Technical and Professional Ability
	Pass/Fail

	4.7
	Additional Selection Modules

	4.7.1
	Project Specific Questions to assess Technical and Professional Ability
	Not applicable 

	4.7.2
	Insurance
	Pass/Fail

	4.7.3
	Compliance with equality legislation
	Pass/Fail

	4.7.4
	Environmental Management
	Pass/Fail

	4.7.5
	Health and Safety
	Pass/Fail

	Award Criteria

	4.8
	Requirement Specific Questions
	Scored and Weighted

	4.9
	Pricing Schedule
	Scored and Weighted

	4.10
	ITT Template Appendices
	Template only, use where required

	

	4.11
	Terms and Conditions of Contract
	Pass/Fail

	4.12
	Declaration
	Pass/Fail


4.1 Supplier Information
	Supplier details
	Answer

	Full name of the Supplier completing the ITT 
	

	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                    
	

	
	ii) a limited company
	

	
	iii) a limited liability partnership
	

	
	iv) other partnership
	

	
	v) sole trader
	

	
	vi) other (please specify)
	

	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)
	

	
	ii) Small or Medium Enterprise (SME) 

	

	
	iii) Sheltered workshop
	

	
	iv) Public service mutual
	

	Bidding model 

Please mark ‘X’ in the relevant box to indicate whether you are:
	

	a)      Bidding as a Prime Contractor and will deliver 100% of the key Contract deliverables yourself
	
	

	b)      Bidding as a Prime Contractor and will use third parties to deliver some of the services
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key Contract deliverables each sub-contractor will be responsible for.
	 

	

	c)       Bidding as Prime Contractor but will operate as a Managing Agent and will use third parties to deliver all of the services
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key Contract deliverables each sub-contractor will be responsible for.
	
	

	d)      Bidding as a consortium but not proposing to create a new legal entity. 
If yes, please include details of your consortium in the next column and use a separate Appendix to explain the alternative arrangements i.e. why a new legal entity is not being created. 
Please note that the authority may require the consortium to assume a specific legal form if awarded the Contract, to the extent that it is necessary for the satisfactory performance of the Contract.
	 
Consortium members:
Lead member:

	

	e)      Bidding as a consortium and intend to create a Special Purpose Vehicle (SPV). 
If yes, please include details of your consortium, current lead member and intended SPV in the next column and provide full details of the bidding model using a separate Appendix.
	Consortium members:
Current lead member:
Name of Special Purpose Vehicle:

	

	Contact details

	Supplier contact details for enquiries about this ITT

	Name
	

	Postal address
	

	Country
	

	Phone
	

	Mobile
	

	E-mail
	


	Licensing and registration (please delete the option which doesn’t apply)

	Registration with a professional body
If applicable, is your business registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annex XI of directive 2014/24/EU) under the conditions laid down by that member state).
	Yes / No
If Yes, please provide the registration number in this box.

	Is it a legal requirement in the state where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement?
	Yes / No
If Yes, please provide additional details within this box of what is required and confirmation that you have complied with this.


4.2 Grounds for mandatory exclusion
You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 
If you have answered “yes” to question 4.2.2 on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position please provide details using a separate Appendix. You may contact the authority for advice before completing this form. 
	4.2.1 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.
	
	

	Non-payment of taxes

4.2.2 Has it been established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?
If you have answered Yes to this question, please use a separate Appendix to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	
	


4.3 Grounds for discretionary exclusion – Part 1
The authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (i); 
	4.3.1 Within the past three years, please indicate if any of the following situations have applied, or currently apply, to your organisation.
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) your organisation has violated applicable obligations referred to in regulation 56 (2) of the Public Contracts Regulations 2015 in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Public Contracts Directive as amended from time to time;
	
	  

	(b) your organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where your assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State;
	
	

	(c) your organisation is guilty of grave professional misconduct,  which renders its integrity questionable;
	
	

	(d) your organisation has entered into agreements with other economic operators aimed at distorting competition;
	
	

	(e) *your organisation has a conflict of interest within the meaning of regulation 24 of the Public Contracts Regulations 2015 that cannot be effectively remedied by other, less intrusive, measures;
	
	

	(f) the prior involvement of your organisation in the preparation of the procurement procedure has resulted in a distortion of competition, as referred to in regulation 41, that cannot be remedied by other, less intrusive, measures;
	
	

	(g) **your organisation has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions;
	
