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Tenders submitted after the stated closing date WILL NOT be considered. 

 
1 INTRODUCTION 

1.1 This is an Invitation to Tender (ITT) for a Contract for Monitoring Services under the Monitoring 
Services DPS.  

1.2 This ITT and the DPS Rules together contain the information that you need to submit a compliant 
Tender.     

1.3 Please read this ITT and the DPS Rules carefully as non-compliance with the instructions contained 
in this document and with the provisions in the DPS Rules may result in exclusion of your Tender 
from this ITT process.  

1.4 Monitoring Services Providers should ensure that they have carefully read the DPS Documentation 
including the requirements of Monitoring Services Provider role set out in the Specification and the 
Contract before submitting a Tender. They should also familiarise themselves with the detailed 
requirements of the Project to be monitored set out in the Project Brief. 

 

 

 

 

 

 

ITT details 
Contract Reference:  

 
Contract Title:  

 
Lot(s):  

 
Lot sub-categories (where 
relevant): 

 

ITT Timetable 
Deadline for ITT clarification 
questions 
 

 
 

Deadline for receipt of Tenders 
(date) 
 

 

Notification of Tender outcome 
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2 CONTRACT DETAILS  

2.1 The details of the Contract being awarded are set out in the table below. 

Contract details  

Anticipated 
Monitoring Services  
Commencement 
Date: 

 
 

Anticipated Contract  
End Date: 

 
 

Contract Special 
Conditions 
 
 

 

 
3 PROJECT DETAILS 

3.1 The details of the Project to be monitored under this Contract (including the Project Participants, 
funding, locations of Project Review Meetings and a summary of the Project) are set out in the Project 
Brief (Schedule 1 to this ITT). 

4 EVALUATION 

4.1 The evaluation of Tenders will be undertaken on the following basis. 

Award criteria 

4.2 The Award Criteria and weightings which will be used to evaluate the best Tender for a Contract will 
be: 

Award 
Criteria 

Sub-criteria / questions Weightings 

 
Quality 

 

60-80%* of 
total 
evaluation 
marks  

 Question 1:  Special Conditions 
Please confirm your acceptance of the Special Conditions set out in the Contract 
Details above.   For the avoidance of doubt, the Special Conditions are in addition 
to the standard contract terms and where a conflict of terms occurs the Special 
Conditions take precedence. 
 

Mandatory 
Pass / Fail 
Criterion 

Question 2:  Project Brief 
Please confirm that you have read, understood and accept the requirements of the 
Project Brief and that you have the capacity to deliver the full set of requirements. 
 

Mandatory 
Pass / Fail 
Criterion 

Question 3:  Key Personnel 
Please confirm that you will  support the requirement with appropriately 
experienced, skilled, qualified and competent personnel.     Please provide the name 
of the Key Personnel for this Contract and confirm that the Key Personnel holds and 
will  keep up to date the qualifications/accreditations which you confirmed that they 
held in Section 6 of your Application Form for this Lot. 

Mandatory 
Pass / Fail 
Criterion 
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Question 4:  Conflicts of interest 
Please confirm that you (and the Key Personnel named in Question 3) do not have 
any conflicts of interest (as defined in the DPS Rules) in respect of providing 
Monitoring Services for the Project (including in respect of the Project Brief, Project 
Participants and/or any other parties associated with the Project).  If you are unsure 
of whether a conflict of interest exists, please seek clarification through the DPS 
Portal. 
 
 

Mandatory 
Pass / Fail 
Criterion 

Question 5: Confidentiality 
Please confirm that you will sign a Monitoring Services Provider Non-Disclosure 
Agreement (as described in paragraph 11 of the DPS Rules) if awarded this 
Contract. 
 

Mandatory 
Pass / Fail 
Criterion 

  

Question 6:  Method Statement 
Based on the Project Brief and the Specification, please provide a method statement 
describing how you will ensure delivery of the requirement. 
 

