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Instructions to Tenderers

No alteration may be made to any of the documents attached thereto without the written authorisation of the Employer.  If any alterations are made or if these instructions are not fully complied with, the Tender will be rejected.  

Tenders must not be accompanied by statements that could be construed as rendering the Tender equivocal and/or placing it on a different footing from other Tenders.  Only Tenders submitted without qualification strictly in accordance with the Tender documents issued (or subsequently amended by the Homes and Communities Agency (HCA) will be accepted for consideration.

The HCA’s decision on whether or not a Tender is acceptable will be final.

All information supplied by the Homes and Communities (HCA) in connection with this Tender shall be treated as confidential by prospective Tenderers and shall not be revealed at any time to any person (including any Organisation) except for the purposes of the preparation and submission of this Tender.

Tenders submitted bearing any marks identifying the sender will not be opened.  Particular care should be taken that the Tenderer’s identity is not apparent from any image or resulting from a postal franking device, appearing on the envelope or package.

Tenderers are to set out their Tender in the documents provided and bring forward the total to the Form of Tender. The documents must be returned no later than Wednesday 25th March 2015 at 1pm.
The tenders are to be evaluated against the following pre-determined award criteria. Tenderers should refer to the Tender Evaluation information contained within Part A, Section 14. 
	Evaluation Factor
	Relative weighting

	Quality
	70%

	Price
	30%


[image: image4]
•
This section provides information on the required Services

•
Tenderers are required to READ THIS SECTION carefully to understand the HCA’s requirements

1 
Introduction

This Tender document has been issued by the Homes and Communities Agency (HCA) in connection with a competitive procurement procedure. 

No information contained in this Tender or in any communication made between the HCA and any Tenderer in connection with this Tender exercise, shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this Tender.  The HCA reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall the HCA incur any liability in respect of this Tender or any supporting documentation.  The HCA will not reimburse the costs incurred by Tenderer’s in connection with the preparation and submission of their response to this Tender.

Direct or indirect canvassing of any Ministers, public sector employee or agent by any potential bidder concerning this requirement, or any attempt to procure information from any of the above concerning this Tender may result in disqualification of the Tenderer from consideration for this requirement.

The Homes and Communities Agency

The Homes and Communities Agency (HCA) is the single, national housing and regeneration delivery agency for England.

Our vision is to create opportunity for people to live in homes they can afford in places they want to live, by enabling local authorities and communities to deliver the ambition they have for their own areas.

We achieve this by:

· Understanding the needs and aspirations of people and communities through close working with local authorities on local investment planning
· Enabling local delivery through the channelling of our expertise and investment

· Working effectively with the market, housebuilders, investors and other stakeholders

For more information visit the HCA newsroom at homesandcommunities.co.uk
2 
Scope of Services

The HCA invites quotations from suitably qualified and experienced service providers for the provision of services to undertake project impact evaluation of the Advisory Team for Large Applications (ATLAS) enabling support that is provided by the HCA to local authorities and their partners. 

CONTEXT – PURPOSE OF ATLAS
An overall vision has underpinned ATLAS activity for several years. The current ATLAS team vision is:

“To secure the timely delivery of high quality sustainable development that responds to local ambition through effective planning processes, collaborative working and the promotion of good practice.”

In order to meet the vision, the following objectives have been identified for the team:
· Provide impartial enabling advice on progressing large scale and complex development proposals through the planning system to the point of being investment and delivery ready; 
· Provide prioritised support to the delivery of Government programmes related to ‘large sites’ and ‘land’, covering the Large Sites Infrastructure Programme, Housing Zones, Garden Cities and public sector land,
· Work closely with HCA Operating Areas in supporting local partners with large scale complex development and where spatial planning solutions are critical to successful delivery.
· Support the development of skills and knowledge to help the HCA develop it’s approach to and understanding of the planning system and it’s on-going reform.
· Support and act proactively in achieving HCA wide objectives on Equality & Diversity including ensuring adherence through internal operations as well as embedding the principles in outward facing support to project partners and project design/content; and
· Maintain a clear focus on project delivery, whilst retaining some capacity to support sector led improvement through knowledge capture and dissemination, and assisting the HCA, DCLG, Local Authorities and other key partners to develop positive responses to the challenges of the reformed planning system. 

ATLAS PROJECT WORK

ATLAS provides enabling support to Local Planning Authorities, applicants and other stakeholders that require help with a broad range of complex, large scale and/or strategically significant development proposals with a focus on housing and regeneration. 

ATLAS engagement in a project is via a thorough inception process with the relevant Local Authority and associated parties to establish a full understanding of a project, the key issues and related enabling needs.   ATLAS assesses the risks and opportunities for the team to add value to the project before agreeing to either take it on or not.  If there is scope to add value then a series of tasks are agreed and formalised into a document (ATLAS refer to this as a ‘Project Engagement Plan’) which also sets out the nature of the ATLAS service offer, the expectations from all parties, and the areas that ATLAS are anticipated to add value.  

ATLAS uses its own project management system (known internally as “PCS”) to capture key project information, contact details and the tasks being undertaken.  This is supplemented by timesheet data which captures the individuals involved in each project, the extent of time they are inputting and the types of activities they are undertaking.

The current size threshold of projects that ATLAS are engaged in is a minimum of 200 units (if mixed use) or 500 units (if residential only), although there may be exceptions subject to circumstances or needs. The majority of projects are considerably in excess of these numbers and include major urban extensions, new settlement proposals and town wide growth strategies. 

ATLAS works closely with project partners to identify and address the often many complex planning, procedural and technical issues, drawing from its knowledge and experience. Working with partners, ATLAS identifies tasks that are essential to progress schemes through key planning process milestones. 

