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1 INTRODUCTION

1.1 This document provides an overview of the methodology, which will be adopted by the Home Office to evaluate Potential Supplier responses to each question set out within the e-Sourcing event. It also sets out the marking scheme which will apply.

1.2 The following information has been provided in relation to each question (where applicable);

1.2.1 Weighting – highlights the relative importance of the question

1.2.2 Guidance – sets out information for the Potential Suppliers to consider

1.2.3 Marking Scheme – details the marks available to evaluators during evaluation

1.3 The defined terms used in the ITT document shall apply to this document.

2 OVERVIEW

2.1 The e-Sourcing event is broken down into the following Questionnaires:
	Questionnaire Reference
	Questionnaire Title
	Max Score 
	Overall Questionnaire Weighting (%)

	SQ KPR 
	KEY PARTICIPATION REQUIREMENTS
	Pass/ Fail 
	N/A

	SQ CoI
	CONFLICTS OF INTEREST
	Pass/Fail 
	N/A

	SQ 1.1
	SUPPLIER INFORMATION 
	N/A
	N/A

	SQ 1.2 
	BIDDING MODEL
	N/A
	N/A

	SQ 2.0
	GROUNDS FOR MANDATORY  EXCLUSION
	Pass/Fail
	N/A

	SQ 3.0
	GROUNDS FOR DISCRETIONARY EXCLUSION 
	Pass/Fail
	N/A

	SQ 4.0
	ECONOMIC AND FINANCIAL STANDING
	Pass/Fail
	N/A

	SQ 5.0
	ECONOMIC OPERATORS
	N/A
	N/A

	Q/SD 6.0
	EXPERIENCE OF DELIVERING SIMILIAR REQUIREMENTS
	100
	15%

	Q/SD 7.0
	PROJECT SPECIFIC EXPERIENCE
	100
	15%

	Q/SD 8.0
	METHODOLOGY
	100
	30%

	P 9.0
	PRICE
	100
	40%

	Total
	
	100%



2.2 Quality Evaluation Process 

2.2.1 The evaluation of each response to the Quality/Service Delivery Questionnaires(Q/SD) 6,7 and 8 will be conducted and consensus checked in accordance with the Consensus Marking Procedure set out in paragraph 2.3 below.

2.2.2 Each response to questions within the Q/SD Questionnaires 6, 7 and 8 will be marked in accordance with the table below:


	Mark
	Comment

	0
	Failed to provide confidence that the proposal will meet the requirements. An unacceptable response with serious reservations.

A proposal at this rating:
· Builds very little or no confidence that the tenderer can deliver the requirements due to insufficient evidence of relevant ability, experience, understanding, skills, resources and quality measures;
· Builds very little or no confidence that the tenderer’s approach/solution will deliver the requirements due to insufficient evidence or an inappropriate approach/solution.

	25
	A Poor response with reservations. The response lacks convincing detail with the risk that the proposal will not be successful in meeting all the requirements.
Does not meet the requirement. Does not comply and/or insufficient information provided to demonstrate that the Supplier has the ability, understanding, experience, skills, resource & quality measures required to provide the Services, with little or no evidence to support the response.
A proposal at this rating:
· Raises reservations that the tenderer can deliver the requirements due to insufficient evidence of relevant ability, experience, understanding, skills, resources and quality measures;
· Raises reservations that the tenderer’s approach/solution will deliver the requirements due to insufficient evidence or an inappropriate approach/solution;
· Note: a response at this rating includes reservations which cannot be easily resolved with the tenderer prior to contract award i.e. changes which would distort the competition, or during the contract term without impacting time, quality or cost.

	60
	Meets the requirements – the response generally meets the requirements but lacks sufficient detail to warrant a higher mark.
The Supplier must meet the “M” Must requirements to score 60 or above.
A proposal at this rating:
· Confirms that the tenderer can deliver the requirements through evidence of relevant ability, experience, understanding, skills, resources and quality measures;
· Provides an acceptable approach/solution to delivering the requirements utilising standard strategies, plans, tools, methods or technologies;
· Note: An acceptable response may include minor reservations that can easily be resolved with the tenderer prior to contract award i.e. changes which would distort the competition, or during the contract term without impacting time, quality or cost.

	80
	A Good response that meets the requirements with good supporting evidence. Demonstrates good understanding. Response identifies factors that will offer potential added value, with sufficient evidence to support the response
A proposal at this rating:
· Builds confidence that the tenderer can deliver the requirements through evidence of relevant ability, experience, understanding, skills, resources and quality measures;
· Provides a good approach/solution to delivering the requirements utilising appropriately tailored strategies, plans, tools, methods or technologies. 
· Note: a good response may include a small number of minor reservations that can easily be resolved with the tenderer prior to contract award i.e. changes which would distort the competition, or during the contract term without impacting time, quality or cost.

	100
	An Excellent comprehensive response that meets the requirements. Indicates an excellent response with detailed supporting evidence and no weaknesses resulting in a high level of confidence. Exceptional demonstration of the relevant ability, understanding, experience, skills, resource and quality measures required to provide the services. Response identifies factors that will offer potential added value, with significant evidence to support the response



2.2.3 Each mark achieved will be multiplied by the corresponding weighting to provide an overall question score.

2.2.4 When the score for each question has been determined they will be added together to provide an overall score for the Quality Evaluation (“Quality Score”).

