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1. Introduction

1.1. HM Revenue & Customs (HMRC) wishes to commission a supplier from the DWP/HMRC social and economic research framework to undertake research to quantify small business engagement with Making Tax Digital (MTD). The project will investigate the needs, attitudes, behaviours and digital capability of businesses in relation to engagement with HMRC’s Making Tax Digital programme and produce a segmentation of the small business population based on these characteristics.

1.2. The appointed supplier will need to deliver this large-scale quantitative research to a tight timetable with HMRC intending for this contract to be in place by the end of June with initial findings available in October and final outputs delivered by December 2016.

1.3. HMRC will maintain the overall management of the project.


1.4. The contract will be awarded to the organisation deemed to best meet HMRC’s requirements and provide best value for money. Assessment will be based on the factors included in section 12.

2. Context

Making Tax Digital Programme

2.1 Making Tax Digital (MTD) will transform the tax administration so it is more effective, more efficient and easier for taxpayers. At Autumn Statement 2015
 the government announced that through MTD, by 2020, most businesses, self-employed people and landlords would be required to use digital tools (such as software and apps) to keep track of their tax affairs and update HMRC quarterly, or more frequently if they chose to do so, via their digital tax account. The case for doing so was threefold: 

· a better experience for the business from the confidence that they had got their tax right, and with that a level of certainty that enabled them to plan their cash flow more effectively; 

· a level playing field for businesses with a significant reduction in the tax gap caused by small business error; and 

· a reduction in the administrative burden (post transition) of dealing with HMRC.

2.2 HMRC will conduct a formal consultation around the principles of MTD later in 2016, which will inform its final design. In addition to this consultation, research is needed to ensure that the design and delivery of MTD is based on a comprehensive understanding of small businesses ability and/or willingness to engage with MTD. The scope of this research covers small businesses
 only, including the self-employed and landlords who fall within this remit. This study will build on previous research conducted by HMRC such as work to understand the impact of taxation cycles on small and mid-sized businesses, published in 2015
, alongside recently completed qualitative work that will be made available to the successful bidder ahead of its publication later in the year.  

Existing MTD research

2.1. HMRC has a good understanding of the small business population in terms of its composition and how such businesses behave in their tax administration. The aforementioned MTD focused qualitative research aimed to explore attitudes and behaviours across the small businesses population that would potentially influence their engagement with the requirements of MTD. 

2.2. The findings from the qualitative research have highlighted a set of core, yet inter-related, factors that will strongly influence engagement with MTD. These include:

· Current record keeping practices: Where digital use is currently low, concerns exist that need to be addressed, though even this group accepts the need to move to digital and will comply within a mandated environment created within MTD.

· Size of business: The smallest businesses are most likely to be paper-based and therefore potentially most resistant to change due to the need to move to digital record keeping and updating of HMRC. Businesses at the larger end of the small business population are more likely to be digitally-based currently and concerns exist around the extent to which they will be required to amend their current systems.

· Level of digital confidence: This is linked again to existing record-keeping practices.  More broadly where existing capability, use or access to internet and digital is low in both business and personal practices, there is a lower level of digital confidence.  This group is most resistant to and concerned by MTD requirements.  Where digital confidence is higher, there is much more limited resistance to MTD. This may be because assumptions exist around appropriate support being available to smooth any transition.

· Nature of the business: A number of factors across sectors, size etc. were identified as influencing potential engagement. A key factor was businesses with fluctuating/inconsistent cash flow. Regardless of existing record-keeping practices, views were expressed around the value to this group and HMRC of quarterly updating given the picture for them will fluctuate quarter to quarter.  

· Sector: Whilst not restricted to individual sectors, issues affecting engagement (e.g. fluctuating income) were more prevalent in some sectors.  

2.3. As demonstrated by the research undertaken to date, small businesses are not a homogenous population in terms of their potential engagement with MTD. The MTD population spans businesses with relatively straightforward needs in terms of their digital interaction with HMRC, to businesses who are unwilling or not capable of engaging digitally. This provides challenges to HMRC in terms of directing its support to ensure that businesses are ready to meet the requirement for their interactions with HMRC to become digital. 