PROJECT IMPACT EVALUATION PROCESS & NEEDS

The ATLAS team prepare an annual Business Plan which sets out the workstreams and related performance measures for each financial year.  Performance against this plan is then reported on quarterly and annually. This is aligned with but separate from the corporate business planning and performance monitoring processes of the wider HCA. 

The team’s monitoring and evaluation process has to date concentrated on two related elements.  Firstly, the scale of work that the team are involved in, and secondly the concept of ‘added value’ and the degree to which the various key stakeholders engaged in a project consider that ATLAS has actually helped achieve positive progress.  

In relation to the scale of work, ATLAS internally track numerical ‘output’ data in terms of the total number of live projects that the ATLAS team are advising on; the total number of residential units within those projects; and the total number of residential units that achieve planning permission or resolution to grant in projects that have benefited from ATLAS advice. 

All projects that the team advises on are individually evaluated to provide quantitative and qualitative data on the scope and scale of ‘added value’ that ATLAS have actually provided.  This has been commissioned and undertaken by service providers externally and independently. The current commission will lapse on 31st March 2015. This new commission is to provide evaluation services to run forward up to 31st March 2016 (with the option of two additional 12 month extensions). 
Data has been regularly provided by ATLAS to the service providers to identify the nature of engagement and the tasks in each project.  External partners are then interviewed to review performance.  The data is returned on a rolling basis with each project that has been evaluated being written up as a qualitative summary of the feedback from each interviewee together with a score for a set of defined added value measures.  Each project is interviewed twice a year to check on progress within each 6 month period.

This interview and reporting process captures client perspectives (including all key stakeholders involved – public and private sector) on impact across several subjective areas.
In addition to qualitative feedback obtained through the interviews, the extent of the ATLAS team’s impact on 7 defined added value measures is considered by each respondent being interviewed rating impact as either negative, neutral, or positive. If negative or positive are selected, this is rated on a 1-5 scale, where 1 is, for example, ‘marginally positive/negative’ and 5 is ‘substantially positive/negative’. 
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Currently ATLAS adopt added value performance targets of 80% of all recorded added value measures to be positive overall, of which 60% should be significant (defined as being 3 or higher out of 5). Not all measures are relevant in all projects and interviewees may indicate they are not able to always score each individual measure. The seven defined ‘added-value’ measures currently used by ATLAS are:

1. Improving project management processes and procedures within Local Planning Authorities and across the other partners involved in delivering projects;

2. Enabling partners to clarify and address key blockages in the system;

3. Enhancing the sustainability and quality of development proposals, reflected in the quality of built form and the nature of the place that will be created;

4. Saving money by providing direct assistance and advice;

5. Improving relationships between key stakeholders and improving the way they interact with each other;

6. Building confidence in the individuals involved thus enabling them to make more effective and efficient decisions in future;

7. Assisting to give priority to spatial planning and effective planning processes within key stakeholders, thus contributing to timely delivery and meeting project milestones.  

Maintaining a monthly impact evaluation process is key not only to providing qualitative and quantitative data on the scope and scale of the performance and impact of ATLAS, but it also provides regular data to assist with internal project peer review, internal reflective practice, overall project management and resource deployment. Hence continuing an evaluation process is important to maintaining the team’s current operational activity.
KEY ISSUES AND CHALLENGES 

Some of the key learning points from the experiences of the team to date that should inform the provision of future evaluation services include:

· 
Proportionality - there is a need to balance the scope of evaluation with the information needed from it.  This includes a proportionate evaluation process to ensure that only the most relevant information is obtained in as short a space of time as possible, and is written up succinctly to draw out key messages relating to successes, learning points and areas for improvement.  

· 
Buy in to the process - at the outset it is important to demonstrate the value of the evaluation process, how it will benefit all those involved and how it will be actively used.

· 
Impartiality - so that interviewees have trust in the process and are able to give frank feedback. Service providers will also need to consider and appropriately address situations where they may be involved themselves in a project or have some form of relationship with the stakeholders. 

· 
Interviewers need a decent grasp of the planning & development system in order to be able to ask the right questions and probe into related issues & complexities.  This should include an up-to-date awareness and understanding of structural and technical changes to the planning system and the likely implications on the needs of Local Authorities and their partners. 

· 
Drawing out multiple stakeholder views - all perspectives must be captured through the evaluation process to ensure that the enabling support can address the real problems that may underlie projects. 

· 
Diplomacy, tact & discretion - to obtain and act upon feedback carefully so as not to damage relationships, being sensitive to respondent needs but also exercising professional discretion in obtaining relevant information.

· 
Awareness and understanding of likely costs associated with work in the field of town planning, urban regeneration and property development as part of understanding the role of the ATLAS service in the light of the drive towards greater efficiency in the public sector and need to demonstrate evidence of overall financial and non-financial benefit. 

CORE WORK REQUIRED 
ATLAS is seeking external independent service providers to undertake the project impact evaluation work up to the end of March 2016 (with the option of two additional 12 month extensions.) To ensure a degree of continuity to previous evaluation & reporting procedures we would propose to follow the same core procedures that are currently in place. However, this does not rule out any proposed adaptation, innovation or alternative approach that service providers may consider appropriate to deliver the same outcomes. Your response to this scope of works should confirm your proposed approach.

As part of the Project Impact Evaluation process, ATLAS will make all necessary project information available to the appointed service providers. This will include a monthly a list of projects to be evaluated that includes all the necessary contact information, project summary information as well as information relating to the ATLAS team members involved, live and/or recent tasks completed, and timesheet data. 

The proposed core procedures are:

· 
ATLAS supply necessary information to the appointed service providers on a monthly basis, and make initial contact with potential interviewees to ensure they are aware they will be approached to be interviewed. 