60 - 80% * 

Question 7:  Challenges 
Please describe what you see as the top 3 challenges for the Project Participants 
and how you will use your knowledge and experience to assist and advise the Lot 
Owner on the best way for the Project Participants to overcome these challenges. 
 

10 -20% * 

Question 8:  Risks 

Please describe what you see as the 3 top risk areas for the Project Participants in 
undertaking the Project described in the Project Brief? 

Please describe the risks and the recommendations you would make to the Lot 
Owner on the steps the Project Participants could take to mitigate and manage the 
risk. 
 

10-20% * 

 Question 9 Form of Bid 
Mandatory pass / fail criteria 

Pass / Fail 

 Question 10 Bid validity period 
Mandatory pass / fail criteria 

Pass / Fail 

 Question 11 Certificate of bona fide Bid 
Mandatory pass / fail criteria 

Pass / Fail 

 Question 12 E Invoicing 
Mandatory pass / fail criteria 

Pass / Fail 

Price 
 

Question 1:  Fixed Fee:  Please provide an overall fixed cost for delivery of the 
Contract. 

20-40% * 

 NOTE.  In the event of a Tenderer fails to meet the requirements 
of a Mandatory or Discretionary pass / fail criteria, Innovate UK 
(the Contracting Authority) reserves the right to disqualify the 
Tenderer and not consider their Tender further. 

 

 

  Total:  100% 
 

 

* All weighting percentages are provided as an indicative range.  Each ITT will specify exact figures. 
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Evaluation methodology 

4.3 The following scoring methodology will be used to score each Questions 6, 7 and 8:  

 
Evaluation and scoring of Quality criteria  
 
Each question will be awarded a score from 0 to 100 based on the Scoring Matrix below.   The score 
awarded will be subjected to a multiplier to reflect the weighting of question. 
 

Worked Example 

Where a question has a weighting of 20% then the 0-100 score achieved will be multiplied by that 
20% weighting to give a weighted score. 

This means that if a Tenderer scores 60 out of the available 100 points this will equate to a 
weighted score of 12% by using the following calculation:  

               Score = {weighting percentage} x {bidder's score} = 20% (i.e. 0.2) x 60 = 12 
 
 
Please note that there may be sub-questions which may themselves also be weighted.   
 
 

Scoring Matrix 
 
 
 

 
 
 
 

0 The Question is not answered or the response is completely unacceptable.   
10 Extremely poor response – they have completely missed the point of the question. 

20  Very poor response and not wholly acceptable. Requires major revision to the response to 
make it acceptable.  Only partially answers the requirement, with major deficiencies and 
little relevant detail proposed. 

40  Poor response only partially satisfying the selection question requirements with deficiencies 
apparent.    Some useful evidence provided but response falls well short of 
expectations.  Low probability of being a capable supplier. 

60  Response is acceptable but remains basic and could have been expanded 
upon.  Response is sufficient but does not inspire.   

80  Good response which describes their capabilities in detail which provides high levels of 
assurance consistent with a quality provider.   The response includes a full description of 
techniques and measurements currently employed. 

100 Response is exceptional and clearly demonstrates they are capable of meeting the 
requirement.  No significant weaknesses noted.  The response is compelling in its 
description of techniques and measurements currently employed, providing full assurance 
consistent with a quality provider. 

 
 
4.4 The following scoring methodology will be used to score Price:   

Question 1:  
Fixed Fee 

The Tender with the lowest Fixed Fee will be awarded a score of 100% of the 
weighting available for this question.  All other Tenders will receive scores 
expressed as an inverse proportion of the lowest Tender Fixed Fee.  
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The formula used will be:  (Lowest Fixed Fee / Tender Fixed Fee) x 100 = Score.  The 
weighting will then be applied to provide the weighted Tender Score 
 
All mathematical results will be rounded to 2 decimal places.  
 

