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Please respond by 
12:00:00 hrs 02 October 2019











SATELLITE APPLICATIONS CATAPULT
The Satellite Applications Catapult Ltd (The Catapult) is a not-for-profit research organisation, which acts as a neutral trusted entry point to an entire network of UK expertise in applications development across government, academia and industry. The company's primary purpose is to promote, develop and facilitate the commercialisation and advancement of the satellite applications industry.

The Catapult brings together multi-disciplinary and skilled teams to generate ideas and solutions in an open innovative and collaborative environment. We also have a wide range of facilities, platforms and laboratories to enable the best businesses, researchers and end-users to work together to develop new satellite-based products, services and applications - translating ideas from concept to market.

The Catapult is one of a network of centres established by Innovate UK to accelerate the take up of emerging technologies. Find out more at http://www.sa.catapult.org.uk/

BACKGROUND TO REQUIREMENT
The Satellite Applications Catapult, with support from Innovate UK, is creating a Disruptive Innovation for Space Centre (DISC) to tackle a number of critical challenges facing the UK space industry. DISC will provide equipment and expertise to enable UK companies to accelerate the process of creating innovative new products and growing their businesses. 
Currently, SMEs are restricted in the availability of high-tech laboratory space, as the design, manufacturing and test equipment is consistently too expensive to both acquire and maintain.  While generic small-scale manufacturing capability exists in the UK, the lack of association of such capabilities with specialist digital and radio frequency test equipment necessary severely constrains the ability of SMEs to innovate.  Additionally, these companies struggle to access the broad network of world-class experts required to develop truly innovative products. Larger companies often experience very different challenges where big company culture and the need to maintain existing product lines creates a significant hurdle to creating something new and truly innovative.  
DISC addresses these challenges for UK industry by providing access to capabilities that integrate digital design, rapid prototyping, automated testing and manufacturing technologies.  These are geared towards the acceleration of innovation; testing of disruptive ideas and technologies; and manufacturing of prototype products.   
The world-class facility will support industrial and academic teams in taking an innovative R&D project from proof of concept all the way through to a full sized prototype, manufactured at quality levels and scales sufficient to undertake end-customer validation. Access to DISC will be charged at competitive rates and teams will be able to base themselves at DISC throughout the project’s duration. 
To capitalise on existing infrastructure, DISC will leverage complementary capabilities in universities, other research institutions and industry where this is applicable and can be made available. The UK has some of the best universities in the world and to tap into UK academia, the DISC team will broker collaboration between industrial organisations and research teams for use of the facilities. In the future, we are hoping to launch an apprentice scheme to train the next generation of space engineers. 
PURPOSE OF THIS DOCUMENT
A building has recently been fitted out house the DISC II facility. The address of this building is as follows: 

Zephyr Building
Harwell Science & Innovation Campus
Didcot
Oxfordshire
OX11 0RL

The purpose of this Request for Proposal (RFP) document is to appoint a Contractor to undertake additional works to fit out the existing mezzanine level in accordance with the issued requirements. 

More details of the Catapults Requirements can be found at Annex 1 (Requirements - details of the proposed works) of this document.
 
THE REQUEST FOR PROPOSAL PROCESSS
This RFP has been issued by the Catapult as part of a competitive procurement exercise in accordance with the "Open" procedure for tendering under the Public Contracts Regulations 2015 (as amended from time to time).

[bookmark: _Hlk514227623]All personal information or personal data supplied in relation to this tender will be treated as confidential.  It will also be subject to the General Data Protection Regulation [EU] 2016/679 (“GDPR”).  Satellite Applications Catapult will request personal information or personal data for the purposes of this tender where we have a legitimate interest in doing so. 

This RFP comprises of the following three (3) stages:
· Stage 1 : General Due Diligence
Submissions will be evaluated based on the following “PASS/FAIL” Criteria:
	Criteria
	Evaluation

	Tender Declaration- See Annex 2 OR Annex 2.1 (Alternative Tender declaration)
Completed on your organisations letter headed paper and signed by an authorised person.
	PASS/FAIL

	No Collusion Certificate- See Annex 3
Completed and signed by an authorised person. 
	PASS/FAIL

	Due Diligence Questionnaire – See Annex 4
Part 1: Tenderer Information
Part 2: Exclusion Grounds
· All questions completed
Due Diligence Declaration for Parts 1&2
•	Completed and signed by all the organisations that you will rely on to meet the requirements of this procurement exercise
Part 3: :  Supplier Selection Questions 
· All questions completed and submitted

	PASS/FAIL



A “FAIL” on any of the Stage 1 criteria will result in the tender response being rejected in its entirety.
The Catapult may decide not to proceed to Stage 2 if deemed not to be in their best interests.
· Stage 2 : Evaluation Criteria
[bookmark: _Hlk516842470]All Tenderers successfully passing all Stage 1 criteria, will be evaluated and scored against the predefined and advertised Stage 2 Evaluation Criteria at Section 11 (Evaluation of Tender Returns) including the Offer Worksheet at Annex 5.

Please ensure you include your responses to the Stage 2, Technical & Commercial evaluation criteria, with your submission.   This will not be asked for at a later date. 
Failure to provide this information will result in your submission being deemed non compliant and being eliminated from further evaluation.