· 
Service providers assimilate and review the material and contact the (defined) lead ATLAS team member on each project to run through recent activity and any issues from our perspective to inform interviews. 

· 
The service providers organise appointments with the interviewees and subsequently undertake telephone interviews with the key external project partners to obtain both a qualitative commentary on ATLAS role, impact and performance, and scores against the relevant added-value criteria. 

· 
The results of the interviews are then written up and supplied as a monthly report back to ATLAS, including excel-compatible data on project scoring.    
· Six monthly reports should also be produced to draw together findings from the 6 individual monthly reports, enabling trend based and summary analysis to be presented.  
The overall deliverables from the service provider normally take the form of monthly reports to ATLAS. It is anticipated that the turnaround between the initial provision of information and return of a report relating to it is between 6 and no more than 8 weeks. Assuming that ATLAS provides appropriate information to the service provider by the end of the first week of a calendar month, interviews should then be undertaken and the associated monthly report should be submitted to ATLAS no later than the end of the following calendar month.

For the purposes of costing the service provider should assume that approximately 15-20 separate interviews would be required per month across a selection of projects. We envisage that approximately 250 will need to be undertaken during each annual period. This average should be treated with some flexibility as there is likely to be fluctuation both over the number of separate projects interviewed in any one month and the number of interviews necessary per project. Hence the total number of interviews undertaken per month may rise and fall, but reflect the average over the course of the overall evaluation extension period. 

In each year, two 6-monthly reports should also be produced to draw together findings and scores relating to the previous six month period; identifying trends and /or learning points from the evaluation outcomes. The expectation is that these bi-annual reports will also quantify and contextualise the financial and non-financial benefits of the teams’ work. Estimates of cost savings should be drawn together based upon the monthly interview and reporting process, validated & tested to enable an accurate cost saving to be defined. 

3 
The Contract

A digital copy of the draft contract has been provided with this document.

Please note that this is our Agency Standard Contract and only minor amendments can be considered.

· Subject to termination/suspension, the contract will run be for a period of 12 month period  until 31st March 2016, with the option for the HCA to extend for 2 additional 12 month extensions
· Copyright and all other intellectual property rights shall vest and belong to HCA absolutely. 

      

· The service provider will be prohibited from delegating and/or sub-contracting work without the prior written consent of HCA. 
· The Contract may be terminated or suspended by HCA by written notice whether the service provider is in default or not. 
4 
Administration of the Contract

The Contract shall be administered by 
Robert Smith

Senior Planning Manager; 
Advisory Team for Large applications (ATLAS) 
based at Homes and Communities Agency Office in Bedford.
5 
Pricing

A pricing schedule has been provided with this Tender (Form B5) which must be completed and returned as part of the Tender Response.
Tenderers are required to bring forward the total fixed price to the Form of Tender contained within Form B6.
Please ensure Form B6 is at the front of your response.

On your pricing schedule, please submit your fee bid according to the 4 outlined stages:

· Scoping & Inception – This refers to time familiarisation with the project, gathering key information and being briefed by ATLAS staff on the background and requirements.

· Data Capture / Analysis – This refers to time spent in preparing and assimilating information for use in the interview process and collecting subsequent qualitative & quantitative data, and the interviewing processes themselves. 

· Reporting – This refers to time spent collating the qualitative & quantitative data and preparing monthly and 6-monthly reports and statistical feedback.

· Management & Admin – This refers to internal time necessary to manage and administrate the project, including communicating with ATLAS.

6 
Procurement Process and Timetable

The successful Tenderer will be appointed through the one stage process whereby those who respond to the Contract Notice will be sent an Invitation to Tender which comprises a Mandatory Pre-Qualification Questionnaire, Quality Evaluation & Pricing Schedule.

The procurement timetable is set out below.  

	Procurement Stage
	Indicative Date

	Contract Notice published
	Friday 13th February 2015

	Deadline for Expressions of Interest
	Friday 27th February 2015

	Issue of Invitation to Tender Document
	Wednesday 4th  March 2015

	Deadline for Tender Questions 
	Friday 13th March 2015

	Deadline for Tender Submissions
	Wednesday 25th March 2015 at 1pm

	Notification of intention to award contract
	Monday 30th March 2015

	Contracts awarded and signed
	Wednesday 1st April 2015

	Commencement 
	Wednesday 1st April 2015


This timetable is intended as a guide and, whilst the HCA does not intend to depart from the timetable, it reserves the right to do so at any time.

A Mandatory PQQ section will be required to be completed and passed before further analysis of the tender submission.
Section 14 sets out the criteria & scoring methodology on which this tender exercise will be evaluated.  Tenderers should refer to this information throughout the completion of ‘Part B: Documents to be Returned’.

7 
Instructions for Completion

Tenderers are invited to complete all parts of the enclosed ‘Part B: Documents to be Returned’ and submit, together with any requested supporting information, by the due date for return.

Tenderers should provide a single point of contact in their organisation for their response to the Tender Document.  The HCA will not be responsible for contacting the Tenderer through any other route other than the nominated contact.  The Tenderer must, therefore, undertake to notify any changes to the contact promptly.

Tenderers should answer all questions as accurately and concisely as possible in the same order as the questions are presented.  Where a question is not relevant to the Tenderer’s organisation, this should be indicated with an explanation.

Questions should be answered in English.

Tenderers should ensure all requested information is provided in accordance with the Tender Checklist provided within Form B7 Information supplied will be checked for completeness and compliance with the instructions before responses are evaluated.

Failure to provide the required information, make a satisfactory response to the question, or supply documentation referred to in responses, within the specified timescales, may mean that the Tender is not further evaluated.  