2.3 Consensus Marking Procedure

2.3.1 Tenders that are scored and require evaluation will be evaluated in accordance with the procedure described in this paragraph.

2.3.2 The Consensus Marking Procedure is a two-step process, comprising of:

2.3.2.1 Independent evaluation; and
2.3.2.2 Group consensus marking.

2.3.3 During the independent evaluation process, each evaluator will separately (i.e. without conferring with other evaluators) scrutinise the quality of answers given by Potential Suppliers in their Tender. Each evaluator will then allocate a mark for the answer in accordance with the Marking Scheme applicable to that question.

2.3.4 The Commercial Lead will review the marks allocated by the individual evaluators before facilitating a group consensus marking meeting. 

2.3.5 During the meeting, the evaluators will discuss the independent marks until they reach a consensus regarding the marks that should be attributed to each Potential Suppliers’ answer to the questions

2.3.6 Once all quality responses have been evaluated in accordance with Section 13 of the Instructions to the Invitation to Tender document the individual scores attributed to each response will be added together to provide a ‘Quality Score’.



2.4 Price Evaluation Process

2.4.1 Prices submitted by Potential Suppliers’ in the Price Schedule will be recorded and evaluated in accordance with the following process.

2.4.2 Potential Suppliers’ are required to completed pricing schedule against the ‘Price’ Questionnaire within the e-Sourcing event.

2.4.3 Prices offered will be evaluated against the range of prices submitted by all Potential Suppliers for that item.

2.4.4 The Potential Supplier with the lowest price shall be awarded the Maximum Score Available. The remaining Potential Suppliers shall be awarded a percentage of the Maximum Score Available equal to their price, relative to the lowest price submitted.

2.4.5 The calculation used is the following:

2.4.6 	 =	Lowest Price Tendered x  Maximum Score Available
			Tender price	

	Potential Supplier
	Price Submitted
	Score Calculation
	Maximum Score Available
	Score Awarded

	Potential Supplier A
	£1,000
	£1,000/£1,000 *100
	100
	100

	Potential Supplier B
	£2,000
	£1,000/£2,000 *100
	100
	50

	Potential Supplier C
	£2,500
	£1,000/£2,500 *100
	100
	40



2.5 Final score 

2.5.1 The Quality Score achieved at stage (1) will be added to the Price Score to determine the final score for each Potential Supplier (“Stage One Score”). (“Final Score”).
2.5.2 The Quality/Price Score at stage one (1) will be combined with the Quality Score at stage two (2) to determine the final score for each Potential Supplier (“Final Score”).


3 EVALUATION CRITERIA

3.1 A summary of all the questions contained within the e-Sourcing event, along with; the minimum acceptable score, maximum score available and weighting (where applicable) are set out below:

3.2 Questionnaires prefixed SQ; KPR, CoI, 2, 3, 4, contain ‘Pass/Fail’ questions and act as a doorway for progression to the following stages of the evaluation. Potential Suppliers are strongly advised to read and understand the specific guidance provided before responding to these questionnaires.

3.3 Questionnaires SQ; 1.1 1.2 and 5 is for information only. Although these questionnaires do  not form part of the evaluation process, Potential Suppliers are advised to complete it in full as any omissions could affect the award process. 

3.4 The Home Office reserve the right to challenge any information provided in response to Questionnaires SQ; 1.1, 1.2 and 5 and request further information in support of any statements made therein.

3.5 Supplier Information and Exclusion Grounds: Questionnaires SQ;3.0 and 4.0:
3.5.1 The e-Sourcing event is in part a self-declaration, made by a potential supplier, that they do not meet any of the grounds in Questionnaires SQ; 3.0 and 4.04 for exclusion[footnoteRef:1]. If there are grounds for exclusion, there is an opportunity to explain the background and any measures taken to rectify the situation (we call this self-cleaning). [1:  For the list of ground for exclusion please see https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf] 

3.5.2 A completed declaration of Questionnaire SQ3.0 and Questionnaire SQ4.0 provides a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently, we require all the organisations that a Supplier will rely on to meet the selection criteria to provide a completed Questionnaire SQ3.0 and Questionnaire SQ4.0. For example, these could include parent companies, affiliates, associates, consultants or essential sub-contractors if they are relied upon to meet the selection criteria. This also means that where a Supplier consists of a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that are relied on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
3.5.3 The Crown Commercial Service (CCS) eSourcing Portal is not yet compatible with the new European Single Procurement Document (ESPD) service (EU E-ESPD Service). The Authority has included in this eSourcing event questions from the ESPD to allow this request for proposal (RFP) to be facilitated through its secure eSourcing Portal. Suppliers are therefore required to complete their proposals using the eSourcing Portal.
3.6 Questionnaire SQ 5 
3.6.1 This RFP document provides instruction on the questions you need to respond to and how to submit responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/or any sub-contractors.
3.6.2 If the relevant documentary evidence referred to in the Questionnaire is not provided upon request (at any time up to contract signature) and without delay, the Authority reserves the right to exclude a Supplier from further participation in the Procurement process including the award of the contract.