	

	(h) Your organisation –

i. has been guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
ii. has withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015; or
	
	

	(i) your organisation has undertaken to
	
	

	(aa)
unduly influence the decision-making process of the contracting authority, or
	
	

	(bb)
obtain confidential information that may confer upon your organisation undue advantages in the procurement procedure; or
	
	

	(j) your organisation has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	


* Conflicts of interest
In accordance with question 4.3.1 (e), the authority may exclude the Supplier if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 
Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Supplier to inform the authority, detailing the conflict in a separate Appendix. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the authority should not represent a conflict of interest for the Supplier.
** Taking Account of Bidders’ Past Performance
In accordance with question (g), the authority may assess the past performance of a Supplier (through a Certificate of Performance provided by a Customer or other means of evidence). The authority may take into account any failure to discharge obligations under the previous principal relevant contracts of the Supplier completing this ITT. The authority may also assess whether specified minimum standards for reliability for such contracts are met. 
In addition, the authority may re-assess reliability based on past performance at key stages in the procurement process (i.e. Supplier selection, tender evaluation, contract award stage etc.). Suppliers may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).
‘Self-cleaning’ 
Any Supplier that answers ‘Yes’ to questions 4.2.1, 4.2.2 and 4.3.1 should provide sufficient evidence, in a separate Appendix, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self cleans” the situation referred to in that question. The Supplier has to demonstrate it has taken such remedial action, to the satisfaction of the authority in each case.  

If such evidence is considered by the authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process.
In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, prove that it has;
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision.
4.4 Grounds for discretionary exclusion – Part 2
The authority reserves the right to use its discretion to exclude a Supplier where it can demonstrate the Supplier’s non-payment of taxes/social security contributions where no binding legal decision has been taken.
Selection Criteria

4.5 Economic and Financial Standing 
N/A 
4.6 Technical and Professional Ability
The Government has developed an approach to ensuring that previous poor performance by suppliers can be taken into account and robustly assessed prior to entering into certain new contracts (as described in “Procurement Policy Note 04/15 Taking Account of Suppliers’ Past Performance”.  This will give the Government confidence, based on past performance, in the reliability of suppliers.

The policy is that, as part of any assessment of a supplier’s Technical and Professional ability, contracting authorities should ensure that any failure by the supplier to provide satisfactory performance of previous principal contracts is taken into account in the assessment of whether specified minimum standards for reliability for such contracts are met.

Evidence will be collected from suppliers to enable this assessment to be made (and a random sample of the evidence collected may be verified).

In addition, under the policy, authorities will re-assess reliability based on past performance before key points in the procurement process (i.e. short listing, preferred bidder status, conclusion of contract etc.). Suppliers will accordingly be asked to update the evidence they provide in relation to past performance to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).

	4.6
	Relevant experience and contract examples

	
	Please provide details of up to three contracts, in any combination from either the public or private sector, that are relevant to the authority’s requirement. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years, and VCSEs may include samples of grant funded work. 

The named customer contact provided should be prepared to provide written evidence to the authority to confirm the accuracy of the information provided below.
Consortia bids should provide relevant examples of where the consortium has delivered similar requirements; if this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle will be created for this Contract then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member). 

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the principal intended provider(s) or sub-contractor(s) who will deliver the supplies and services.  (If required you may provide this information in the form of a referenced Appendix).

	
	
	Contract 1
	Contract 2
	Contract 3

	4.6.1
	Name of customer organisation
	
	
	

	4.6.2
	Point of contact in customer organisation

Position in the organisation

E-mail address
	
	
	

	4.6.3
	Contract start date

Contract completion date

Estimated Contract Value
	
	
	

	4.6.4
	In no more than 500 words, please provide a brief description of the contract delivered including evidence as to your technical capability in this market.


	
	
	

	4.6.5 If you cannot provide at least one example for questions 4.6.1 to 4.6.4, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up.

	


Evaluation Matrix for Section 4.6
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.

	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – Three references relevant to the subject matter of this ITT have been provided and the authority is content that the minimum standards for reliability have been met.  We will consider accepting a lower number of references depending on how long you have been in business.  
Fail – References are not relevant OR a satisfactory number of references have not been provided OR the authority has evidence of the suppliers’ failure to discharge their obligations under previous principal relevant contract(s) which may include minimum standards for reliability in performing such contracts having not been met.