· Stage 3 : Interviews  
The Catapult reserve the right to carry out a selection interview   It is anticipated that only the top three (3) highest scoring companies (from the Stage 2 Evaluation) will be invited to participate in these interviews. The three highest scored Tenderers from the Stage 2 Evaluation criteria, will be evaluated and scored against the predefined and advertised Stage 3 Evaluation Criteria at Section 12 (Evaluation of Interviews).

TIMETABLE
This timetable is indicative only.  The Catapult reserves the right to change it at its sole discretion.
	Stage
	Target Date/Time

	Publication of invitation to tender
	28 August 19

	Submission of Site Attendance Form (Annex 6)
	12 September 19

	Site visit opportunity
	16 September 19

	Final Closing date for receipt of questions & clarifications
	17 September 19

	Final Issue of Answers to all questions raised
	20 September 19

	Deadline for submission of completed Tender Documentation
	02 October 2019

	Evaluation of submitted tenders
	02 to 16 October 19

	Notification of which vendors will be invited to interview
	16 October 19

	Interview of the top three (3) highest evaluated companies, as per Section 11 (Evaluation of Tender Returns).
	23 October 19

	Issue of accept / decline letters
	25 October 19

	Contract commencement – Site Mobilization
	TBC

	Practical Completion/Handover
	31 January 2020



This RFP has been designed to assess the suitability of a Tenderer to deliver the Catapult's requirements.  
Tenderers are to respond to the RFP on the basis that the Catapult has no prior knowledge of your organisation.  Supplementary documentation may be attached to the RFP only where directed to do so.  Such material must be clearly marked with the name of the Tenderer and the question to which it relates.  
It is the Tenderer’s responsibility to provide all the answers and information requested in a clear, concise and logical manner and at the appropriate points within the document.  Cross referencing and reliance on enclosures (other than where specifically requested) should be avoided.  In particular please DO NOT:
· include any promotional literature or cross-reference to any web-based material, as this will not be considered as part of the selection process;
· provide any information other than that requested, as this will not be considered as part of the selection process;
· include any marketing material with your submission.
The Catapult reserves the right to take into consideration additional information publicly available from external sources when undertaking the evaluation.
It is the Tenderer’s responsibility to ensure the Catapult is not misled.  The information provided in the RFP will be relied upon and taken to be true and accurate.  If it is subsequently determined that any information supplied was inaccurate and was relied upon for evaluation purposes, the Catapult reserves the right to exclude the offer to supply (if still under evaluation) or if the Contract has been awarded and the information inaccurately supplied had a significant bearing on the award then the Catapult shall be at liberty to terminate the Contract without incurring any financial or legal liability.  In addition, the Catapult shall reserve the right to pursue all costs in establishing the reprovision of the Contract.  It remains the responsibility of the Tenderer to keep the Catapult informed of any matter that may affect continued qualification.
Please ensure that all responses are completed in full, and in the format requested.  Failure to do so may result in your submission being disqualified.  
Should you need to provide additional Appendices in response to the questions, these should be clearly identified as such in your submission.  
The Catapult will not be responsible for any expenses incurred in the preparation of any submission, in attendance at any meetings, visits or clarifications.  
1. VERIFICATION OF INFORMATION PROVIDED
Whilst reserving the right to request information at any time throughout the procurement process, the Catapult may enable the Tenderer to self-certify that there are no mandatory/discretionary grounds for excluding their organisation.  When requesting evidence that the Tenderer can meet the specified requirements the Catapult may obtain such evidence after the final tender evaluation decision i.e. from the successful Tenderer(s) only.
1. SUB-CONTRACTING ARRANGEMENTS
Where the Potential Supplier proposes to use one or more sub-contractors to deliver some or all of the Contract requirements, the Due Diligence Questionnaire must be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key Contract deliverables each sub-contractor will be responsible for.
The Catapult recognises that arrangements in relation to sub-contracting may be subject to future change, and may not be finalised until a later date.  However, Tenderers should be aware that where information provided to the Catapult indicates that sub-contractors are to play a significant role in delivering key Contract requirements, any changes to those sub-contracting arrangements may affect the ability of the Tenderer to proceed with the procurement process or to provide the supplies and/or services required.  Tenderers should therefore notify the Catapult immediately of any change in the proposed sub-contractor arrangements.  the Catapult reserves the right to deselect the Tenderer prior to any award of Contract, based on an assessment of the updated information.
8.  CONFIDENTIALITY
The Catapult reserves the right to contact the named customer contact in Part 3 Section 12 of the completed Due Diligence Questionnaire regarding the Contracts included in your submission.  The named customer contact does not owe the Catapult any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact. 
The Catapult confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or Contracting authorities defined by the Public Contract Regulations, as appropriate.
The standard Selection Questionnaire is a self-declaration, made by you (the Potential Supplier), that you do not meet any of the grounds for exclusion.  If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning).

Completed declarations for Part 1 & Part 2 and Part 3 of Due Diligence Questionnaire provide a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently, we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2.  For example, these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria.  This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations.  Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration). 

1. SITE VISIT OPPORTUNITY
Interested Vendors have the opportunity to visit the site of the proposed works on 16 September 2019. You should submit your request to attend the proposed site, using the template at Annex 6, by e-mail to the following address, on or before 17:00hrs on 11 September 2019:

procurement@sa.catapult.org.uk

Please use the reference number of the RFQ process (RFQ-FY20-09) and entitle your e-mail REQUEST TO ATTEND SITE VISIT – DISC II Mezzanine FITOUT WORKS. 