 
5 TENDER 

5.1 Monitoring Services Providers wishing to submit a Tender should complete Schedule 2 to this ITT 
(Tender) in the on-line DPS Portal. 

5.2 Monitoring Services Providers must ensure that they have read and understood the Project Brief and 
the DPS Documentation including the DPS Rules, the Specification and the Contract before 
submitting their Tender.  

5.3 Monitoring Services Providers should ensure that they comply with the deadlines set out in the ITT 
Timetable above.  
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ITT SCHEDULE 1 
PROJECT BRIEF  

 
Project Number: 
 

[e.g. 101900] 

Project Title: 
 

[e.g. New Life from Old Paint] 

Competition:  
 

[e.g. Supply Chain Innovation Towards a Circular Economy] 

Link to competition 
webpage: 

[insert] 

Estimated Project 
Start Date: 

[e.g. 1 September 2017] 

Monitoring Service 
Level (e.g.  
Bronze/Silver/Gold): 
 

[e.g. Bronze, Silver or Gold] 

Type of Monitoring 
 

[e.g. Monthly, Quarterly] 

Participant locations 
for Review Meetings 

[e.g. Derby, Southampton] 

Funding type for the 
Project (e.g. contract 
or grant): 

[e.g. Grant] 

Amount of funding: 
(Note. This is in 
relation to the 
Project NOT the 
Monitoring Services 
Contract) 

[e.g. £167,928] 

IFS or Legacy Project 
(for start-up / 
documentation 
requirements): 

[e.g. Legacy] 

Security checks and 
requirements: 

[Provide details of any non-confidential specific security requirements relevant to 
the monitoring of this Project.   This may include [DBS checks, use of particular 
electronic communications systems etc]. 

Public Summary of 
Project: 

[e.g. This Project will develop circular supply chains, technologies and products to 
get new life from old paint. ] 

Project specific 
monitoring 
requirements: 

[E.g. Any non-confidential monitoring requirements which differ from / supplement 
the Specification requirements] 
 

 
NB:  Examples provided above in square brackets are indicative and not necessarily typical.  
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ITT SCHEDULE 2 
TENDER 

 
 

 
Monitoring Services Provider Name:   

Monitoring Services Provider DPS Number:  

Monitoring Services Provider Address:  
 
 
 
 

Monitoring Services Provider's VAT number  
(where applicable): 

 

Monitoring Services Provider's Authorised 
Representative: 
 

 
 

 
Quality  
 
You must respond to all Quality Questions in the DPS Portal and upload attachments where 
requested.   
 
You must comply with the tender submission requirements set out in paragraph 10 of the DPS 
Rules including in relation to page limits, attachments and response parameters.   
 
If your Tender is submitted on behalf of a consortium and/or you are proposing to sub-
contract any or all of the Monitoring Services, you must describe clearly in your responses 
which entity(ies) will be responsible for which aspects of the service provision.  You must also 
ensure that it is clear which entity will be entering into the Contract with Innovate UK.   
 
Please note that any changes to the sub-contracting / consortium arrangements from those 
specified in the Application Form (in respect of a successful Application Form) may affect the 
ability of the Monitoring Services Provider to participate in the DPS or to provide the 
Monitoring Services required.   Please refer to the Application Form and DPS Rules for more 
information.  
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IUK Generic Award Questions: Bid Awards (12 questions) 
1.01 Please confirm your acceptance of any 

special conditions set out in the Contract 
Details section of the ITT. For the 
avoidance of doubt, any Special 
Conditions are in addition to the standard 
contract terms and where a conflict of 
terms occurs the Special Conditions take 
precedence. * 

 Check Box 

1.02 Please confirm that you have read, 
understood and accept the requirements 
of the Project Brief and that you have the 
capacity to deliver the full set of 
requirements. * 

 Check Box 

1.03 Please confirm that you will support the 
requirement with appropriately 
experienced, skilled, qualified competent 
personnel and ensure that the Key 
Personnel holds and will keep up to date 
the qualifications/accreditations which 
you confirmed they held  in Section 6 of 
your Application Form for this Lot. *    

It is a mandatory requirement that Monitoring Services are 
delivered by technically qualified and accredited personnel that 
have been pre-approved at the Application stage for this Lot.   