In the event that none of the responses are deemed satisfactory, the HCA reserves the right to terminate the procurement and where appropriate re-advertise the Contract.

Tenderers must be explicit and comprehensive in their response to this Tender as this will be the single source of information on which responses will be evaluated.  

Tenderers are advised neither to make any assumptions about their past or current supplier relationships with the HCA nor to assume that such prior relationships will be taken into account in the evaluation procedure.

8 
Procurement Queries

The HCA’s named point of contact for the procurement of this contract is Robert Smith, Senior Planning Manager. All requests for further information in respect of the Contract should be sent using the contact details below.  

Any questions in respect of this Tender should be submitted in writing:

By e-mail to:  
ATLAS@hca.gsi.gov.uk
By post to:
ATLAS
Homes and Communities Agency

Manton Lane

Bedford

MK41 7LW

All Questions must be received by Friday 13th March 2015
Tenderers should specify in their clarification question if they wish the clarification to be considered as confidential between themselves and the HCA.  The HCA will consider any such request and will either respond on a confidential basis or give the Tenderer the right to withdraw the clarification question.  If the bidder does not elect to withdraw the question, and the HCA considers any clarification question to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all prospective service providers who have responded. 

All responses received and any communication from service providers will be treated in confidence but will be subject to the above. 

9 
Transparency

This procurement and award of this Contract is subject to the transparency arrangements being adopted by the UK Government. These arrangements include the publication of Tender documentation issued by the HCA and the Contract between the HCA and supplier.  Tenderers should highlight any areas they consider commercially sensitive in order for the HCA to be able to honour our transparency obligations without undermining the Tenderer’s commercial interests. 

The contract value associated with the successful Tender and the name of the Tenderer may be published.  As part of the Governments Transparency Agenda, HCA regularly makes available details of expenditure in excess of £500.00 by supplier.

10 
Freedom of Information

Candidates are advised that the HCA is subject to the Freedom of Information Act 2000 ("The Act"). If a candidate considers that any of the information supplied as part of this procurement procedure should not be disclosed because of its commercial sensitivity, confidential or otherwise, they must, when providing this information, clearly identify the specific information they do not wish to be disclosed and clearly specify the reasons for its sensitivity. The HCA shall take such statements into consideration in the event that it receives a request pursuant to the Act which relates to the information provided by the interested party. Please note, it is insufficient to include a statement of confidentiality encompassing all the information provided in the response.

11 
Bribery and Corruption

The HCA takes a zero-tolerance approach to bribery and corruption and sets high standards of impartiality, integrity and objectivity in relation to the stewardship of public funds and the management of its activities. The principles contained within this policy apply to both internal and external audiences, including anyone wishing to undertake business or engage with the HCA.

Please refer to our Anti-bribery and Corruption Policy for further information.
12
Health and Safety 

As part of the procurement process, the HCA needs to be satisfied that you have systems in place for managing health and safety within your business.
Organisations wishing to tender for HCA contracts which involve physical works or services such as construction, demolition or building maintenance, must be registered and assessed by a prequalification assessment scheme which is a member of SSIP (Safety Schemes in Procurement).  
Registration and assessment must be in place prior to being invited to formally tender for the project or works.  Further information on SSIP and details of assessment scheme members can be found on http://www.ssip.org.uk/.

If you are already registered and compliant with a SSIP approved scheme, then you do not need to do anything more other than to confirm your registration and assessment, and provide evidence in your PQQ response.  This will then be checked and verified.

If you are a designer (construction related) or providing CDM Coordinator services, you will need to be registered and assessed as a Designer or CDMC. Details of SSIP schemes which undertake such assessments can be found at http://www.ssip.org.uk/.

If you are not currently registered and assessed as compliant with a SSIP approved scheme, then you will need to do so before being invited to tender.

Although the HCA recognises any SSIP approved scheme, its preferred prequalification scheme is CHAS (Contractor Health and Safety Assessment Scheme) which is a member of SSIP.  In order to register with CHAS and undergo an assessment you will need to visit the CHAS website http://www.chas.gov.uk/downloadq.asp and download the relevant application forms. 

There is one form for employers with 5 employees or over (Appendix 2) and one for employers with less than 5 employees and sole traders (Appendix 2a).
Please follow the online instructions and guidance for completing your application form and arranging for your application to be assessed. Please note that CHAS will charge a small fee to cover the cost of your assessment. Details of fees can be obtained from the web site. 
Your application should normally be assessed within 10 to 15 working days of CHAS receiving your completed questionnaire; however, it is recommended that you apply as soon as possible to ensure that your registration is in place and satisfactory prior to submitting your PQQ. 
Asbestos Related Work

Any contractor tendering for asbestos related works e.g. removal, encapsulation, must be licenced by the HSE, and a member of  ARCA (Asbestos Removal Contractors Association) or ACAD (Asbestos Control & Abatement Division).  Contractors who do not meet this criteria at PQQ stage will not be invited to tender.

It is also important to point out at this stage in the process that the HCA will appoint its own UKAS accredited asbestos consultants for undertaking monitoring works and clearance testing. 

Additional Guidance on SSIP registration for organisations providing low risk or ‘soft’ services

Organisations tendering to provide services which can be described as ‘low risk’ are exempt from registering with a Safety Schemes in Procurement (SSIP) pre-qualification scheme at tender stage. 

However, these organisations will still need to demonstrate that they have a written health and safety policy, or in the case of the self-employed or employers which employ less than 5 people, have arrangements in place to manage health and safety within their business.  

Basically, services which are considered to be low risk are those which do not involve any physical works or services.

Examples of services which are considered low risk are as follows:-

· Any organisation supplying goods only, such as, office stationary and equipment, marketing merchandise, printed literature, subscriptions, software suppliers etc.