4.7 Additional Selection modules
Suppliers who self-certify that they meet the requirements for these additional modules will be required to provide evidence of this if they are successful at award stage.
4.7.1 Project specific questions to assess Technical and Professional Ability    

 N/A
4.7.2 Insurance
	Please self-certify (by deleting the option which doesn’t apply) whether you already have, or can commit to obtain, prior to the commencement of the Contract, the levels of insurance cover indicated below.
Employer’s (Compulsory) Liability Insurance  = £5million
Note: It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders. 

Public Liability Insurance = £5million as a minimum.

	Yes / No


Evaluation Matrix for Section 4.7.2
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – You must either confirm that you have the required levels of insurance in place for each and every claim rather than on an aggregate basis or, alternatively, undertake that should you be successful, that such levels of insurance will be available to you and that you undertake to maintain these levels of insurance for the duration of the requirement.
Fail – If you cannot make such a commitment, your bid will fail in its entirety.


4.7.3 Compliance with Equality Legislation

	For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	a.
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	Yes / No

	b.
	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  
	Yes / No

	If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes / No


Evaluation Matrix for Section 4.7.3
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – If you have answered ‘no’ to a) and b), and have processes in place to check sub-contractors in this respect (where used) you will pass this section.

Fail – If you have answered ‘yes’ to a) and or b) you may be excluded if you are unable to demonstrate to the authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    


4.7.4 Environmental Management
	a.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
	Yes / No

	b.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?
	Yes / No


Evaluation Matrix for Section 4.7.4
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass - Bidders who have not been convicted or served notice upon, and have processes in place to check sub-contractors in this respect (where used) will pass this section.

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


4.7.5 Health and Safety
This section allows us to assess your competency for health and safety.  We have provided some guidance to help you understand the requirements for each area.  You may also find it useful to refer to the Health and Safety Executive (HSE) website for some guidance before completing this section.  You can find this here: http://www.hse.gov.uk/. 
	1
	a) Does your organisation have a written health and safety policy? AND

b) If yes, please provide details of when it was last reviewed and updated.

Note: If your organisation has less than 5 employees, the Forestry Commission still requires you to have a written Health and Safety Policy

	Answer: 

   


Evaluation Matrix for Section 4.7.5

Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.  Any bidder that receives a ‘Fail’ against any of the health and safety questions will not be considered further in relation to this ITT.

	Question
	Description
	Marking Method
	Marking Criteria

	1)
	Health & Safety Policy
	Pass/ Fail
	Pass – Organisation has a health and safety policy which has been reviewed in the last two years.

Fail – Organisation does not have a health and safety policy OR Organisation does have a health and safety policy but bidder has provided no evidence of policy being reviewed in last two years.


Award Criteria

4.8 Requirement Specific Questions

	No.
	Question
	Weight %

	1
	Solution Design: 

Please provide a method statement of how you will meet the general requirements listed in section 2 that are detailed in the table in Appendix 9.  Please highlight any requirements that cannot be met.
	30%

	Response:



	No.
	Question
	Weight %

	2
	Implementation and service: 

Please explain your approach to implementation of the service by the required date of 1 April 2018 including any training requirements for FC employees.  Please advise how you would migrate any data from the existing system to ensure continuity of reporting.
	20%

	Response:



	No.
	Question
	Weight %

	3
	Innovation:
We are very keen to improve our data collection methods and management arrangements in meeting our business sustainability requirements.  Please advise us how your services will help achieve this?
	10%

	Response:




	No.
	Question
	Weight %

	4
	Case studies
Please provide us with reference sites of organisations where you have implemented a similar service and highlight the outcomes? 
	10%

	Response:



Evaluation Matrix for Section 4.8
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	No.
	Weighting
	Marking Criteria

	1
	30%
	The following evaluation system will be applied to this section:

0 – No response or totally inadequate

No response or an inadequate response.

1 – Major Reservations / Constraints

The response simply states that the supplier can meet some of the requirements set out in the question or Specification of Requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or Specification of Requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or Specification of Requirements.  This gives full confidence in their ability to meet the full range of our requirements.

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the Contract.

	No.
	Weighting
	Marking Criteria

	2
	20%
	The following evaluation system will be applied to this section:

0 – No response or totally inadequate

No response or an inadequate response.

1 – Major Reservations / Constraints

The response simply states that the supplier can meet some of the requirements set out in the question or Specification of Requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or Specification of Requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or Specification of Requirements.  This gives full confidence in their ability to meet the full range of our requirements.