Check Box 

1.04 In the light of the Project Brief you have 
received in connection with this ITT, 
please ensure your Key Personnel 
complete and sign the 'Declaration of 
Interests Form' File in the document list 
titled 'Declaration of Interests Form' 
needs to be completed and uploaded. * 

 Upload 
attachment 

1.05 If you have potential conflicts of interest 
to report, please state these here 

If you are unsure of whether a conflict of interest exists, please seek 
clarification through the DPS Portal. 

Free text 

1.06 Please confirm that you will sign the 
Monitoring Services Provider Non-

Disclosure Agreement (as described in 

 Check Box 
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paragraph 11 of the DPS Rules) if 
awarded this Contract * 

1.07 Please confirm that you will make sure all 
individuals undertaking this contract will 
have read and agreed to the privacy 
statement (detailed in the DPS Rules 
Document) and that you confirm that you 
will abide by our Information 
Management Policy at all times * 

DPS Rules Document and Information Management Policy can be 
located in the Document library. 

Check Box 

1.08 Please upload your Pricing Schedule to 
monitor this project, inclusive of all travel, 
meeting attendance and reporting. In the 
event of exceptional circumstances (e.g., 
approved project extensions or additional 
meeting attendance required), there may 
be a requirement for additional days. 
Please provide your day rate for ad-hoc 
attendance (including travel and 
subsistence for the location identified in 
the Project Brief) * 

The fixed price should take account of the following:  
• The Specification and Project Brief 
• The Monitoring Service Level for the Project. 
• The fact that the Monitoring Service Level descriptions 
contain indicative days only.   It is possible that fewer days will be 
required and equally that Monitoring Services Providers will need 
to provide additional days for the fixed fee.       
• That there are typically 2-3 Project Change Requests per 
Project. 
• That no additional travel and subsistence costs will be paid 
by Innovate UK (these should be included in your Fixed Fee). 
• That Monitoring Services Providers are responsible for 
finding substitutes in the event that they are unable to fulfil their 
commitments for legitimate reasons 
 
Evaluation and scoring of Non-Price elements will be in 
accordance of the evaluation methodology stated in section 
4.3 of this ITT document.  
 

Upload 
attachment 

    
1.09 Form of Tender: 

I declare that to the best of my 
knowledge the answers submitted in this 
ITT are correct. I understand that the 
information will be used in the process to 
assess my / my organisation’s Tender for 

 Check Box 
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the Contracting Authority’s (Innovate 
UK) requirement and I am signing on 
behalf of myself / my organisation. I 
understand that the Contracting 
Authority may reject this ITT if there is a 
failure to answer all relevant questions 
fully or if I provide false/misleading 
information. 
I understand that the Government’s 
transparency agenda requires that 
sourcing documents, including ITT 
templates such as this, are published on 
a designated, publicly searchable web 
site, and, that the same applies to other 
sourcing documents issued by the 
Contracting Authority, including any 
Contract entered into between the 
Contracting Authority and the successful 
Tenderer once the procurement is 
complete.   
By submitting a response to this ITT I 
agree that my / my organisation's  
participation may be made public.   
I understand that the answers given in 
this response may be published on the 
web site (but elements may be redacted 
under Freedom of Information Act 2000 
(FOIA) or Environmental Information 
Regulations 2004 (EIR)).   
By submitting a response to this ITT I 
agree and accept the justification for the 
Contracting Authority’s evaluation 
criteria.  
By submitting a response to this ITT I 
agree and accept that the Contracting 
Authority reserves the right to change 
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without notice the procedure for awarding 
the Contract, to reject any or all Tenders 
for the Contract, to stop the process and 
not award the Contract (in whole or in 
part) at any time without  any liability on 
its part. 
By submitting a response to this ITT I 
agree and accept that nothing in this 
process is intended to form any express 
or implied contractual relationship 
between the Parties unless and until a 
Contract is awarded.  The Contracting 
Authority is not liable for any costs 
resulting from cancellation of this process 
nor any costs incurred by Tenderers 
taking part in this procurement process. 
I understand that where sourcing 
documents issued by the Contracting 
Authority or Contracts with Monitoring 
Services Providers are disclosed the 
Contracting Authority may redact them as 
it thinks necessary, having regard (inter 
alia) to the exemptions/exceptions in the 
FOIA or EIR. * 
 