· Back office services, such as, software developers or suppliers, web hosting, accountancy firms, legal services etc.

· Training companies delivering training internally or externally.

Examples of works or services which are not considered low risk and require full registration with a SSIP scheme at PQQ stage include but not limited to:

· Any construction or building works e.g. infrastructure works, demolition, building maintenance including the servicing of building plant and equipment (mechanical and electrical).

· Design work for buildings or structures, project management, site inspection, surveying or any other similar services.

· CDMC services

· Building, estate and facilities management services.

The above lists are not exhaustive but if you do have any doubt then please contact the HCA Health and Safety Manager.
13 
Submission of Tender

A response to this Tender is required by 1pm on Wednesday 25th March 2015  

Tenderers must submit their Tender by paper submission (one hard copy) with a full supporting digital copy (one digital copy including all supporting material) on a suitable storage device (CD/Memory Stick).   

The completed Tender MUST be returned using the digital tender label provided by post.    Tenderers should ensure that suitable provision is made to ensure that the document is received by the deadline.

Completed Tender documents may be submitted at any time before the closing date.  Please note that completed Tenders received after the closing date may be rejected.  Tenderers must ensure that any changes to their contact details are communicated to the HCA or they will be unable to receive communications from the HCA.

Responses will be evaluated in accordance with the evaluation criteria set out in Section 14.   

The HCA does not bind itself to accept any Tender. The Contract will be awarded on the basis of the most economically advantageous tender.

The HCA expressly reserves the right to require Tenderers to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in the Tender.  
14 
Evaluation Criteria 

	RELATING TO PART B, SECTION B3 - MANDATORY PQQ

	· All Tenderers are required to complete the Mandatory PQQ.
· Criteria for Evaluation are Pass or Fail.
· The Mandatory PQQ will be evaluated first.  If a Tenderer ‘fails’ any element of the Mandatory PQQ, then further Quality and Price submissions will not be evaluated.
· Scoring from the Mandatory PQQ will not be taken forward to the ‘Overall Score’, this will be based on ‘Quality and Price’.
	Scoring methodology:
Pass – all information/documentation provided
Fail – major information requirements missing
If any part is left incomplete the section will be marked as Fail 


	Section
	Title
	Assessment
	Guidance

	Legal Standing

	1.1
	Submission Information
	Pass/Fail
	Pass – all information/documentation provided
Fail – major information requirements missing
If any part is left incomplete the section will be marked as Fail.  If the question is not applicable, please mark your response as “N/A” and provide a brief explanation.  

	1.2
	Basic details of your organisation
	Pass/Fail
	Pass – all information/documentation provided
Fail – major information requirements missing
If any part is left incomplete the section will be marked as Fail.  If the question is not applicable, please mark your response as “N/A” and provide a brief explanation.  

	1.3
	Minimum Insurance Levels
Employers Liability  £5 million  minimum requirement 
Public Liability £5 million minimum requirement
Professional Indemnity  £5 million minimum requirement

	Pass/Fail
	Pass – Minimum requirements for insurance are in place.  
Please note requirement to submit evidence of the above (e.g. Insurance Policy, Certificate and requirement to submit evidence of insurance carried by Sub-Insurer).
Fail – Minimum requirements for insurance are not in place.  Information requirements are missing.

	1.4
	Health & Safety


	Pass/Fail
	Pass – Member of SSIP approved scheme, and enforcement and accident data provided.

Fail - not assessed by a SSIP approved scheme and/or enforcement and accident data not provided.

	2. Techncial and Business Capacity

	2.1
	Business Activities
	Pass/Fail
	Pass – Business details provided, service not a new departure for Tenderer 
Fail – Information requirements are missing, service is a new departure for Tenderer


	RELATING TO PART B, SECTION B4 - QUALITY

	· Quality will account for 70%of the Overall Score. 
· Guidance notes have been provided below which indicate to Tenderers information that the HCA will use to evaluate a response.
· Evaluation criteria will be based on a scoring of 0 – 10, the details of which are shown to the right.
	
	Scoring methodology:
0          No response to the requirement was provided
1 – 3    Poor response to requirement and no examples provided
4 – 6    Average response to requirement and some examples provided
7 – 8    Good response to requirement and good range of examples provided
9 – 10  Excellent response to the requirement good range of examples, highly relevant to  the works required


	Number
	Criteria
	Demonstrated by
	Weighting 

	1
	A written statement that addresses your:

1. Approach to evaluation, the proposed methodology and techniques to be deployed;

2. Response to core procedures and any suggested amendments / improvements or innovations;
3. Proposed response to the defined key issues and challenges, and any others of relevance to delivering this commission;
4. Ability to display the following key characteristics: (a) independence & impartiality; and (b) diplomacy, tact and customer service within a framework of equalities and inclusion.
Maximum page limit = 4 x sides of A4 paper
	· Providing examples of your approach to evaluation work; various research, analysis & evaluation techniques.
· Outlining approach to dealing with multiple stakeholders with differing and sometimes conflicting perspectives.
· Outlining methodology of producing qualitative reports and commentary within an environment where there may be fluctuations in workload.

	40%

	2
	- A written statement that addresses:

1. Your company’s expertise in undertaking research and evaluation projects for a range of clients (public and private sector) nationwide across England.
2. Your company’s expertise in the area of working in the town planning, property development and/or urban regeneration fields.
Set out the specific individuals that will undertake the commission, a summary of their roles in the project and CVs that demonstrate their roles and capabilities in other relevant project examples.