2.4. The existing research does not enable HMRC to quantify the level of identified attitudes and behaviours across the small business population that are likely to influence their engagement with MTD. This research therefore seeks to provide this robust quantitative evidence. 


3. Research Aims & Objectives

Aims

3.1. The main aim of this research is to quantify and segment the small business population in terms of the prevalence of particular attitudes, behaviours, demographics and capabilities which will influence their likely engagement with MTD. 


3.2. By identifying, quantifying and segmenting the small business population in terms of its engagement with MTD, the proposed study will deliver evidence that will be essential in helping HMRC to:

· Identify the size and scale of groups with particular attitudinal, behavioural and capability issues (e.g. current digital engagement and use of agents) influencing their likely engagement with MTD, and the factors likely to act as a barrier or lever to business engagement within each identified group.

· Support identification of priority groups to target (based on understanding of scale of resistance or size of particularly resistant groups, as identified by the research) with communications, stakeholder engagement and support that addresses identified attitudinal, behavioural or capability based issues.


· Inform MTD design and engagement activity, such as communication and support, targeted at identified segments. 

· Model the scale of behavioural responses based on a robust understanding of the size of groups likely to respond given their attitudinal, behavioural and capability based factors.


Objectives 

3.3. The principle objectives for this research are to: 

i) Develop a survey of the UK small business population that investigates the factors likely to influence engagement with MTD requirements


ii) Provide robust quantitative evidence, representative of UK small businesses (by size and sector), on prevalence of those factors influencing businesses’ potential engagement with MTD requirements.  Including:


· Attitudes towards MTD requirements on digital record keeping and quarterly updating (or more frequently if they choose) (e.g. engagement, understanding, perceived benefits, concerns, adaptability to change, barriers and impacts) 

· Current behaviours relevant to requirements of MTD influence potential MTD engagement (e.g. current record-keeping practices, wider access and use of digital, business practices affecting ability to better integrate digital record keeping into day to day business operation)

· Demographic and capability factors (e.g. geography, digital access and confidence, level and nature of tax agent use) across the business population as will influence their willingness/ability to engage with MTD requirements


· Support and information needs as will enable improved engagement with MTD (e.g. through software design, communications, digital support)

iii) 
Produce a segmentation of the small business population that groups businesses by their potential engagement with MTD. This segmentation will be based on the attitudinal, behavioural, demographic and capability characteristics (e.g. digital support needs, nature of agent use). 

iv) Enable understanding and targeting of businesses within identified segments. This will be achieved through the development of: 


· An approach to identify each of the segments established in this research so future research can target them. 

· an accessible description of each identified segment for internal and external audiences, for example, in terms of who they are, what their potential engagement is with MTD, how their engagement can be influenced in order to support HMRC understanding of the small business population. 

3.4. HMRC would also like bidders to provide information for an option for the research to include a small piece of qualitative research to explore in more detail the current behaviours, attitudes, capabilities and barriers of those who require assistance to access digital content. This would need to cover the following groups:


· those who do not currently use digital records for their financial management/record keeping (but may or may not submit their annual return online)


· those who do not currently submit their annual business tax return online (and therefore submit via paper formats or use an agent to submit their annual tax return digitally on their behalf)


· Those who are resistant/ unwilling to move to digital record keeping but who may be digitally able and willing for other (e.g. personal, non-tax related) business activity.    

3.5. The qualitative element will seek to develop our understanding of the needs of these groups based on an exploration of the particular issues faced by those who do not currently engage digitally with HMRC for various reasons (e.g. limited access to, or appetite for using digital approaches) and the motivations for their current (e.g. non-digital) record keeping practices.

4. Methodology & Scope


4.1. HMRC recommend that the project aims and objectives will be best met through a representative probability quantitative survey.  We would also like the option for some qualitative interviews to be costed so we can explore the specific area outlined in paras 3.4-3.5 in more detail.

4.2. The main quantitative stage should be with a representative, probability sample of the UK small business population. Please provide costs for 2,500 telephone surveys approximately 20 minutes in length. All the broad topic areas identified in 3.2 and 3.3 will need to be covered in addition to any screening questions. 