3.7 Consequences of misrepresentation:
3.7.1 If a Supplier seriously misrepresents any factual information in filling in the RFP and so induces the Authority to enter into a contract, there may be significant consequences. Suppliers may be excluded from further participation in the procurement process, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, the Supplier or its responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and the Supplier will be excluded from further procurements for five years.

3.8 Questionnaires SQ; KPR, CoI, 2, 3, 4 will be used for the supplier selection stage to test that Suppliers meet minimum levels of suitability.



	QUESTIONNAIRE SQ KPR – KEY PARTICIPATION REQUIREMENTS

	GUIDANCE
	The following questions are ‘Pass/Fail’ questions. If Potential Suppliers are unwilling or unable to answer “Yes”, their submission will be deemed non-compliant and shall be rejected. Potential Suppliers should confirm their answer by selecting the appropriate option from the drop-down menu.

	Question Number
	Question
	Max Score
	Weighting (%)

	SQ KPR 1
	Have you read, understood, and agree with Appendix A, Terms of Participation? By answering “Yes”, you are confirming your ‘Declaration of Compliance’ at Annex 1 of Appendix A, Terms of Participation.
	Pass/Fail
	N/A

	SQ KPR 2
	Have you read, understood and accepted the Invitation to Tender and all associated appendices, specifically Appendix B, Statement of Requirement?
	Pass/Fail
	N/A

	SQ KPR 3
	Please confirm that all team members will have the appropriate level of security clearance CTC as a minimum and Security Check (SC) when appropriate.https://www.gov.uk/guidance/security-vetting-and-clearance
	Pass/Fail 
	N/A

	SQ KPR 4
	Do you agree, without caveats or limitations, that in the event that you are successful the Terms and Conditions of this ITT Appendix C Terms and Condition – Response Guidance Provision of Responsive and Flexible Analytical Support Services for UKVI govern the provision of this contract?
	Pass/Fail
	N/A

	SQ KPR. 5
	Do you confirm your Organisation’s e-Sourcing suite profile is complete and accurate at the time of Tendering and that any amendments made following acceptance of this event will be notified to the buyer in writing?
	Pass/Fail
	N/A

	SQ KPR. 6
	Please confirm that you have completed the Form of Tender and Certificate of Bonafide Tender.
I confirm that I accept the attached the Form of Tender and Certificate of Bonafide Tender and have made the authority aware of any relevant disclosures or conflicts of interest. I understand that failing to disclose such information or acting in a manner contrary to the certificate may exclude my bid from consideration.
	Pass /Fail 
	N/A

	SQ KPR.7
	Please confirm that you have read, and would be willing to contract, on the terms set out in the attached Security Policy.
	Pass /Fail 
	N/A

	SQ KPR.8
	Please confirm that you have read the document ‘eSourcing Suite Supplier Guidance Part B - Tendering and Further Competitions’
https://www.gov.uk/government/publications/esourcing-tool-guidance-for-suppliers
(select the eSourcing Suite guidance: how to respond to Tenders and Further Competitions):
	Pass /Fail 
	N/A

	SQ KPR.9
	We understand that it is essential to press the red ‘Submit all Draft Bids’ button to correctly submit our completed Tender and confirm we have read and understood the instructions on where and how to do this in paragraph [8.9] of the ‘eSourcing Suite Guidance Part B - Tendering and Further Competitions':
https://www.gov.uk/government/publications/esourcing-tool-guidance-for-suppliers
(select the eSourcing Suite guidance: how to respond to Tenders and Further Competitions)
	Pass /Fail 
	N/A

	SQ KPR.10
	We understand that to send a message to the Home Office Procurement team we must ensure that the name of the Procurement is in the context field and ‘ALL HOSTS’ is selected in the ‘TO’ box
	Pass /Fail 
	N/A





	QUESTIONNAIRE SQ CoI – CONFLICTS OF INTEREST
	

	GUIDANCE
	Question SQ CoI 1 is a ‘Yes/No’ question and will dictate whether or not question SQ CoI 2 needs to be answered. 
Question SQ CoI 2 is a Pass / Fail question. Potential Suppliers are required to provide details of how the identified conflict will be mitigated. The Contracting Authority will review the mitigation in line with the perceived conflict of interest, to determine what level of risk this poses to them. Therefore, if Potential Suppliers cannot or are unwilling to suitably demonstrate that they have suitable safeguards to mitigate any risk then their Tender will be deemed non-compliant and will be rejected.

	
	

	Question Number
	Question
	Max Score
	Weighting (%)

	SQ CoI 1
	Please confirm whether you have any potential, actual or perceived conflicts of interest that may be relevant to this requirement.
	None
	N/A

	SQ CoI 2
	We require that any potential, actual or perceived conflicts of interest in respect of this ITT are identified in writing and that companies outline what safeguards would be put in place to mitigate the risk of actual or perceived conflicts arising during the delivery of these services.
	Pass/Fail
	N/A






	QUESTIONNAIRE SQ 1.1 – SUPPLIER INFORMATION

	GUIDANCE
	The following questions are for information only and do not form part of the evaluation.
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit Questionnaires SQ; 1.1, 1.2 and 5 self-declaration.
Information provided in response to these questions may be used in the preparation of any Contract Award and any omissions may delay completion of this Tender exercise. Please insert ‘N/A’ if not applicable.