Maximum page limit = 2 x sides of A4 paper (excluding CV’s & Project examples which can be supplied separately)
	· A broad level of expertise of undertaking research and project evaluation

· A broad level of expertise of development/planning issues relevant to the delivery of large-scale planning applications

· Discretion and working with confidential views & issues.
	30%


	RELATING TO PART B, SECTION B5 - PRICE

	Price will account for 30% of the Overall Score
The contract will be awarded on the basis of the overall most economically advantageous tender submitted to the HCA.  This will be calculated based upon the submitted tender price in relation to the lowest priced tender received (as illustrated in the worked example overleaf)
A total of 30 marks are available.


	Criteria
	Demonstrated by
	Weighting 

	Price
	· Completed Pricing Schedule
	30%


Illustrative Scoring Approach

Worked example of how your Quality scores will be used to give a weighted score

	Firm
	Q1- Score out of 10
	Weighting
	Weighting Multiplier
	Weighted Score

	A
	6
	40%
	4
	24

	B
	8
	40%
	4
	32

	C
	2
	40%
	4
	8


	Firm
	Q2 - Score out of 10
	Weighting
	Weighting Multiplier
	Weighted Score

	A
	4
	30%
	3
	12

	B
	5
	30%
	3
	15

	C
	6
	30%
	3
	18


Worked example of how your price will be used to calculate a score
 

	Firm A
	Firm A Form of Tender price
	Lowest price as % of Firm A price
	Firm A marks out of 30

	
	350
	350/350 = 100%
	100%*30 = 30

	Firm B
	Firm B Form of Tender price
	Lowest price as % of Firm B price
	Firm B marks out of 30

	
	700
	350/700 = 50%
	50%*30 = 15

	  Firm C
	Firm B Form of Tender price
	Lowest price as % of Firm C price
	Firm B marks out of 30

	
	500
	350/500 = 70%
	70%*30 = 21


Worked example of Overall Result
	Firm
	Quality Score

Question 1
	Quality Score Question 2
	Price Score
	Total Score
	Ranked Position

	A
	24
	12
	30
	66
	1

	B
	32
	15
	15
	62
	2

	C
	8
	18
	21
	47
	3
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· The Tenderer SHOULD RETURN ALL DOCUMENTS within the following section as part of their Tender response as detailed within Form B7
Form B1 Acknowledgement of Receipt and Intention to Respond

ATLAS Project Impact Evaluation Service
HCAP15092
Please post or e-mail this acknowledgement within 48 hours of receipt of these Tender documents

Please Send Acknowledgement To:

To:
                      Robert Smith

ATLAS

Homes and Communities Agency


Manton Lane


Bedford


MK41  7LW
E-Mail:


ATLAS@hca.gsi .gov.uk
I/we acknowledge receipt of the Tender documents in respect of the above Tender.

· We intend to respond to this Invitation to Tender by the due date of Wednesday 25th  March  2015
· We are not responding to this invitation to Tender and will return all associated material to the Homes and Communities Agency
Date of Receipt:

Company:

Name:
Signed:
Position:
Form B2 Certificate of Non-Collusion and Non-Canvassing
In recognition of the principal that the essence of Tendering is that the Homes and Communities Agency shall receive bona fide competitive Tenders from all those Tendering:
WE CERTIFY THAT:
1. The Tender submitted herewith is a bona fide Tender that is intended to be competitive.
2. We have not fixed or adjusted the amount of the Tender under or in accordance with any agreement or arrangement with any other person.
3. We have not done and we undertake that we will not do at any time before the hour specified for the return of the Tender any of the following acts:
(i) communicate to a person other than the person calling for this Tender, the amount or approximate amount of the proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender);
(ii) enter into an agreement with any person that they shall refrain from Tendering or as to the amount of any Tender submitted; and
(iii) offer to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to have done in relation to any other Tender, any act or thing of the sort described above.
5 We have not canvassed or solicited any employee of the Homes and Communities Agency, in connection with the award of this Tender or any other Tender or proposed award of the Tender for the supply of Goods and Services and that to the best of our knowledge and belief nor has any person employed by us or acting on our behalf, done any such act.
6 We further hereby undertake that we will not in the future canvass or solicit any employee of the Homes and Communities Agency, in connection with this Tender or any other Tender or proposed Tender for the supply of Goods or services and that no person employed by us or acting on our behalf will do any such act.
IN THIS CERTIFCATE
1. ‘Person’ includes any person, any body or association corporate or incorporate.
2. ‘Any agreement or arrangement’ includes any transaction of the sort described above, formal or informal and whether legally binding or not.
3. ‘Any canvassing or soliciting’ includes any direct or indirect canvassing or any attempts to obtain information by any means.
	Signed:
	Date:

	Name:
	In the Capacity of:

	Duly authorised to sign for and on behalf of:


Form B3 Mandatory PQQ

Introduction to Mandatory PQQ
The Mandatory PQQ sets out the information which is required by the HCA in order to assess the capability of potential providers.  In assessing the answers to the questions, the HCA will be seeking evidence of the Tenderer’s capability to perform the services.  Qualification criteria will be a combination of both financial and non-financial factors.
Tenderers must complete all sections of the Mandatory PQQ.  The Mandatory PQQ will be evaluated prior to reviewing Quality/Price information.  The Mandatory PQQ is evaluated on Pass/Fail criteria.  Should a Tenderer ‘Fail’ any section then Quality/Price information will not be reviewed.
1
Legal Standing
1.1 
Submission information

Organisation Details
Full Legal name, address and website of the Applicant in whose name the Pre-Qualification Questionnaire (PQQ) will be submitted:
	Name of the organisation for which this PQQ has been completed 
	

	Address:
	

	Post Code:
	

	Fax Number:
	

	E-Mail Address:
	

	Website:
	


Contact Details

Please Note: Applicants should provide a single point of contact in their organisation for their response to the Pre-Qualification Questionnaire.  The HCA will not be responsible for contacting the Applicant through any other route other than the nominated contact.  The Applicant must, therefore, undertake to notify any changes to the contact promptly.