4.3. Bidders should also provide costs for HMRC’s recommended approach outlined above. However, HMRC welcomes suggestions on the research design. This may include variations in the methodology proposed and/or in the volume of interviews suggested. Proposals should include the rationale and costs for suppliers’ suggested methodology and will be evaluated on the basis of their recommended approach.

4.4. HMRC would like the research to include a small-scale pilot once the questionnaire has been developed. We would like the contractor to suggest an appropriate number of interviews but have suggested 20 interviews for costing purposes.


4.5. We would expect customers to be given advance notice of the research (e.g. by letter) and tenderers should include some details of their proposed approach to contacting and recruiting businesses. 

4.6. HMRC would like options for a qualitative stage consisting of approximately 30 hour-long depth interviews with willing respondents identified as needing assistance to access digital content from the quantitative telephone survey. HMRC welcomes bidders to suggest alternate recruitment methods. Bidders should briefly outline their suggested sampling strategy. HMRC will work closely with the contractor to develop a topic guide; this will be an iterative process and will be developed during the early stages of the quantitative fieldwork.

4.7. We expect interviews to cover all UK home nations. In accordance with HMRC guidelines, a Welsh service must be offered to those requesting it including the option to request the interview be carried out in Welsh. This should be taken into account by any bidders in the tendered firm price offer and proposed timetable. The HMRC Welsh Language scheme can be found at http://www.hmrc.gov.uk/cymraeg/welsh-language-scheme-english.pdf. Advance letters sent to individuals in Wales must also provide a Welsh translation; HMRC can provide an electronic translated version of the letter. Contractors should consider any additional costs associated with providing this service. 

Sampling


4.8. The sampling approach must enable findings to be weighted to and be representative of the MTD small business population. This population comprises the c.5.4m small businesses with fewer than 20 employees and under £10m turnover. It also includes those employed individuals with secondary business income (e.g. from property) greater than £10k. 


4.9. We require that the analysis enables robust and representative results to be provided of the following groups, which will require stratification:

· Business size: e.g. in terms of number of employees (including the self-employed (0 employees), nano (1-4 employees), micro (5-9 employees) and small (10-19 employees)), both above and below the VAT threshold

· Business type: e.g. sole trader, registered company, individual with secondary income above MTD threshold)

· Sector: e.g. the 16 top-level ONS SIC 2007 codes


· Geography: e.g. UK nations, and urban/rural split as indicative of digital access/infrastructure.  Further regional splits would be considered. 


4.10. Analysis will also need to provide robust evidence in relation to additional factors where stratification will not be possible.  Tenderers will be required to explore approaches to enable robust analysis of the attitudes and behaviours of these groups within their approach to fieldwork and questionnaire design given the differing sizes of each group. These groups include:


· Digital capability: including those businesses that are not digitally active, those that are digitally active but resistant to engage digitally with their tax, and those that are currently digitally willing and able


· Tax agent use: including businesses that currently don’t use agents, those that do and would not envisage their use of agents changing, and those that would see the level or nature of their current agent use changing in response to MTD.


4.11. It is anticipated that the sample of businesses will be drawn from the Inter-departmental Business Register (IDBR), supplemented by internal HMRC databases for businesses not appearing in the IDBR (i.e. very new businesses, those without employees and/or not paying VAT) and the self-employed. However, HMRC welcomes alternative approaches to the sample design that ensure representation of the above groups. Proposals should include a rationale for the alternative sampling approach and ensure that it remains a representative probability sample. Note that due to the urgency of the work there is potential for fieldwork to commence with sample drawn from HMRC datasets while the process for obtaining IDBR sample is being processed. 

4.12. For business sampled from HMRC databases, the registered names and addresses will be the latest information available to HMRC. Although every effort will be made to provide accurate data, the contractor should expect to perform some data cleaning. It is likely that, while phone numbers will be provided for some cases, telephone matching will be required on approximately 80% of records.

4.13. Customers for whom details have been obtained from an HMRC database must be provided with the option to opt out of taking part in the survey through the use of an advance opt-out letter and an appropriate opt-out period of two weeks. HMRC require this process to be managed by the contracted Research Agency.


4.14. Tenderers are invited to propose the most appropriate sample design and achieved sample size for this study and the likely response rates that tenderers can commit to achieving. 