The opportunity for interested parties to make a site visit is expected to last no more than 2 hours.
Attendance at this site visit prior to tendering is highly recommended, although not mandatory and will allow all Tenderers to view and assess the location.  
The Contractor shall be deemed to have understood the nature and extent of the Services to be provided and to have visited the location(s) and shall make no claims on the failure to do so.  

1. CLARIFICATION QUESTIONS 
Clarification questions regarding this request for proposal shall be submitted via e-mail to procurement@sa.catapult.org.uk no later than 12:00hrs 17 September 2019.   The following reference must be used when submitting questions related to this RFQ: RFQ FY19-09.

Answers to all clarification questions will be issued to all vendors who have expressed an interest in this process, by close of business on 20 September 2019.  

1. EVALUATION OF TENDER RETURNS
All Tender responses passing all Stage 1 criteria, shall be evaluated and scored against the following Stage 2 Evaluation Criteria:







	Stage 2
	Written Proposals 
	Max Score Available 

	Project team
	Confirm the details of your proposed team and submit the organisation chart fully detailing all team members, hierarchy and relationships.

Provide CV’s for each of your team (Construction Management  and Designers) to be dedicated to the project. CVs must illustrate a track record of delivering schemes with similar technical content and value.

	10

	Methodology
	Please provide in no more than 2 pages of A4 (single sided, font size no smaller than 10) your methodology and approach to the delivery of this project including how you would manage long lead-time items, critical path issues and solutions.
	10

	Approach
	Provide a summary of your understanding of the scheme and the particular site including any constraints. Identify how it will be built in a logical and sequential way.  Include for all elements of the construction phase including pre-start procurement, site management, commissioning, snagging and handover.
	10

	 Programme
	Provide a master programme (to include the activities of the project consultants, contractor, subcontractors) design, procurement of work packages and construction inclusive of a critical path analysis, commissioning stage, snagging and demonstrations. Include the following indications:
•Design Programme 
•Mobilisation
• Modular Construction
• Completion of substructure
• Completion of superstructure
• Watertight
• MEP installation
• Commissioning
• Snagging
• Client demonstrations
• Handover

Please provide a full project programme with an absolute handover date of 31 January 2020. 
If you are unable to meet this deadline, you should not submit a proposal.

You should clearly detail the resources, your entity will be supplying, and also those which will be required from the Catapult.


	10

	Quality control
	Describe the mechanisms you use for ensuring that quality is achieved throughout the design and construction processes.

	10

	 Problem Resolution
	Please provide details of a specific issue you have encountered on a recent project, how you identified it and how you resolved it, this may be a technical, safety, design or specification issue but must be specific (generic issues and lists will not be scored).

	10

	 Risk Management
	How will you record and track potential hazards and risks to ensure as many as possible are eliminated or mitigated during the design and procurement stage? 

Given your understanding of the project please detail what are the risks that you envisage on this project and in the form of a fully costed risk register. For all risks please confirm an owner and mitigation measures. Please also provide a methodology for how you will identify and manage risk throughout the project.

	10
 

	Financial Proposal
	Please provide a full cost breakdown for the scope of the activity in question using the template contained within this document (Annex 5- Offer worksheet). 

Offers exceeding £300k will not be evaluated

The Vendor which provides the lowest price to complete the requirements detailed in Annex 1 will be given the maximum score available (80). Other Vendor's higher prices will be awarded a proportionality lower score based upon their higher prices.

You must use the Offer worksheet detailed at Annex 5 and not an offer worksheet of your own making.   Failure to comply with this request may, at the sole discretion of the Catapult, invalidate your tender

During the evaluation process, bidders may be contacted by part of the Catapult’s evaluation team to clarity elements of your submission.

	80

	Cost Certainty
	What assurances can you provide as to the Cost certainty of your financial offer?

In circumstances in which costs could over run, what would you do to mitigate this risk? 
	10

	 
	Total score available:
	 160



Following the evaluation of responses for Stage 1 and Stage 2 the three (3) highest ranked Respondents will be invited to present their proposals in more detail to members of the Catapult’s Operations team with whom they will work on the project. 



1. EVALUATION OF INTERVIEWS
Vendors will be contacted in this regard on 16 October 2019. It is intended that the interviews will take place at the headquarters of the Catapult, on 23 October 2019.  
Tenderers should plan for an overall 90-minute time slot to include a formal interview of up to 30 mins with the remainder for questions and answers. The presentation from each Vendor shall be capable of being delivered with a PC attached to the Catapults’ AV system.
The agenda for the interviews shall be detailed in the table below. 
For each Tenderer the senior manager and team (as described above) that would be responsible for delivering the contract are required to attend the presentation. Tenderers may also be required to make themselves available to attend additional meetings/telephone calls if required. 
All tenderers who will be invited to attend interview, will be scored against the following criteria:
	Stage 3 Evaluation Criteria 
	Max score available

	The ability of the Tenderers’ team to work with the Catapult to deliver the project on time & on budget.
	25

	The understanding of the aims, & objectives of the project by the Tenderers. 
	25

	Understanding by the Tenderer of the risks & issues associated with the project and the mitigation strategies proposed.
	25

	[bookmark: _Hlk518481231]Flexibility & innovative nature of the value engineering proposals presented by the Tender against the published design specifications. 
Proposals to be presented during the interview stage only. Tenderers are to submit their stage two pricing based upon the published specifications.  
	25

	Total Evaluated score
	100



Following the conclusion of these interviews, the evaluation team will complete their scoring, using the evaluation criteria above, and add these scores to those awarded for technical responses in the Stage 2 Evaluation.  
The vendor who achieves the highest overall evaluated score from Stages 2 & 3 of the evaluation process, will be nominated as Preferred Supplier.  