	Question Number
	Question
	Max Score
	Weighting (%)

	
	Potential supplier information 
	
	

	1.1(a)
	Full name of the Supplier submitting the information
	None
	N/A

	1.1(b)
	(i) Registered office address (if applicable)
(ii) Registered website address (if applicable)
	None
	N/A

	1.1(c)
	(ii) Please select from the list to indicate your trading status
1. a public limited company
1. a limited company
1. a limited liability partnership
1. other partnership
1. sole trader
1. third sector
1. other (please specify your trading status in the comments field)
	None
	N/A

	1.1(d)
	Date of registration in country of origin
	None
	N/A

	1.1(e)
	Company registration number (if applicable)
	None
	N/A

	1.1 (f)
	Charity registration number (if applicable)
	None
	N/A

	1.1(g)
	Head office DUNS number
	None
	N/A

	1.1(h)
	(h) Registered VAT number
	None
	N/A

	1.1(i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
▢   Yes     ▢   No     ▢   N/A 
(ii)If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s) 
	None
	N/A

	1.1(j)
	(i) Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
▢   Yes     ▢    No 
(ii) If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	None
	N/A

	1.1(k)
	Trading name(s) that will be used if successful in this procurement.
	None
	N/A

	1.1(l) 
	Relevant classifications (state whether you fall within one of these, and if so which one)
a)  Voluntary, Community Social Enterprise (VCSE)
b)  Sheltered workshop
c)  Public service mutual
	None
	N/A

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)[footnoteRef:2]? [2: Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significance in control of them.

 See EU definition of SME:  http://ec.europa.eu/enterprise/policies/sme/facts-figuresanalysis/sme-definition/] 

▢   Yes     ▢   No 
	None
	N/A

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate: [footnoteRef:3] [3:  UK companies, Societies European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company or partnership respectively. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. See PSC guidance: https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships ] 

· Name;
· Date of birth;
· Nationality;
· Country, state or part of the UK where the PSC usually lives;
· Service address;
· The date he or she became a PSC in relation to the company (for existing companies the 6 April
· 2016 should be used);
· Which conditions for being a PSC are met;
· Over 25% up to (and including) 50%,
· - More than 50% and less than 75%,
· - 75% or more. 
	None
	N/A

	1.1(o)
	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
	None
	N/A





	QUESTIONNAIRE SQ 1.2 – SUPPLIER INFORMATION

	Guidance 
	The following questions are for information only and do not form part of the evaluation.
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit Questionnaires SQ; 1.1, 1.2 and 5 self-declaration.
Information provided in response to these questions may be used in the preparation of any Contract Award and any omissions may delay completion of this Tender exercise.

	Question Number
	Question
	Max Score
	Weighting (%)

	
	Bidding Model 
Please provide the following information about your approach to this procurement:
	None
	N/A

	1.2(a)-(i)
	Are you bidding as the lead contact for a group of economic operators?
▢   Yes   ▢   No 
If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.2, Questionnaire 2 and 3. 
If no, and you are a supporting Supplier please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Questionnaires  SQ2 and SQ3. 
	None
	N/A

	1.2(a)-(ii)
	 Name of group of economic operators (if applicable)
	None
	N/A

	1.2(a)-(iii)
	Proposed legal structure if the group of economic operators intends to form a single legal entity prior to signing a contract if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	None
	N/A

	1.2(b)-(i)
	(i) Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
▢   Yes    ▢   No 
	None
	N/A

	1.2(b)-(ii)
	If you responded yes to 1.2(b)-(i), please provide additional details for each sub-contractor in the following table:
	Name
	
	
	
	

	Registered address
	
	
	
	

	Trading status
	
	
	
	

	Company registration number
	
	
	
	

	Head Office DUNS number (if applicable)
	
	
	
	

	Registered VAT number
	
	
	
	

	Type of organisation
	
	
	
	

	SME (Yes/No)
	
	
	
	

	The role each sub-contractor will take in providing works and/or supplies e.g. key deliverables
	
	
	
	

	The approximate % of contractual obligations assigned to each group member
	
	
	
	



	None
	N/A

	1.3a
	Questionnaires SQ1.1 and SQ1.2 - Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 
I declare that upon request and without delay, I will provide the certificates or documentary evidence referred to in this document.
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any Questionnaires.
I am aware of the consequences of serious misrepresentation.
	None
	N/A

	1.3b
	a) Contact Name:
b) Name of organisation
c) Role in organisation
d) Phone number
e) E-mail address
f) Postal address
g) Signature (electronically is acceptable)
h) Date 
▢   Yes    ▢   No 
Marking Guidance:
Will not be scored but must be completed.
	None 
	N/A




4 QUESTIONNAIRE – SQ 2.0 Grounds for Mandatory Exclusion 

	QUESTIONNAIRE SQ 2.0 - GROUNDS FOR MANDATORY EXCLUSION

	GUIDANCE
	Regulations 57(1) and (2) 
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.
The detailed grounds for mandatory exclusion of an organisation are set out at https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf (the webpage) which should be referred to before completing these questions.
These questions will not be scored but will be assessed on a Pass/ Fail basis.