	Contact name for enquiries about this PQQ submission:
	

	Contact position (Job Title):
	

	Address:
	

	Post Code:
	

	Telephone Number:
	

	Fax Number:
	

	E-Mail Address:
	


	I declare that to the best of my knowledge the answers submitted in this Pre-Qualification Questionnaire and any supporting modules are correct.  I understand that the information will be used in the evaluation process to assess my organisation’s capability to meet the HCA’s requirements.

	Signature:
	


1.2
Basic Details of Your Organisation
	Contact name for enquiries about your organisation:
	

	Contact position (Job Title):
	

	Address:
	

	Post Code:
	

	Fax Number:
	

	E-Mail Address:
	

	website:
	

	Company Registration number (if applicable):
	

	Charities or Housing Association or other Registration number (if applicable):

Please specify registering body:
	

	Date of Registration:
	

	Registered address if different from the above:
	

	Is your organisation: (Please tick one)
	

	i)
a public limited company?
	

	ii)
a limited company?
	

	iii)
a partnership
	

	iv)
a sole trader
	

	v)
other (please specify)
	

	Name of (ultimate) parent company (if applicable):
	

	Company’s House Registration number of parent company (if applicable):
	


1.3
Insurance
Please provide details of your current insurance cover Value.  

	Employers Liability Insurance

	Employer’s Liability, required level:  £5 million 
	YES / NO (please delete)

	Name of Insurer(s)
	

	Registered Office 
	

	Business Description 

(as shown on Policy)
	

	Policy Number(s)
	

	Expiry Date
	

	Limits of Indemnity (per occurrence and aggregate)
	

	Excess (if any, for each and every claim)
	

	Insurance Policies, Certificates or other evidence provided
	YES / NO (please delete). Where sub-contracting or consortia please provide insurance details of all organisations)


	Public Liability Insurance

	Public Liability , required level: £5 million
	YES / NO (please delete)

	Name of Insurer(s)
	

	Registered Office
	

	Business Description 

(as shown on Policy)
	

	Policy Number(s)
	

	Expiry Date
	

	Limits of Indemnity (per occurrence and aggregate)
	

	Excess (if any, for each and every claim)
	

	Insurance Policies, Certificates or other evidence provided
	YES / NO (please delete). Where sub-contracting or consortia please provide insurance details of all organisations)


	Professional Indemnity Insurance

	Public Liability , required level: £5 million
	YES / NO (please delete)

	Name of Insurer(s)
	

	Registered Office
	

	Business Description 

(as shown on Policy)
	

	Policy Number(s)
	

	Expiry Date
	

	Limits of Indemnity (per occurrence and aggregate)
	

	Excess (if any, for each and every claim)
	

	Insurance Policies, Certificates or other evidence provided
	YES / NO (please delete). Where sub-contracting or consortia please provide insurance details of all organisations)


1.4
Health and Safety
1.5.1 Is your organisation registered with a health and safety prequalification scheme which is registered with Safety Schemes in Procurement (SSIP)?

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 

If yes, please provide the name of scheme that you are registered with and date of registration below, and then go to question 1.5.2.

	



If you are not registered, then please enclose a copy of your health and safety policy document with your submission.


If you are self employed or employ less than 5 people and do not have a written health and safety policy document, then briefly outline your arrangements below for managing health and safety within your business.

	


1.5.2 Has your organisation been subject to enforcement action taken by the Health and Safety Executive (HSE) or local environmental health departments in the last 3 years?  This includes the serving of improvement and prohibition notices as well as prosecutions. Please note that the online HSE enforcement database will be checked.

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 
If yes, please provide details including any remedial action taken.

	Date
	Details of notice served or prosecution
	Action taken to remedy the issue prevent recurrence

	
	
	

	
	
	

	
	
	


1.5.3 Has your organisation had to report any injury, disease or dangerous occurrence to the enforcing authorities as defined under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) within the last three years?

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 


If yes, please provide details in the table below.

	Year
	No of over 3 day injuries
	No of Major Injuries
	No of Fatal

injuries
	No of Injuries to the public
	No of Industrial

Diseases
	No of Dangerous Occurrences
	Average

No of workers employed in the period

	2010/11
	
	
	
	
	
	
	

	2011/12
	
	
	
	
	
	
	

	2012/13
	
	
	
	
	
	
	


2
Technical and Business Capacity

2.1 
Business Activities

2.1.1
What are the main business activities of your organisation?

	500 Word Limit



2.1.2 How many staff does your organisation have?

	


2.1.3 If you are a sole trader, please say so:

	Yes
	

	
	

	No
	


3
Completion Checklist

3.1
List of enclosures/attachments

Please confirm that you have completed all the sections within this PQQ and where appropriate; that you have enclosed the relevant information with your completed submission.

	Section
	Completed (Yes/No)
	Enclosed (Yes/No)

	1
Legal Standing

	1.1
	Submission information
	
	

	1.2
	Basic details of your organisation
	
	

	1.3
	Insurance
	
	

	1.4
	Health and Safety
	
	

	2
Technical and Business Capacity

	2.1
	Business activities
	
	


Form B4 Quality Submission
To enable the HCA to evaluate the quality element of the Award Criteria, we require Tenderers to provide a response to the delivery of the Scope of Services outlined in Section 2.
The page limits for each set of questions is set out below. Any text beyond this will be ignored and will not be evaluated.
Tenderers should refer to Section 14, contained within Part A of this document as to the relevant weighting of each question and the scoring framework that will be used within the evaluation.
	A written statement of no more than 4 x sides of A4 paper that addresses your company’s:

1. Approach to evaluation, the proposed methodology and techniques to be deployed;

2. Response to core procedures and any suggested amendments / improvements or innovations;
3. Proposed response to the defined key issues and challenges, and any others of relevance to delivering this commission;
4. Ability to display the following key characteristics: (a) independence & impartiality; and (b) diplomacy, tact and customer service within a framework of equalities and inclusion.
 