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the Contract.


	No.
	Weighting
	Marking Criteria

	3
	10%
	The following evaluation system will be applied to this section:

0 – No response or totally inadequate

No response or an inadequate response.

1 – Major Reservations / Constraints

The response simply states that the supplier can meet some of the requirements set out in the question or Specification of Requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or Specification of Requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or Specification of Requirements.  This gives full confidence in their ability to meet the full range of our requirements.

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the Contract.

	No.
	Weighting
	Marking Criteria

	4
	10%
	The following evaluation system will be applied to this section:

0 – No response or totally inadequate

No response or an inadequate response.

1 – Major Reservations / Constraints

The response simply states that the supplier can meet some of the requirements set out in the question or Specification of Requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or Specification of Requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or Specification of Requirements.  This gives full confidence in their ability to meet the full range of our requirements.

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the Contract.


4.9 Pricing Schedule

	
	Weight %

	Please provide details of your pricing in the schedule provided below


	30


	Ref
	Description


	Price

(£)

	1
	Start-up, Implementation and training Costs (one –off fee)
	

	2
	Annual Costs for all Services 
	

	3
	Please also provide a list of the daily consultancy rates for the various services offered 
	

	
	
	

	
	
	


Evaluation Matrix for Section 4.9

Responses to this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	30%


	Price will be evaluated using the ‘standard differential method’ – each bidder receives 100% of the available marks less the percentage by which their tender is more expensive than the lowest; with 4 being the maximum score achievable.




4.10 ITT – Template for Appendices

Please use the following form for each appendix you are providing.  If, for formatting purposes you are not able to use this appendix form, please ensure you clearly number the appendix, along with the section and question it relates to.

	Appendix Number – 

	ITT Section – 

	Question Number – 

	


4.11 Terms and Conditions

This ITT, and any Contract arising from it, will be subject to the latest version our terms and conditions for Services (non-operational). 

The successful Tenderer’s usual terms and conditions are not, and will not, become terms and conditions of any Contract that we may award as a result of this ITT.

	a)
	Do you accept the FC’s Terms and Conditions of Contract as detailed above? (delete the option that doesn’t apply)
	Yes / No

	b)
	If no, please provide details of any specific areas that you have an issue with.  Please note that failure to agree to our Terms and Conditions of Contract may invalidate your tender submission.

	
	


Evaluation Matrix for Section 4.11
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass: Terms and Conditions have been accepted without any exceptions, or exceptions are minor and can be accommodated.
Fail: Exceptions noted have been discussed and are unable to be accommodated.


4.12 Declaration

I declare that to the best of my knowledge the answers submitted to these questions are correct.  I understand that the information will be used in the selection and evaluation process to assess my organisation’s suitability to participate in this procurement, and to determine which supplier(s) provide the most economically advantageous tender in accordance with the criteria set out in this ITT.  I am signing on behalf of ………………………………………………………………… (insert name of supplier).

I understand that the authority may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information.  I have provided a full list of any Appendices used to provide additional information in response to questions.

The essence of selective tendering is that the authority will receive bona fide competitive tenders from all those tendering.  In recognition of this principle, I certify that this is a bona fide tender, intended to be competitive, and that ‘we’ (I or any other person acting for on behalf of my organisation) have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  I also certify that we have not done and we undertake that we will not do so at any time before the hour and date specified for the return of this tender any of the following acts:

· communicate to a person other than the person calling for those tenders the amount or approximate amount of the proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium insurance quotations required for preparing the tender;

· enter any agreement with any other person whereby they will refrain from tendering or as to the amount of any tender to be submitted;

· offer or pay or give or agree to pay any sum of money 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 tender or proposed tender for this work any act or thing of the sort described above.

In this certificate, the word “’person” includes any individual, partnership, association, or body either corporate or unincorporated; and “’any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

I also declare that there is no conflict of interest in relation to the authority’s requirement.

The following appendices form part of our submission;

	Section of ITT
	Appendix Number

	
	

	
	

	
	

	
	


ITT COMPLETED BY
Name:                              

Role in Organisation:                                

Date:                                 

Signature:                             

Evaluation Matrix for Section 4.12
Responses to this section will be evaluated on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass: Completed, signed declaration has been provided with all relevant appendices listed.
Fail: Declaration has not been signed or provided, or exceptions have been noted which cannot be accepted.
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