Data processing and analysis

4.15. Tenderers should present their proposed approach for data capture, editing and processing as well as brief analysis plans for the quantitative and qualitative stage. This should include any weighting strategies, plans for non-response analysis and any more in-depth analysis such as creating derived variables or employing regression techniques. 

Fieldwork 


4.16. Tenderers should include details on their proposed approach to recruitment of respondents including the experience of interviewers, briefing and debriefing processes, involvement of subcontractors etc.

4.17. HMRC requires the option of follow-up qualitative interviews with specific groups of respondents. Permission will therefore need to be sought with all respondents as part of the quantitative survey. Costs for any qualitative follow-up should be outlined separately. 

5. Timetable

5.1. The appointed supplier will need to deliver this research to a tight timetable. We expect suppliers to deliver headline findings by end October 2016.

5.2. We expect suppliers to provide a realistic work programme to meet the key deliverable dates. The work programme should include highlighting of any potential pressure points, with details of how they will be managed. We expect suppliers to be flexible in their approach, and respond to changes as they arise.


5.3. We are fully committed to working with the successful supplier to ensure that key deliverables from us are provided promptly. We welcome creative thought in defining a work programme that generates project outputs within the key dates on the timetable below. We anticipate this may be achieved by breaking down the work, so that different elements of the project can be worked on concurrently. Specifically, we envision that qualitative research is conducted in parallel with the main quantitative survey. 

5.4. Key dates are below:


		Activity

		Date



		Invitation to Tender (ITT) issued 

		23 May 2016



		Return of tenders

		8 June 2016



		Interviews of shortlisted agencies

		14 June 2016



		Award of contract

		15 June 2016



		Initial meeting with selected agency

		16 June 2016



		Survey development commences (including piloting)

		w/c 20 June 2016



		Sample design agreed 

		w/c 20 June 2016



		Sample data supplied

		Early July



		Quantitative fieldwork commences

		w/c 15 August 2016



		Qualitative fieldwork commences (in parallel with quantitative fieldwork)

		w/c 29 August 2016



		Analysis

		October



		Presentation of qualitative findings

		w/c 10th October



		Headline findings

		w/c 24th October



		Presentation and draft report

		Mid November 



		Final report and segmentation delivered

		Early January





6. Outputs (deliverables)

6.1. The department will require a number of key deliverables for the project. Payment milestones are likely to be linked to delivery of a number of outputs the details of which will be agreed between the parties during post-tender negotiations. 


6.2. Deliverables will include: 

· An initial detailed project plan outlining key dates and milestones, clearly indicating any actions for HMRC and key points where presentations could be made to key HMRC stakeholders to discuss interim findings, emerging recommendations and next steps. 


· Weekly progress updates from the contractor’s project manager during the life of the project, including survey response rates/ interviews achieved. 


· Agreed versions of all research instruments (e.g. questionnaires and topic guides for any qualitative research) and a final agreed questionnaire with details of content, structure and routing. 

· A quantitative survey of approximately 2,500 small businesses, representative of industry sectors, size and type of business (self-employed, micro-business, employer). 

· Qualitative depth interviews with approximately 30 small businesses who require assistance and/or support to access digital content for relevant business finance record keeping and submitting tax returns to HMRC.


· Analysis plan for quantitative stage agreed with HMRC.


· Presentation and reports: 

· An accessible, engaging summary of headline findings for high-profile customers linking to more detailed analysis.


· Presentation of qualitative findings to HMRC plus an electronic copy of the slide deck.

· A presentation of final results including the segmentation at HMRC London offices (alongside presentation materials for attendees).

· A publishable report incorporating findings from the quantitative stage (including segmentation) and the qualitative work. The reporting of the segmentation should be accessible (for example, possibly through the use of narratives/pen portraits) presenting an overview of each segment including an outline of the group, their characteristics relevant to the MTD requirements, their potential engagement with MTD and how engagement would be increased through MTD design, communications and support. The report should be suitable for publication, including copies of research materials and any technical methodological details in the appendices. 

· An anonymised copy of any dataset produced as part of the project, in an SPSS-compatible format, data dictionary and syntax. 

· A sample of anonymised transcripts from any qualitative interviews.