1.10 Tender Validity Period: 
Having examined the contents of the ITT 
I/we offer to perform the Monitoring 
Services on such terms and conditions 
and in accordance with such specification 
as are contained or incorporated in the 
Contracting Authority (Innovate UK)'s ITT 
for the Fixed Fee detailed in the price 
schedule attached to my/our Tender in 
response to the price question. 

 Check Box 
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I/We undertake to carry out the 
Monitoring Services within the period 
stated in the Invitation to Tender. 
Our Tender offer shall be binding for a 

period of 90 days from the closing date 
for receipt of Tenders. 

I/we agree and declare that, unless and 
until a formal agreement is prepared and 
executed, this Tender and a written 
acceptance thereof by the Contracting 
Authority shall constitute a binding 
contract between us and I/we will, if 
requested, enter into a further written 
agreement for the performance of the 
contract. 
We understand that you are not bound to 
accept the lowest or any Tender you may 
receive. * 
 

1.11 The essence of procurement is that the 
customer shall receive bona fide 
competitive Tenders, from all Tenderers.  
In recognition of this principle, I/we certify 
that this is a bona fide Tender, intended 
to be competitive and that we have not 
fixed or adjusted the amount of the 
Tender or the prices quoted by or under 
or in accordance with any agreement or 
arrangement with any other person. 
I/We also certify that I/we have not done 
and undertake that I/we will not do at any 
time any of the following:  

(a) Communicate to a 
person other than the 
Contracting Authority 

 Check Box 
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(Innovate UK) the 
amount or approximate 
amount of the proposed 
Tender, except where 
the disclosure, in 
confidence, of the 
approximate amount of 
the Tender was 
necessary to obtain 
insurance premium 
quotations for the 
preparation of the 
Tender; 

(b) Enter into any 
agreement or 
arrangement with any 
other person that he 
shall refrain from 
tendering or as to the 
amount of any Tender to 
be submitted; 

(c) Offer or agree to pay or 
give any sum of money, 
inducement or valuable 
consideration directly or 
indirectly to any person 
for doing or having done 
or causing or have 
caused any act or 
omission to be done in 
relation to any other 
Tender or proposed 
Tender for the said 
service any act or thing 
of the sort described 
above. 
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(d)        Entered into any type of 
agreement or 
arrangement with any 
other person aimed at 
distorting the outcome of 
the competition. 

In this certificate, the word "person" 
includes any persons and any body or 
association, corporate or unincorporated, 
and any "agreement or arrangement" 
includes any such transaction, formal or 
informal, and whether legally binding or 
not.   
 
We acknowledge that the Contracting 
Authority (Innovate UK) will be entitled to 
cancel the contract and to recover from 
us the amount of any loss resulting from 
such cancellation if we or our 
representatives (whether with our without 
our knowledge) shall have practiced 
collusion in Tendering for this contract or 
any other contract with the Contracting 
Authority or shall employ any corrupt or 
illegal practices either in the obtaining or 
execution of this contract or any other 
contract with the Contracting Authority. 
 