RETURN OF TENDER DOCUMENTS
Suppliers must submit all parts of the required information, via e-mail, to:: 
procurement@sa.catapult.org.uk

All submissions must be received by 12:00:00 hrs on 02 October 2019. Submissions received after this date/time will not be evaluated.  

Submissions which do not contain ALL of the required information, or are submitted elsewhere will be deemed non-compliant and therefore rejected. 

Please ensure you submit the following documents:

1. Tender Declaration form - completed on your organisations letter headed paper and must be signed where indicated by persons authorised to do so on the Tenderers’ behalf e.g. Director/Company Secretary.- (See Annex 2)
2. No Collusion Certificate - signed where indicated by persons authorised to do so on the Tenderers’ behalf e.g. Director/Company Secretary.  Digital Signatures are not acceptable.- (See Annex 3)
3. Due Diligence Questionnaire - (See Annex 4)
4. Response to the Stage 2 Evaluation Criteria detailed at Section 11
5. Offer Worksheet – Detailing your fixed price to perform the requirements detailed within this RFP.  (See Annex 5)
6. Acknowledgement Letter completed by an authorised signatory of your organisation. (See Annex 7)

[bookmark: NoCollusionCertificate]AWARD TERMS
[bookmark: _Hlk519868474]Any Contract award will be made based on the JCT 2016, Design & Build Contract with scheduled Amendments (See Annex 8).  

You must sign and return your acceptance of the proposed contract terms and Amendments in accordance by completing the Acknowledgement Letter at Annex 7.

CONFIDENTIALITY
All information provided in this document shall remain confidential between the Supplier and the Satellite Applications Catapult.  The Satellite Applications Catapult will not share this information with any other organisations or Public Bodies without the permission of the Supplier.

DISCLAIMER
The Satellite Applications Catapult reserves the right to award a contract to any or no Vendor responding to this invitation, and to amend any information or any requirements contained in the documentation. Suppliers should form their own conclusions about the methods and resources needed to meet these requirements.

The documentation and the information contained within it are the property of the Satellite Applications Catapult; all rights, including intellectual property rights, are reserved. 

Suppliers may withdraw their responses at any time prior to accepting the notification of award by sending a notice of withdrawal to the Satellite Applications Catapult. 

The Catapult shall observe all its obligations under the any data protection legislation from time to time in force in the UK including the Data Protection Act 1998 or any successor legislation (together the ‘DPA’).

Any expenditure, work or effort undertaken by your Company prior to the award of a contract is a matter solely for your Company’s own commercial judgement.

RESPONSE REQUIREMENTS
Please use this document, including all the attachments to return by email to procurement@sa.catapult.org.uk by 12:00:00hrs on 02 October 2019.  
	
	SUPPLIER
	BUYER

	Company Name:-
	     
	Satellite Applications Catapult Ltd

	Contact Name:-
	     
	John Thompson

	Telephone Number:-
	     
	07889 152567

	Email Address:-
	     @     
	procurement@sa.catapult.org.uk 

	Position within the Company
	
	Procurement Manager

	Persons authorised to sign on behalf of the Company
	
	Stuart Martin – CEO



Annex 1 – Requirements - Details of Proposed Mezzanine Fitout
Annex 2 -Tender Declaration form
Annex 2.1 - Alternative Tender Declaration(Programme Betterment)
Annex 3 – No Collusion certificate.
Annex 4 – Due Diligence Questionnaire
Annex 5 -Offer Worksheet
Annex 6- Site Attendance form 
Annex 7- Acknowledgement Letter
Annex 8 – Scheduled Amendments to the Jct 2016 Design & Build Contract 





Annex 1
REQUIREMENTS- DETAILS OF PROPOSED FITOUT

Please go to  https://sa.catapult.org.uk/work-with-us/opportunities/in order to receive access to download the following files:
· DISC II Mezzanine Fitout -Employers Requirement.PDF
· Appendices to ERs


Annex 2 
TENDER DECLARATION
[bookmark: _Hlk12977955]Contract Title		:  Zephyr Building Mezzanine Level fitout.
Contract Reference	:  RFQ-FY20-09
I/We hereby offer to supply and deliver the services specified in the foregoing schedule, all in accordance with Jct 2016, Design & Build Contract with Scheduled Amendments and to the entire satisfaction of the Catapult or its authorised representative.
I/We hereby certify that no alteration, amendment nor qualification to the Request for Proposal document as issued has been made other than as stipulated in our proposal.
I/we hereby agree to the pricing contained in the Offer Worksheet within this tender submission remaining valid until one hundred and twenty (120) days after the published submission deadline date and time for receipt of tenders.
I/We understand that you are not bound to accept the lowest or any offer you may receive. 
I/We understand that the Catapult may reject my submission if there is a failure to provide all relevant information or if I provide false or misleading information.
I/We have provided a full list of all appendices used to identify additional information in our response.
	I/We also declare that there is no conflict of interest in relation to the Catapult’s requirements.