	2.1(a) – (i)
	Question 2.1(a) Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out at https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf (the webpage) which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Participation in a criminal organisation.  
Yes ☐  No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)– (ii)

	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Corruption.  
Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)–(iii)

	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Fraud. 
Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)–(iv)

	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Terrorist offences or offences linked to terrorist activities
Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)– (v)

	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Money laundering or terrorist financing
Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)–(vi)
	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
· Child labour and other forms of trafficking in human beings
Yes ☐ No  ☐
If Yes please provide details at 2.1(b)

	2.1(a)(i)–(vi)
	Marking Guidance (Question 2.1(a)( i) – (vi)): 
These are mandatory questions; a ‘Yes’ response may result in exclusion from further participation. If your answer to any of the questions 2.1(a) (i) to - 2.1(a) (vi) is ‘Yes’ then provide details at 2.1(b)

	2.1(b)

	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically, please provide the web address, issuing authority, precise reference of the documents.
Marking Guidance
These are mandatory questions; please confirm you have provided all the information.
Or 
If you have answered ‘No’ to all the questions 2.1(a) (i) to - 2.1(a) (vi) then please insert N/A.

	2.2

	If you have answered Yes to any of the questions 2.1(a) (i) to - 2.1(a) (vi), have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning).
Yes ☐
No   ☐
Marking Guidance
If you have answered “Yes” to any questions 2.1(a)(i) to 2.1(a)(vi) a satisfactory explanation is required. ‘No’ response may result in exclusion from further Participation. 
Or 
If you have answered ‘No’ to all the questions {2.1(a) (i) to - 2.1(a) (vi)} then please insert N/A.

	
	Regulation 57(3)
Please Note: The authority reserves the right to use its discretion to exclude a Bidder where it can demonstrate by any appropriate means that the Bidder is in breach of its obligations relating to the non-payment of taxes or social security contributions.

	2.3(a)
	Has it been established, for your organisation 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 the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
Yes...☐
No   ☐
Marking Guidance
These are mandatory questions; a ‘Yes’ response may result in exclusion from further participation.

	2.3(b)

	If you have answered yes to question 2.3(a), please provide/ attach further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
Marking Guidance
These are mandatory questions; a ‘No’ response may result in exclusion from further participation. 
Or 
If you have answered ‘No’ to Question 2.3(a) then please insert N/A. 
Please Note: The authority reserves the right to use its discretion to exclude a Bidder where it can demonstrate by any appropriate means that the Bidder is in breach




5 QUESTIONNAIRE – SQ3.0 Grounds for Discretionary Exclusion

	QUESTIONNAIRE - SQ 3.0 GROUNDS DISCRETIONARY EXCLUSION: 

	GUIDANCE
	Regulation 57 (8) 

The detailed grounds for discretionary exclusion of an organisation are set out at https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf (the webpage) which should be referred to before completing these questions.
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation. 
These questions will not be scored but will be assessed on a Pass/ Fail basis.

	3.1(a)
	(a) Breach of environmental obligations?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(b)
	(b) Breach of social obligations?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(c)
	(c) Breach of labour law obligations?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s 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?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(e)
	Guilty of grave professional misconduct?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(i)
	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.
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(j)-(i)
	Please answer the following statements
The organisation is 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.
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(j)-(ii)
	Please answer the following statements
The organisation has withheld such information.
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(j)-(iii)
	Please answer the following statements
The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.1(j)-(iv)
	The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
Please answer Yes/No
▢   Yes    ▢   No 
If yes please provide details at 3.2

	3.2
	If you have answered Yes to any of the above in Question 3.1, explain what measures have been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
Marking Guidance (Question 3.1a – 3.1j): 
This is a mandatory question; a ‘Yes’ response may result in exclusion from further participation.





6 QUESTIONNAIRE – SQ 4.0 ECONOMIC AND FINANCIAL STANDING
6.1 The Suppliers will be required to submit the following to enable assessment of Economic and financial standing
6.2 Responses to this section on the e-sourcing portal will be used to undertake an assessment of a Suppliers economic and financial standing to:
· Assess the risk to public sector business and/or public money which would result if a Supplier bidding for a contract were to go out of business during the life of the contract, or have inadequate financial resources to perform the contract; and
· When justified, eliminate from the procurement any Supplier whose current financial capacity would pose an unacceptable risk to business and/or public money.
6.3 You will be contacted by the Authority if this assessment identifies any significant causes for concern for additional information/explanation or where a parent or other type of guarantee is considered to be required.
6.4 To minimise the need for clarifications and impacts on the procurement schedule please endeavour to provide the requested information, and where you believe concerns may be raised, additional supporting information and explanations in your initial response.
6.5 Supplementary information will be sought from available public resources (e.g. Companies House) and from credit rating agencies.
6.6 Please note that, if there are any significant changes in the financial standing of the Respondent during the procurement process, the Authority must be notified immediately with details.
6.7 Suppliers will be asked to upload onto the portal one of the following to demonstrate economic/financial standing;
· A copy of the audited accounts for the most recent two years
· A statement of the turnover, profit & loss account, current liabilities and assets, and cash flow for the two most recent years of trading for this organisation.
·  A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position
·  Alternative means of demonstrating financial status if any of the above are not available (e.g. Forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status)
6.8 If Suppliers are able to only partly provide the information requested above please provide supplementary information as required:
· If Suppliers accounts are unaudited please provide suitable independent confirmation of your financial position e.g. bank letter
· If Suppliers only submit abbreviated accounts please provide excluded information 

6.9 If Suppliers most recent accounts are more than 12 months old please provide additional management information for the most recent financial period.