6.3. Reports should be concise and written in plain English. HMRC has developed best practice guidance on how reports should be written. 

6.4. We require high standards of presentation and expect all drafts and final versions to be complete and to have been proofread before being delivered. Tenderers should assume that reports, questionnaires and presentations will need to be amended in the light of comments made by the Department, and that at least two drafts will normally be required before agreeing a final draft. Allowance should be made for this in the proposed timetable for the research. We will strive to provide timely comments. 


6.5. We would also like bidders to consider developing innovative outputs, for example an interactive digital output which would enable readers to see high level findings but also allow them to click on links to find more detailed analysis. 

6.6. HMRC may require additional analyses to be conducted. These will be agreed with the successful bidder. Tenderers are also invited to suggest any additional outputs they feel would be relevant to this particular piece of research. 

7. Project Management and Contract Administration

7.1. Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project. She will be responsible for the day-to-day management of the contract. Once the contract has been awarded, all contact with HMRC concerning the project should be made through her. The research organisation will be required to appoint a contract manager who will act as the principal point of contact for the Department.


7.2. The research organisation will be expected to work closely with the HMRC project manager and through her, with internal customers within HMRC throughout the duration of the contract. She must be kept informed of progress and be involved in key decisions. Proposed changes in project staffing (at all levels) or deviations from the agreed work programme must be discussed and agreed with the project manager in advance. She is responsible for all decisions that involve funding. 

Quality and Risk Management 

7.3. Tenderers should include a quality control plan with their proposal, which should demonstrate their internal procedures to assure quality control. 


7.4. Proposals should also include an assessment of the key risks to this project. This should identify the most significant risks to successful completion of the programme of work, assess the degree of risk (likelihood and impact), and set out strategies for minimising these risks and managing the consequences if problems occur. See the separate Excel sheet in Annex C as an example of the template HMRC require research contractors to complete. 


8. Data security and protection

8.1. The successful contractor will be required to submit a security plan before the start of the contract. This will detail your approach to safeguarding confidential information including your company policies for handling sensitive documents and computer files from unauthorised access. 


8.2. If you intend to involve sub-contractors at any stage of the project please include details of how you will ensure their compliance with all aspects of the Security Plan.


8.3. The requirement on Data Security is set out at Schedule 5, Appendix 6 of the Framework Call off Terms and Conditions. A Security Plan questionnaire is attached (please see Annex D). Preferred bidders will need to have satisfactorily completed the plan before they can be appointed. 


9. Other Ethical Issues

9.1. To preserve confidentiality and anonymity, details of individual participants in the research must not be included in the analysis and reports. 


9.2. Published outputs of statistics will be consistent with statistical disclosure guidelines, as advised by HMRC. 

10. Expertise and Capability

10.1. HMRC acknowledges that broad expertise and skillsets are required for the successful delivery of this project and that it is possible that agencies invited to tender do not have the full range of skills/knowledge within their organisation. Where relevant, we therefore encourage tenderers to collaborate with other suppliers to ensure that they are fully capable of undertaking this work. 


10.2. We place a high importance upon having access to the expertise required across all aspects of this project and are looking for a tailored approach which, with a willingness to challenge and develop existing thinking within HMRC, can bring some original thinking to this work. 

10.3. We are looking for suppliers who can demonstrate that their proposed team includes individuals with the knowledge, skills and experience to deliver the work (expertise in each of the different elements of the project; a track record of delivering large-scale business research; ability to deliver actionable findings; etc).

10.4. Proposals should summarise the skills and expertise that particular members of staff bring to the team and clearly identify the project manager, with CVs included as an annex. 


10.5. The proposal should specify details of which parts (if any) of the project will be sub-contracted, the name of the sub-contractor who will work on the project, their experience of related research, and their responsibilities within the project. If it is proposed to sub-contract any of the work, the same details as those provided by the tenderer should be given about the qualifications, experience and responsibilities of staff involved along with a description of their respective roles and the management arrangements put in place. Ultimately, however, the successful contractor will be held to account for the performance of any sub-contractor and needs to demonstrate their confidence to successfully manage sub-contractors. 