	Registered /Legal Name of the Organisation, including any trading name:
	

	Registered Company Address:
	

	Telephone Number:
	

	E-mail Address
	

	Company Registration No:
	

	Country of Registration:
	

	VAT Number:
	

	Signed:
	

	Print name:
	

	Position in company:
(e.g. Director, Partner, Principal, Company Secretary)
	

	For and on behalf of:
(i.e. organisation’s name)
	

	Dated:
	



	


Unsigned submissions will be regarded as a non-compliant application and may therefore be rejected.


[bookmark: _Hlk522198608]Annex 2.1 
ALTERNATIVE TENDER DECLARATION
(Programme Betterment)
Contract Title		:  Zephyr Building Mezzanine Level fitout.
Contract Reference	:  RFQ-FY20-09
I/We hereby offer to supply and deliver the services specified in the foregoing schedule, all in accordance with Jct 2016, Design & Build Contract with Scheduled Amendments and to the entire satisfaction of the Catapult or its authorised representative.
I/We hereby certify that no alteration, amendment nor qualification to the Request for Proposal document as issued has been made other than as stipulated in our proposal.
I/we hereby agree to the pricing contained in the Offer Worksheet within this tender submission remaining valid until one hundred and twenty (120) days after the published submission deadline date and time for receipt of tenders.
I/We understand that you are not bound to accept the lowest or any offer you may receive. 
I/We understand that the Catapult may reject my submission if there is a failure to provide all relevant information or if I provide false or misleading information.
I/We have provided a full list of all appendices used to identify additional information in our response.
	I/We also declare that there is no conflict of interest in relation to the Catapult’s requirements.

	Registered /Legal Name of the Organisation, including any trading name:
	

	Registered Company Address:
	

	Telephone Number:
	

	E-mail Address
	

	Company Registration No:
	

	Country of Registration:
	

	VAT Number:
	

	Signed:
	

	Print name:
	

	Position in company:
(e.g. Director, Partner, Principal, Company Secretary)
	

	For and on behalf of:
(i.e. organisation’s name)
	

	Dated:
	



	


Unsigned submissions will be regarded as a non-compliant application and may therefore be rejected.

Annex 3
NO COLLUSION CERTIFICATE
Contract Title		:  Zephyr Building Mezzanine Level fitout.
Contract Reference	:  RFQ-FY20-09
The essence of selective tendering is that the  Catapult shall receive bona fide competitive tenders from all organisations tendering.  In recognition of this principle, I/we certify that this is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  
I/We also certify that we have not done and I/we undertake that I/we will not do at any time before the returnable date for this tender any of the following acts:-
(a) 	Communicating to any person the amount or approximate amount of the tender herewith submitted;
(b)	Entering into any agreement or arrangement with any person that he /she shall refrain from tendering or as to the amount of any tender to be submitted; and
(c)	Offering or paying or giving or agreeing to pay or give any sum of money or consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.
In this certificate, the word "person" includes any persons and any body or association, corporate or incorporate; and "any agreement or arrangement" includes any such transaction, formal or informal, whether legally binding or not.
I/We acknowledge that the Catapult will be entitled to cancel the contract and to recover from me/us the amount of any loss resulting from such cancellation if I/we or our representatives (whether with our without my/our knowledge) shall have practiced collusion in tendering for this contract or any other contract with the Catapult or shall employ any corrupt or illegal practices either in the obtaining or execution of this contract or any other contract with the Catapult.
	Signed:
	

	Print name:
	

	Position in company:
(e.g. Director, Partner, Principal, Company Secretary)
	

	For and on behalf of:
(i.e. organisation’s name)
	

	Dated:
	


Digital signatures are not acceptable.
Unsigned submissions will be regarded as a non-compliant application and may therefore be rejected.

Annex 4
DUE DILIGENCE QUESTIONNAIRE
Part 1 and Part 2 : Tenderer Information and Exclusion Grounds
The General Due Diligence Questionnaire is a self-declaration, made by you (the Tenderer), that you do not meet any of the grounds for exclusion[footnoteRef:1].  If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning). [1:  For the list of exclusion please see 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf
] 

Consequently we require all the organisations that you will rely on to meet the requirements of this procurement exercise to provide a completed Part 1 and Part 2 along with the Declaration at the end of Part 2.  For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria.  This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations.  Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
Part 3 : Supplier Selection Questions
This document will provide instructions on the due diligence questions you need to respond to and how to submit those responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the due diligence questions on behalf of the consortium and/or any sub-contractors.

If the relevant documentary evidence referred to in the due diligence questionnaire is not provided upon request, and without delay, we reserve the right to amend the contract award decision and award to the next compliant Tenderer.

Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the due diligence questionnaire, and so induce the Catapult to enter into a contract, there may be significant consequences. 
You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years.
[bookmark: _Toc463439320]
Part 1 : Tenderer Information
Please answer the following questions in full. 
Please note that every organisation that is being relied on to meet the requirements of this procurement exercise must complete and submit the Part 1 self-declaration. 
All personal information supplied within this due diligence questionnaire will be treated as confidential and will be subject to the Data Protection Act.
	Section 1 – Tenderer Information

	Question
	Response

	1.1 (a)
	Full name of the Tenderer submitting the information
	

	1.1 (b)
	(i)  Registered office address 
(if applicable)
	

	
	(ii)  Registered website address 
(if applicable)
	

	1.1 (c)
	Trading Status
(Please mark “X” in the relevant box) 
	a)    Public Limited company
	

	
	
	b)    Limited company
	

	
	
	c)    Limited liability partnership
	

	
	
	d)    Other partnership
	

	
	
	e)    Sole trader
	

	
	
	f)     Third sector
	

	
	
	g)    Other 
(please specify your trading status)
	

	1.1 (d)
	Date of registration in country of origin
	

	1.1 (e) 
	Company Registration number (if applicable)
	

	1.1 (f)
	Charity Registration number (if applicable)
	

	1.1 (g)
	Dun and Bradstreet (D.U.N.S) number of head office (if applicable)
	

	1.1 (h)
	Registered VAT number
	

	1.1 (i)
	(i)  If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	|_|   Yes
|_|   No
|_|   N/A

	
	(ii)    If you responded “Yes” to (i) above, please provide relevant details, including the registration number.
	

	Question
	Response

	1.1 (j)
	(i)    Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or to be a member of a particular organisation in order to provide the services specified in this procurement?
	|_|   Yes
|_|   No

	
	(ii)    If you responded “Yes” to (i) above, please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1 (k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1 (l)
	Relevant classifications (state whether you fall within one of these, and if so, which one):
1. Voluntary, Community and Social Enterprise (VCSE)
1. Sheltered workshop
1. Public service mutual
	|_|   a
|_|   b
|_|   c

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)[footnoteRef:2]? [2:  See EU definition of SME: http://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en ] 

	|_|   Yes
|_|   No

	1.1 (n)
	Details of Persons of Significant Control (PSC), where appropriate:
(Please enter N/A if not applicable)

	
	Name
	

	
	Date of Birth
	

	
	Nationality
	

	
	Country, state or part of the UK where the PSC usually lives
	

	
	Service address
	

	
	The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used)
	

	
	Which conditions for being a PSC are met:
· Over 25% up to (and including) 50%
· More than 50% and less than 75%
· 75% or more. [footnoteRef:3] [3:  Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. ] 

	

	Question
	Response

	1.1 (o)
	Details of immediate parent company (Please enter N/A if not applicable)

	
	Full name of the immediate parent company
	

	
	Registered office address (if applicable)
	

	
	Registration number (if applicable)
	

	
	Head office DUNS number (if applicable)
	

	
	Head office VAT number (if applicable)
	

	1.1 (p)
	Details of ultimate parent company (Please enter N/A if not applicable):

	
	Full name of the ultimate parent company
	

	
	Registered office address (if applicable)
	

	
	Registration number (if applicable)
	

	
	Head office DUNS number (if applicable)
	

	
	Head office VAT number (if applicable)
	



Note : A criminal record check for relevant convictions may be undertaken for the successful tenderer and the persons of significance in control of them.

	Section 1 – Bidding Model

	Question
	Response

	1.2 (a)
	(i)   Are you bidding as the lead contact for a group of economic operators?
	|_|   Yes   |_|   No

If yes, please provide the details listed in questions 1.2(a) (ii) & (iii) and 1.2(b) (i) & (ii),    Part 2 Section 2 and Section 3 and the Declaration for Parts 1 & 2.

If no, and you are a supporting bidder, please provide the name of your group at 1.2 (a) (ii) for reference proposes, and complete Part 2 Section 2 and Section 3 and the Declaration for Parts 1 & 2.

	
	(ii)   Name of group of economic operators 
(if applicable)
	

	
	(iii) Proposed legal structure if the group of economic operators intends to form a named single entity prior to signing a contract, if awarded.   If you do not propose to form a single legal entity, please explain the legal structure.
	




	Question
	Response

	1.2 (b)
	(i)  Are you, or if applicable the group of economic operators, proposing to use sub-contractors?
	
|_| Yes  |_| N/A

	
	(ii) If you responded “Yes” to (i) above, please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.

	Name
	
	
	
	
	

	Registered address
	
	
	
	
	

	Trading Status
	
	
	
	
	

	Company registration number
	
	
	
	
	

	Head Office DUNS number (if applicable)
	
	
	
	
	

	Registered VAT number
	
	
	
	
	

	Type of organisation
	
	
	
	
	

	SME?
	|_| Yes 
|_| No
	|_|  Yes   
|_|  No
	|_| Yes   
|_|  No
	|_|  Yes  
|_|   No
	|_|   Yes  
|_|   No

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

	The approximate % of contractual obligations assigned to each sub-contractor
	
	
	
	
	



[bookmark: _Toc463439321]Part 2 : Exclusion Grounds
Please answer the following questions in full. 
Please note that every organisation that is being relied on to meet the requirements of this procurement exercise must complete and submit the Part 2 self-declaration. 
	[bookmark: section2]Section 2 -  Grounds for mandatory exclusion

	Question
	Response

	2.1 (a)
	Regulations 57(1) and (2)
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted, anywhere in the world, of any of the offences within the summary below and listed on the web page.