6.10 Suppliers will be asked to complete a summary template of financial information by completing the document “Analytical - Question SQ 4 - Template- Financial Summary .xls”. This to help us undertake the financial assessment on a consistent basis so please provide suitable notes and ensure that numbers can be traced back to the financial information you are submitting.
6.11 Suppliers will be asked if: they are part of a wider group e.g. subsidiary or holding or parent company. If yes,  the Supplier is requested to provide a diagram of the group structure, clearly identifying the contracting entity, and confirm the relationships and any specific agreements in place between the contracting entity and wider structure (those not entered into during the normal course of business e.g. guarantees, group loans, etc. If yes, we will also require  Ultimate/parent company accounts for the most recent two years if available, would the Ultimate/parent company be willing to provide a guarantee if necessary? If not willing to provide a guarantee could the Supplier obtain a guarantee elsewhere (e.g. from a bank?) if necessary.

6.12 Suppliers will be asked if it is proposed to use one or more sub-contractors to deliver some or all of the contract requirements and if yes to provide the details and also the Sub-contractor company accounts (or a suitable alternative) for the most recent two years if available.

6.13 The Authority will utilise information from credit rating agencies on the Supplier (and where appropriate, its parent company), together with other information supplied in this RFP to assess the economic and financial standing of the Supplier. Suppliers will be asked on the online portal to provide information that provides further clarity to support the details of their organisation’s credit rating provided by credit rating agencies and our assessment of the organisation’s economic and financial standing.

6.14 Responses to the Economic and Financial standing request for information shall be assessed as a Pass/Fail question, on the basis of risk. Suppliers shall be subject to Experian or Dunn & Bradstreet credit reports, however, final suitability of Suppliers shall not solely be on these reports. Suppliers shall be assessed by examination of company accounts and other documentation provided by Suppliers to confirm their financial capability, including the utilisation of ratio analysis as set out below.


	Question
	Criteria and Guidance

	Turnover 

	1. Comparison of turnover to annual contract value
1. Indicates the capacity of a business to absorb the contract, reliance on the contract, and an indication of economic and financial health over time


	
Operating Profit Ratio 
(Profit before interest & tax/turnover)
	1. Indicates the efficiency of the operational management of the business and ability to create profits. Higher ratios are evidence of improved financial capability.
1. Low ratios are evidence of inferior financial capability

	
Financial Strength Rating
	1. Suppliers are required to have positive tangible net worth as calculated in the D&B Company Reports. 
1. The Financial Strength Indicator which is part of the D&B Rating should as a minimum be H or above with 5A being the highest. 
1. Negative tangible net worth may be considered an unacceptable risk

	
Credit Risk
	1. The credit risk (and associated probability of business failure) of the organisation should be low or minimal but may be higher if satisfied that transactions can be adequately monitored. For example, credit risk scores of 1, 2 or 3 in the D&B rating system would be considered acceptable
1. Some Suppliers may be considered by credit reference agencies to represent a significant level of risk and in some cases, no information may be available to assign a credit rating to organisations that are not fully underwritten. In these instances, this will equate to a risk indicator of four or five in the D&B scoring system.

	
Delinquency Score and Creditor Rating (days)

	1. This information is included as an indicator of a Supplier’s ability to pay its debts and therefore highlights any potential cash flow issues. The information is derived from the following sections in the D and B Reports: D and B Risk Assessment, Payment Information and the Payment Industry Comparison. 
1. Some leeway ought to be given in the assessment of creditor payment behaviour with some payment beyond terms being allowed (up to a maximum of 30 days).
1. As has already been stated above, if no D&B report is available, a manual calculation of creditor days will form the basis of the credit assessment for not-for-profit organisations. A value of fewer than 75 days will be considered an acceptable risk for these types of organisations.
1. Excessive and Substantial days - Payment beyond the terms set out above ought to be considered to represent an unacceptable risk.

	
Liquidity
Current Ratio
(Current assets/ Current liabilities)
	1. Current assets should always be greater than current liabilities, Current ratio of 2:1 is ideal. If it is significantly more than perhaps the management of the working capital is inefficient and better use could be made of the stock or money in the bank. This ratio should be always be interpreted alongside the ‘Acid Test’ ratio

	

Acid Test
(Current assets – Stock/Current liabilities)
	1. An Acid-Test of greater than 1 is ideal, but a figure of greater than 0.5 but lower than 1 would be acceptable on the basis that the Supplier has the liquid assets to cover payment of the majority of its current liabilities. This is applicable to both for-profit and not-for-profit organisations.
1. An acid test ratio of less than 0.5 is generally unacceptable, particularly if credit risk assessment and payment performance are poor.