11. Resourcing and pricing


11.1. Tenderers are invited to propose how they would meet these requirements in the form of a programme of work. Tenderers must include a project plan and time schedule for the work that identifies the main tasks and key milestones that will be used to monitor progress, indicating clearly where HMRC is expected to contribute. The plan should also be accompanied by a resource profile, giving a breakdown of the resources in person days to each task. 

11.2. HMRC asks tenderers to produce costings addressing the objectives listed above in section 3.4. Your tender should include details of all key assumptions underpinning costs. 


11.3. Tenderers should provide separate costs for the two elements of the work: 


a) the core quantitative study including segmentation; and


b) the option for qualitative work. 

11.4. Please provide fieldwork costs for telephone interviews lasting 20 minutes alongside your proposed methodology (if the two differ).

11.5. The proposal must include a firm price offer (excluding VAT) and a breakdown of costs by:

		Activity

		Personnel (level of staff)

		No. of days per team member

		Day rate per team member

		Over-heads

		Cost for Year 1

		Cost for Year 2

		Cost for Year 3

		Total


(£)



		Project Management: including initial set-up meeting, regular updates, progress checks and additional meetings.

		

		

		

		

		

		

		

		



		Survey design


Including sampling strategy and sample size options

		

		

		

		

		

		

		

		



		Questionnaire design Questionnaire development & cognitive testing

		

		

		

		

		

		

		

		



		A quantitative telephone survey with approximately 2,500 small businesses, approximately 20 mins in duration (including preparation of appropriate research tools)

		

		

		

		

		

		

		

		



		Qualitative face to face research with approx. 30 small businesses  Including drafting of topic guide and transcription costs

		

		

		

		

		

		

		

		



		Analysis and reporting inclusive of corrections to draft reports and finalising for publication

		

		

		

		

		

		

		

		



		Production of segmentation analysis

		

		

		

		

		

		

		

		



		Results Presentations

		

		

		

		

		

		

		

		



		Other Costs

		

		

		

		

		

		

		

		



		VAT (if applicable)

		

		

		

		

		

		

		

		





Note: Tenders that do not supply a schedule of costs in the format outlined above will not be accepted. Rows/columns can be added to the above table as necessary.

11.6. If the decision not to continue with this project at any stage has additional costs associated, this should be clearly identified and a justification for these costs provided. Any additional costs identified will be subject to negotiation and agreement with HMRC prior to any contract being awarded. 

11.7. Please indicate whether VAT would be payable. This is not a factor in determining which tender is successful, but the information is useful to assist our financial planning.

11.8. HMRC may require additional meetings and presentations to those as itemised above. Tenderers should supply costs per meeting and presentation.  

12. Tender Evaluation Criteria

12.1. In evaluating proposals for this project, we are expecting to see clearly how tenderers plan to utilise their expertise to approach the development of the survey and the consideration of our information needs.

12.2. The contract will be awarded to the organisation deemed to best meet HMRC’s requirements and provide best value for money. Assessment will be based on the following criteria:


i) The extent to which the potential contractor demonstrates an understanding of the context, needs of HMRC and key risks and issues for the project;


ii) The experience of the team in conducting quantitative and qualitative research with small businesses.

iii) Demonstrates evidence of ability to deliver to agreed timeframes and the capacity to deliver this project to the timeframes outlined in section 5.

iv) The strength of the proposed methodology and analysis including sampling strategy and steps taken on quality assurance at each stage.

v) Experience of conducting and presenting segmentation analysis. 

12.3. Tenders will be evaluated using the scale below.

		Score

		Description



		0

		Totally fails to meet the requirement



		1

		Meets some of the requirement, with limited supporting information



		2

		Meets some of the requirement, with reasonable explanation



		3

		Fully meets the requirement, with detailed explanation/evidence in support



		4

		Exceeds the requirement, with detailed explanation/ evidence in support 





12.4. The contract will be awarded on a value for money basis, considering an ability to identify and address all key areas and issues relevant to the study. Whilst contract price will be an important consideration, it is only one of a range of important factors affecting any decision to award a contract. HMRC reserve the right not to accept the lowest priced (or any) tender. 

12.5. HMRC will select the successful tendering organisation(s) based on the criteria above. Tender interviews may be held for this piece of research in the week commencing 13th June 2016. 