	
	Participation in a criminal organisation
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	
	Corruption
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	
	Fraud
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	|_| Yes    |_| No
If Yes please provide details at 2.1(b)

	2.1 (b)
	If you have answered yes to question 2.1(a), please provide further details:
· Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction;
· Identity of who has been convicted;
· If the relevant documentation is available electronically, please provide the web address, issuing authority and precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	|_| Yes  

|_| No

	[bookmark: _2xcytpi]2.3 (a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	


|_| Yes  

|_| No



[bookmark: _3whwml4]
	Question
	Response

	2.3 (b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	



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

	[bookmark: section3]Section 3 -  Grounds for discretionary exclusion

	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world, any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)
	Breach of environmental obligations? 
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _qsh70q]3.1 (b)
	Breach of social obligations?  
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _1pxezwc]3.1 (c)
	Breach of labour law obligations? 
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _2p2csry]3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _3o7alnk]3.1(e)
	Guilty of grave professional misconduct?
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _ihv636]3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _1hmsyys]3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	|_| Yes    |_| No
If Yes please provide details at 3.2


[bookmark: _2grqrue]
	Question
	Response

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _3fwokq0]3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _4f1mdlm]3.1 (j)
	Please answer the following statements:

1. The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
1. The organisation has withheld such information.
1.  The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
1. The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.

	


|_| Yes    |_| No
If Yes please provide details at 3.2



|_| Yes    |_| No
If Yes please provide details at 3.2


|_| Yes    |_| No
If Yes please provide details at 3.2




|_| Yes    |_| No
If Yes please provide details at 3.2

	[bookmark: _19c6y18]3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	


[bookmark: _37m2jsg][bookmark: declaration]
DECLARATION : PART 1 & PART 2
Contract Title		:  Zephyr Building Mezzanine Level fitout.
Contract Reference	:  RFQ-FY20-09
I declare that to the best of my knowledge, the answers submitted and information contained in Part 1 and Part 2 of this Due Diligence Questionnaire are correct and accurate.
I declare that, upon request, and without delay, I will provide the certificates or documentary evidence referred to in this document.
I understand that the information will be used in the selection process to assess my organisation’s suitability to participate further in this procurement.
I understand that Catapult may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section and I am aware of the consequences of serious misrepresentation.
	Contact Name
	

	Name of organisation
	

	Role in organisation
	

	Phone number
	

	e-mail address
	

	Postal address
	

	Signature
	

	Date
	


ING DECLARATION.
LEGALLY BINDING DECLARATION.
This form must be signed where indicated only by persons authorised to do so on the Potential Suppliers behalf e.g. Director/Company Secretary.   
 
Unsigned submissions will be regarded as a non-compliant application and therefore rejected.


Part 3 : Supplier Selection Questions could remove this section
Please provide the following contact details which will be used by the Catapult for any/all enquiries regarding this ITT submission.
	Name
	

	Company Name
	

	Full postal address
	

	Country
	

	Phone number
	

	Mobile number
	

	e-mail address
	


Tenderers who self-certify that they met the requirements of the following questions will be required to provide evidence of this if they are successful at Contract award stage.
	Section 4 – Economic and Financial Standing

	Question
	Response

	4.1
	Are you able to evidence that you have, have had a minimum annual turnover of £3m (Three Million Pounds) over the last three years?
	|_| Yes  

|_| No

	
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with an “X” in the relevant box.
	|_| Yes  

|_| No

	
	1. A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	|_| Yes  

|_| No

	
	(b)  A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	|_| Yes  
|_| No

	
	(c)  Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	|_| Yes  

|_| No

	

	Section 5 - If you have indicated in question 1.2(a) in Part 1 of this questionnaire that you are part of a wider group, please provide further details below:

	Question
	Response

	Name of organisation
	

	Relationship to the Tenderer completing the questions
	

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	|_| Yes  
|_| No

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	|_| Yes  
|_| No

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)?
	|_| Yes  
|_| No



	Section 6 – Requirements under Modern Slavery Act 2015

	Question
	Response

	6.1
	Are you a relevant commercial organisation as defined by Part 6, Section 54 (“Transparency in Supply Chains etc.”) of the Modern Slavery Act 2015 (“the Act”)?
	|_| Yes  
|_| N/A

	6.2
	If you have answered “Yes” to question 6.1, are you compliant with the annual reporting requirements contained within Part 6, Section 54 (4) & (5) of the Modern Slavery Act 2015?
	|_| Yes 
|_| No, Please provide     an explanation

	6.3
	Please confirm that your organisation nor any of its officers, employees or other persons associated with it has:

	
	1. been convicted of any offence involving slavery and human trafficking; and;
	|_|   Yes
|_|   No

	
	1. to the best of its knowledge, has been or is the subject of any investigation, inquiry or enforcement proceedings by any governmental, administrative or regulatory body regarding any offence or alleged offence of or in connection with slavery and human trafficking.
	|_|   Yes

|_|   No

	If you have answered “Yes” to one or both of the questions in 6.3 above, please provide, as a separate Appendix, a summary of the nature of the offence / investigation and an explanation of what actions (if any) you have taken to prevent any reoccurrence.
You may be excluded if you are unable to demonstrate to THE Catapult’s satisfaction that appropriate remedial actions have been taken to prevent similar incidents reoccurring.