	
Capital Gearing (Debt/Equity Ratio)
	1. Whilst a gearing ratio of greater than 100% would be considered high, a higher ratio than this could still be considered acceptable provided that the interest cover capacity exists within the organisation. Again, this is applicable to both for-profit and not-for-profit organisations
1. Even if interest cover exists within the organisation, a gearing ratio of 150% would represent an unacceptable risk as the Supplier is exposed to the risk of interest rate fluctuations.

	
Interest Cover (Profit before interest/Interest)
	1. An interest cover calculation result of 1.0 or more is required to ensure that all interest payments are likely to be covered in the coming year. The more times the interest is covered by the profit the safer the company is. This is the case for both for-profit and not-for-profit organisations.
1. Anything less than 1.0 covered must be viewed as high risk.

	
ROCE
(Profit before interest & tax/capital employed)
	1. Generation of Profit is ideal, but small losses on capital employed (no worse than -5% year on year) may be tolerated as this is the accounting ROCE as opposed to a cash ROCE.
1. Highlights the efficiency of the bidding organisations to develop a return on their investments.
1. Low ratios are evidence of inferior financial capability

	
Return on Total Assets
(Profit before interest & tax/total assets)
	1. Highlights the efficiency by which assets are utilised and higher ratios will receive higher scores. Higher ratios are evidence of improved financial capability. The ratio should be as high as possible but the depreciation and asset replacement policies can considerably cloud the interpretation.
1. Low ratios are evidence of inferior financial capability


6.15 A potential supplier will not be deselected on the basis of turnover size alone but may be required to provide some form of financial guarantee as detailed at 6.11.above
The following risk categories shall apply:
· Low Risk = Full satisfactory responses provided with no areas of concern.
· Medium risk = Partial, generally satisfactory responses provided with some cause for concern.
· High Risk = Unsatisfactory responses provided with significant cause for concern. 
· Non-compliant = No responses provided.
If a response is assessed as either “High Risk” or “Non-compliant”, then the Supplier concerned may be de-selected, irrespective of their scores in other non-financial areas.
6.16 Please note that, if there are any significant changes in the financial standing of the Respondent during the procurement process, the Authority must be notified immediately with details.



7 QUESTIONNAIRE – SQ 5.0 ECONOMIC OPERATORS
7.1 This section is to be completed if you have indicated in Questionnaire SQ1.2 that you are part of a wider group.
7.2 This section will not be scored but will be assessed on a Pass / Fail basis.

8 QUESTIONNAIRES – Q/SD 6.0 7.0 and 8
8.1 The Quality/Service Delivery Questionnaires (Q/SD); six (6), seven (7) and eight(8) are designed to test Potential Suppliers’ ability to deliver the requirement as set out in Appendix B, Statement of Requirements. Potential Suppliers MUST answer all Quality/Service Delivery questions.
8.2 Potential Suppliers must achieve the minimum acceptable Quality Score, as described, for each of the questions below. Only those responses which achieve the minimum acceptable Quality Score will be included in the Price Evaluation Process.
8.3 Where only one (1) submission is received which does not meet the minimum acceptable Quality Score, the Authority reserves the right to enter into dialogue and seek assurances regarding the delivery of the requirement.
8.4 Potential Suppliers are able to provide attachments against each question. Question text fields must be populated with detailed references to relevant attachments or sections within their attachments.
8.5 Potential Suppliers’ responses must clearly demonstrate how they propose to meet the requirements set out in the question and address each element in the order they are asked.
8.6 Potential Suppliers’ responses should be limited to and focused on each of the component parts of the question posed. They should refrain from making generalised statements and providing information not relevant to the topic.
8.7 Whilst there will be no marks given to layout, spelling, punctuation and grammar, it will assist evaluators if attention is paid to these areas including identifying key sections within responses.
8.8 Potential Suppliers will be marked in accordance with the marking scheme at Section 2.
8.9 Suppliers are requested to adhere to the page limit on attachments, which is set at 2 A4 sides of paper per question, the exception being question 7.1 whereby a CV should be provided for each team member of no more than 2 A4 sides of paper each and no more than 2 A4 sides of paper about how the Team will function as a coherent unit. Responses should be submitted at Questionnaire level. Responses should be a single document per Questionnaire. Attachments may be submitted in Microsoft Word, Excel. PDF format and be in Arial font size 11.
	QUESTIONNAIRE Q/SD 6.0 – EXPERIENCE OF DELIVERING SIMILIAR REQUIREMENTS
	Weighting – 15 %

	Guidance 
	All Potential Suppliers MUST answer ALL the following questions
Suppliers are requested to adhere to the page limit on attachments, which is set at 2 A4 sides of paper per question, the exception being question 7.1 whereby a CV should be provided for each team member of no more than 2 A4 sides of paper each and no more than 2 A4 sides of paper about how the Team will function as a coherent unit. Responses should be submitted at Questionnaire level. Responses should be a single document per Questionnaire. Attachments may be submitted in Microsoft Word, Excel. PDF format and be in Arial font size 11

	Question Number
	Question
	Minimum Acceptable Score
	Maximum Available Score
	Weighting [X]%