We agree that the Contracting Authority 
may disclose the Tenderer's information / 
documentation (submitted to the 
Contracting Authority during this 
procurement) more widely within 
Government for the purpose of ensuring 
effective cross-Government procurement 
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processes, including value for money and 

related purposes. * 
 E-Invoicing: 

Please confirm if you are successfully 

awarded this contract you will work with 

Innovate UK (the Contracting Authority) 

to ensure that e-invoicing is established 

within 28 days of Contract award by the 
Contracting Authority. * 

 Check Box 

 
 
Lot Owner Specific ITT Questions (5 questions) 
1.01 Please provide the name(s) of Key 

Personnel(s) who are to be involved in 
the delivery of this contract. * 

 Free Text 

1.02 Please provide the CV (s) of the Key 
Personnel(s) referenced in 1.01 * 

 Upload 
attachment 

2.01 Based on the Project Brief and the 
Specification, please provide a Method 
Statement describing how you will ensure 
delivery of the requirement. * 
 
 

Tenderers must describe their approach to ensuring all deliverables 
in the Specification and Project Brief shall be met. Tenderers must 
be able to apply their knowledge and experience to proactively 
identify and overcome potential challenges to ensure full Project 
reporting against the requirements to enable satisfactory 
assessment of the Project.  
 
Tenderers should describe the following in their method 
statements: 
- Your approach to: risk management, stakeholder 
engagement, project assurance in accordance with the 
Specification.  
- How you will use your experience of monitoring projects 
and interpersonal skills to ensure relationships are effectively 
managed and information obtained from each Project Participant 
appropriately. 

Upload 
attachment 
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How you intend to obtain the Project Documents from Project 
Participants at the appropriate stage (depending on whether a 
Project is IFS or Legacy) and how you will ensure the Project 
Documents (1) align with the Funding Documents; and (2) are 
sufficient to facilitate monitoring of the Project.  
- Describe your approach to managing changes should the 
Project encounter issues which require mitigation for example a 
change in scope or changes within the consortium. 
 
Evaluation and scoring of Quality criteria will be in accordance 
of the evaluation methodology stated in section 4.3 of this ITT 
document.  
 
Tenderer must provide an attachment of no more than 1 side of A4 
as an attachment in pdf format in accordance with the requirements 
set out at 10.4 of the DPS Rules. 
 

3.01 Please describe what you see as the top 
3 challenges for the Project Participants 
and how you will use your knowledge and 
experience to assist and advise the Lot 
Owner on the best way for the Project 
Participants to overcome these 
challenges. * 

Innovate UK is looking for a good understanding of the complexity 
of the Project and that the Tenderer can offer mitigating actions to 
overcome them. The successful Tenderer should be able to apply 
their knowledge and experience to proactively identify and 
categorise such potential challenges and offer appropriate courses 
of action and methods to help ensure a successful outcome for the 
Project. 
 
Tenderer must provide an attachment of no more than 1 side of A4 
as an attachment in pdf format in accordance with the requirements 
set out at 10.4 of the DPS Rules. 
 
Evaluation and scoring of Quality criteria will be in accordance 
of the evaluation methodology stated in section 4.3 of this ITT 
document.  
 

Upload 
attachment 
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4.01 Please describe what you see as the 3 
top risk areas for the successful delivery 
of Monitoring Services on this Project? 
Please describe the risks and the 
recommendations you would make to the 
Lot Owner on the steps the Project 
Participants could take to mitigate and 
manage the risk. * 

The successful Tenderer should be able to apply their knowledge 
and experience to proactively identify and categorise potential risks 
and offer practical course of action to remove or manage the risk.   
 
Tenderer must provide an attachment of no more than 1 side of A4 
as an attachment in pdf format in accordance with the requirements 
set out at 10.4 of the DPS Rules. 
 
Evaluation and scoring of Quality criteria will be in accordance 
of the evaluation methodology stated in section 4.3 of this ITT 
document.  
 

Upload 
attachment 

 
  