12.6. Following selection, any necessary post-tender negotiations will be held with the preferred supplier in order to finalise the work programme prior to awarding the contract.


13. Procurement Transparency 

13.1. HMRC is obliged to publish tender documents for all contracts with a whole life value of over £10,000. It is a condition of bidding for this work that applicants agree to the subsequent publication of the contract once awarded.

13.2. If Bidders believe that any of the information requested is commercially sensitive they should provide such information in a separate letter.

14. Commissioning Conditions

14.1. The DWP/HMRC Research Framework 2013 Terms and Conditions will form the basis of the contractual agreement between the successful tendering organisation and HMRC. 

14.2. The contractual agreement will be subject to the contractor complying with the Official Secrets Acts and related Legislation including Section 18 and 19 of the Commissioners or Revenue and Customs Act 2005.


14.3. HMRC retains the option of whether or not to commission the study, or any element of it.


14.4. Terminating the contract - HMRC reserves the right to terminate the contract prematurely (for any reason) should this be deemed necessary. In the event that it would become necessary to terminate or adjust the contract, HMRC will cover costs for services provided up to that point. Contractors should not book or schedule fieldwork until written confirmation has been provided by HMRC. Contractors should provide a cancellation policy, including details of charges (if any) should it be necessary to cancel fieldwork.

14.5. Additional contractual information is included in Annex B.


Summary of requirements


14.6. Tenders should include the following information:


· A summary of proposals including a firm price bid (exclusive of VAT) addressing project aims and objectives;

· A detailed explanation of proposals to meet the aims and objectives outlined above. This should include details of methodology;


· A detailed timetable for the proposed research for each specific information requirement, taking into account that outlined in Section 5;


· Quality control procedures and risk register as outlined in Section 9 (as annexes);


· Curriculum Vitae of key personnel proposed, their status within the company, area of expertise and details of their individual chargeable day rates (as annexes);


· Chargeable rates for other personnel proposed. Where these can be identified as groups (e.g. administration, support etc.) then a group rate will suffice;


· Any further costs identified.

14.7. Tenders should not exceed 25 pages (excluding Annexes). Information included after this limit will not be considered under the tender evaluation process.


Queries on this research specification

14.8. Tenderers with any queries about the research specification should contact Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project. Responses to queries will be shared among all bidders. The deadline for queries is 4pm on 1 June.


Information on how and when to return tenders


14.9. Tenderers should provide notification of their intention to submit a proposal by email Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project. Please read the attached Instructions for Tenderers carefully. 

14.10. You should send a PDF or read-only electronic copy of your proposal by e-mail to arrive at the following e-mail address Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project.  no later than 4pm on 8 June (unless the date is subsequently amended in writing by the Department). No hard copies of the tender are required. 


In summary, tenders should note the following:


		Action

		Deadline

		Contact



		Notify your intention to submit a proposal

		4pm 1 June

		Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project.



		Submit queries on ITT

		4pm 1 June

		Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project.



		Submit read only tender via email 

		4pm 8 June

		Redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project.





END

� � HYPERLINK "https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/484668/making-tax-digital.pdf" �https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/484668/making-tax-digital.pdf� 



� Small businesses are defined as those with fewer than 20 employees and a turnover of less than £10m per year. In the context of the MTD programme this group also includes individuals with a secondary business income over £10k per year.



� � HYPERLINK "https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/457624/R398_Reporting_Cycles.pdf" �https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/457624/R398_Reporting_Cycles.pdf� 



� These are: A Agriculture, Forestry and Fishing; B,D,E Mining and Quarrying; Electricity, Gas and Air Conditioning Supply; Water Supply; Sewerage, Waste Management and Remediation Activities; C Manufacturing; F Construction; G Wholesale and Retail Trade; Repair of Motor Vehicles and Motorcycles; H Transportation and Storage; I Accommodation and Food Service Activities; J Information and Communication; K Financial and Insurance Activities; L Real Estate Activities; M Professional, Scientific and Technical Activities; N Administrative and Support Service Activities; P Education; Q Human Health and Social Work Activities; R Arts, Entertainment and Recreation; S Other Service Activities
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