	A written statement of no more than 2 x sides of A4 paper that addresses:
1. Your company’s expertise in the area research and evaluation projects for a range of clients (public and private sector) nationwide across England.
2. Your company’s expertise in the area of town planning, property development and/or urban regeneration fields.
Set out the specific individuals that will undertake the commission, a summary of their roles in the project and other relevant project examples.

Individual CV’s & Project examples/case study material can be provided separately to the above statement.


Form B5 Pricing Schedule
The completed pricing schedule should be returned as part of the Tender Return.  Total price should be carried forward to the Form of Tender within Form B6.
Suppliers MUST complete and return the below Project Cost Schedule which sets out the breakdown by individual, stage and overall totals for each annual period.

	Staff Details
	(details)
	
	
	
	
	
	
	
	
	

	Name of Individual
	
	
	
	
	
	
	
	
	
	

	Organisation (if Consortia)
	
	
	
	
	
	
	
	
	
	

	Position
	
	
	
	
	
	
	
	
	
	

	Day Rate
	
	
	
	
	
	
	
	
	TOTALS

	Days Input by Project Stage / Activity to end March 2016
	(days)
	
	
	
	
	
	
	
	All days by activity
	All fee by activity

	Scoping/inception
	
	
	
	
	
	
	
	
	
	

	Data capture/analysis
	
	
	
	
	
	
	
	
	
	

	Reporting
	
	
	
	
	
	
	
	
	
	

	Management & admin
	
	
	
	
	
	
	
	
	
	

	Total days by individual
	
	
	
	
	
	
	
	
	
	

	Total fee by individual
	
	
	
	
	
	
	
	
	
	


	Total Price 
	Initial Term to end March ‘16
	
	This contract includes the potential to extend the work undertaken during the initial term for two 12 month extension periods. Tenderers should set out their overall fee bids for these periods in the boxes to the right, but do not have to submit full breakdowns by individual or stage. Formal confirmation of future fees would be confirmed prior to each extension subject to any changes in the scope of works..
	
	Total Price 
	12 month period to end March 2017
	12 month period  to end March 2018

	All Labour 
	
	
	
	
	All Labour
	
	

	Expenses & other costs
	
	
	
	
	Expenses & other
	
	

	Sub Total (ex VAT)
	
	
	
	
	Sub Total (ex VAT)
	
	


Form B6 Form of Tender
Homes and Communities Agency
FORM OF TENDER – TENDERERS TO CARRY FORWARD TOTAL PRICE FROM PRICING SCHEDULE

ATLAS Project Impact Evaluation Services
HCAP15092
Chief Executive

HCA

I/We………………………………………...........................……….............................(Tenderer’s name)
having read the tender documentation delivered to us and do hereby offer to provide ATLAS Project Impact Evaluation Services described for the sum carried from the Pricing Schedule of:
	End March 2016
	

	End March 2017*
	

	End March 2018*
	


* Formal confirmation of future fees would be confirmed in writing prior to each extension subject to any agreed changes in scope of works. 
(Amounts in words)
I/We confirm that we currently hold (or agree to effect) Public Liability/Third Party Insurance indemnifying us and the Employer against such liability with a limit of indemnity of not less than [insert value] in any one accident, unlimited in any one year.
I/We understand that it may be necessary to negotiate a level of cost acceptable to the Employer.
I/We agree and understand that no insertion or endorsement made to this Form of Tender or any other conditions made by the Tenderer in connection with this tender figure will be accepted by the Employer and any such insertion, endorsement or condition shall render the tender liable to rejection by the Employer.
Dated this................…………..……. day of …………………………........……......................[insert year]
SIGNED*…….........................…………........ WITNESS ………………………………………..........
PRINTNAME..........................………..……... ADDRESS ………………………………...................
POSITION IN COMPANY ............………………..           …………….……………………….............
NAME & ADDRESS OF COMPANY……….................. WITNESS.……….………………..................
…………………………...........................………..........ADDRESS........…………..…………………...
..........................................………………..…………….           ……................…………………..
*IN THE CASE OF PARTNERSHIPS OR SOLE PRACTITIONERS A PARTNER OR THE SOLE PROPRIETOR MUST SIGN HERE.
The Agency does not bind themselves to accept any tender and no expense by a person submitting a tender will be paid for.
Form B7 Tender Return Checklist
In order to allow the Homes and Communities Agency to evaluate your submission and assist your organisation in ensuring it has submitted a compliant Tender, please confirm that you have completed the following sections and enclosed the relevant documents as detailed in the Tender Documentation by completing the following (delete as appropriate):

	Completed section

	Form B1: Acknowledgement of Receipt and Intention to Respond
	YES / NO

	Form B2: Certification of Non-Collusion and Non-Canvassing
	YES / NO

	Form B3: Mandatory PQQ
	YES / NO

	Form B4: Quality Submission
	YES / NO

	Form B5: Pricing Schedule
	YES / NO

	Form B6: Form of Tender
	YES / NO

	Form B7: Tender Return Checklist
	YES / NO


	Publication date: [insert publication date]


Homes and Communities Agency
ATLAS
Manton Lane
Bedford
MK41 7LW
ATLAS@hca.gsi.gov.uk
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