	6.1
	Please provide relevant evidential examples showing your knowledge experience and effectiveness of providing services for delivering assignments, projects or contracts for business operational modelling and analysis to set strategy.
	60
	100
	40

	6.2
	When providing services to deliver other similar or relevant assignments, projects or contracts, what have been your, biggest challenges; lessons learned and approach to resolving issues.
Please detail what they were and how the experiences and knowledge gained would be brought to each project and will add value to their delivery.
	60
	100
	40

	6.3 
	What level of vetting security clearance, if any, as described and specified in Appendix B Statement of Requirements, will team members, who are deployed to deliver the services, have at the start of the contract. https://www.gov.uk/guidance/security-vetting-and-clearance.
Provide this detail for each team member.
	0
	100
	20




	QUESTIONNAIRE Q/SD 7.0 -  PROJECT SPECIFIC EXPERIENCE  
	Weighting –15 %

	Guidance
	All Potential Suppliers MUST answer ALL the following questions
Suppliers are requested to adhere to the page limit on attachments, which is set at 2 A4 sides of paper per question, the exception being question 7.1 whereby a CV should be provided for each team member of no more than 2 A4 sides of paper each and no more than 2 A4 sides of paper about how the Team will function as a coherent unit. Responses should be submitted at Questionnaire level. Responses should be a single document per Questionnaire. Attachments may be submitted in Microsoft Word, Excel. PDF format and be in Arial font size 11

	Question Number
	Question
	Minimum Acceptable Score
	Maximum Available Score
	Weighting [X]%

	7.1
	Please provide the details of those individuals that will make up your delivery team that will be deployed; their relevant skills and experience, and indicate why this would make them suitable for delivering the requirements of the contract.
Attach full CVs as appropriate
Your response should indicate experience in addressing aspects raised in Appendix B Statement of Requirements and should demonstrate how those skills and experience will benefit and add value to this project.
	60
	100
	40

	7.2
	A detailed description of key individuals’ experience of working and delivering services for business operational modelling and analysis to set strategy in the topic area, including examples of specific projects delivered which are similar or applicable to our requirement, and for who they were delivered (if possible).
	60
	100
	40

	7.3
	Can you demonstrate how you will ensure your availability of and capacity of suitable resources to deliver the requirements throughout the proposed term of the contract
	60
	100
	20





	
	

	QUESTIONNAIRE Q/SD 8.0 – METHODOLOGY
	Weighting – 30 %

	Guidance 
	All Potential Suppliers MUST answer ALL the following questions
Suppliers are requested to adhere to the page limit on attachments, which is set at 2 A4 sides of paper per question, the exception being question 7.1 whereby a CV should be provided for each team member of no more than 2 A4 sides of paper each and no more than 2 A4 sides of paper about how the Team will function as a coherent unit. Responses should be submitted at Questionnaire level. Responses should be a single document per Questionnaire. Attachments may be submitted in Microsoft Word, Excel. PDF format and be in Arial font size 11

	Question Number
	Question
	Minimum Acceptable Score
	Maximum Available Score
	Weighting [X]%

	8.1
	Please explain how and provide details of your process and systems to ensure suitably qualified staff are readily available to carry out a project assignment from receipt of instruction from the Authority, include timescales
	60
	100
	30

	8.2
	Please demonstrate how you intend to ensure that your delivery will meet the standards set in the Analytical Quality Assurance guidance throughout the proposed term of the contract.
	60
	100
	30

	8.3
	What do you consider to be the key risks that we face in successfully delivering the requirements detailed within Appendix B Section 6 of the Statement of Requirements? 
Can you demonstrate how you propose to effectively mitigate these risks?
	60
	100
	20

	8.4
	Please detail how you would work effectively alongside Home Office Analysis and Insights  and the UK  Visa and Immigration Team to deliver the requirements of Appendix B Statement of Requirements to deliver project requirements including how you would resolve and issues and or complaints
	60 
	100
	20





9 QUESTIONNAIRE – 9 PRICE  
9.1 Potential Suppliers must enter costs within the price schedule (Appendix E) and upload at the question level on the e-Sourcing event. 
9.2 Suppliers must enter their proposed role grade rates 
9.3 Suppliers must not amend the format or structure of the pricing schedule   
9.4 Prices should be submitted in pounds Sterling inclusive of any expenses when working at the base locations but exclusive of VAT.
9.5 Potential Suppliers will be marked in accordance with the marking scheme at Section 2.
	QUESTIONNAIRE 9 – PRICE
	Weighting – 40%

	GUIDANCE
	Potential Suppliers must enter costs within the price schedule (Appendix E) and upload at the question level on the e-Sourcing event. 
Suppliers must enter their proposed role grade rates 

Suppliers must not amend the format or structure of the pricing schedule   

Prices should be submitted in pounds Sterling inclusive of any expenses when working at the base locations but exclusive of VAT.

Potential Suppliers will be marked in accordance with the marking scheme at Section 2.

	Question Number
	Question
	Max Score

	9.1
	Please confirm, by selecting ‘YES’ that you have attached a fully completed Price Schedule to the response to this question. In so doing, you are also confirming that prices offered are inclusive of any expenses when delivered at the base locations, exclusive of VAT and firm for a period of 90 days following the Deadline for Submission.
	100
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