	6.4
	Do you have a policy / statement that sets out the steps your organisation has taken to ensure that slavery and human trafficking is not taking place in any of your supply chains or in any part of your own business.
	|_|   Yes

|_|   No

	If you have answered “No” to question 2 above, please provide, as a separate Appendix, a summary of the actions you are taking to ensure the eradication of slavery and human trafficking within your supply chain or in any part of your business.


[bookmark: _Toc463439324]
Additional Questions
	Section 7 – Insurance  


	Question
	Response

	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the Contract, the levels of insurance cover indicated below:
[bookmark: _Hlk17794196]Employer’s (Compulsory) Liability Insurance:     £10m* (ten million pounds sterling)
Public Liability Insurance:  £10m (ten million pounds sterling) 
Professional Indemnity Insurance:    £10m (ten million pounds sterling)
Product Liability Insurance: £10m (ten million pounds sterling)
                    
* It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum.  Please note this requirement is not applicable to Sole Traders.
** All Insurance limits are in aggregate       
	|_|   Yes
|_|   No





	
Section 8 – Compliance with Equality Legislation

	For Tenderers working outside of the UK, please refer to equivalent legislation in the country that you are located.
Tenderers may be excluded from the procurement process if they have answered “No” to question 1 and/or “Yes” to questions 2 or 3 and are unable to demonstrate to the Catapult’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.

	Question
	Response

	8.1
	Does your organisation comply with your statutory obligations under the Equality Act 2010?
	|_|   Yes
|_|   No

	8.2
	In the last three (3) years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	|_|   Yes
|_|   No

	8.3
	In the last three (3) years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?
	|_|   Yes
|_|   No

	If you have answered “Yes” to one or both questions 2 & 3 in this module, please provide a brief summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please also explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
	

	8.4
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	|_|   Yes
|_|   No



	9.1 – Health & Safety

	Question
	Response

	9.1(a)
	Does your organisation operate a Health, Safety and Welfare Management system certified to International, European or equivalent standard (e.g. OHSAS 18001)?
	|_|   Yes
|_|   No

	
	If you have answered “Yes” to the above, please provide:
	Approval Certificate Number
	

	
	
	Certificate Expiry Date
	

	9.1(b)
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement / remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last three (3) years?
If your answer to this question is “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
The Catapult will exclude Tenderers that have been in receipt of enforcement/remedial action orders unless the Tenderer can demonstrate to the Catapult’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.
	|_|   Yes
|_|   No

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

	9.1(d)
	Please provide figures of any RIDDOR (or equivalent) reportable events for the last three (3) years.

	
		Event Type
	Employees
	Members of the Public
	Contractors

	Fatal Accident
	
	
	

	Major Injuries
	
	
	

	Over 7 day accidents
	
	
	

	Dangerous Occurrences
	
	
	




	If you have been able to provide your Approval Certificate Number and Certificate expiry date at question 'a' above, you are not required to answer any of the remaining Health & Safety questions.

	9.1(e)
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
	|_|   Yes
|_|   No

	9.1(f)
	Please describe your organisation’s processes for conducting accident or incident reporting and undertaking follow-up investigations.

	
	

	9.1(g)
	Please describe your organisation’s arrangements for ensuring that your H&S measures are effective in reducing or preventing incidents, occupational ill-health and accidents.

	
	

	9.1(h)
	Please describe how your organisation obtains access to competent H&S advice and assistance, including for the workforce.

	
	

	9.1(i)
	Please describe your organisation’s arrangements and processes for providing your workforce with training and information appropriate to the type of work for which your organisation is likely to bid.
Guidance: You should provide evidence that your organisation has in place and implements training arrangements to ensure that its workforce has sufficient skills and understanding to discharge their various duties.   You should provide details of staff Health & Safety training arrangements and how relevant information is communicated to your staff (e.g. formal meetings, notice boards, bulletins, newsletters etc.)

	
	

	9.1(j)
	Please describe what H&S or other relevant qualifications and experience your workforce has in order to implement your H&S policy to a standard appropriate to the work for which your organisation is likely to bid.
Guidance: You should demonstrate that your workforce possesses suitable qualifications and experience for the tasks assigned to them, unless there are specific situations where they need to work under controlled and competent supervision, e.g. trainees. 

	
	

	9.1(k)
	Please describe your organisation’s arrangements for checking, reviewing and, where necessary, improving your H&S performance.
Guidance: You should demonstrate that your organisation has in place and implements a system for monitoring H&S procedures on an ongoing basis, and for periodically reviewing and updating that system as necessary. 

	
	

	9.1(l)
	Please describe your organisation’s arrangements for involving your workforce in the planning and implementation of H&S measures.
Guidance: You should demonstrate that your organisation has in place, and implements, a means of consulting its workforce on H&S matters and show how workforce comments, including complaints, are taken into account. 

	
	

	9.1(m)
	Please describe your organisation’s arrangements for ensuring that your suppliers and/or sub-contractors apply H&S measures to a standard appropriate to the work for which they are being engaged.

	
	

	9.1(n)
	Please describe your organisation’s arrangements for carrying out assessments capable of supporting safe methods of work and reliable delivery where necessary.
Please submit a sample Risk Assessment and Method Statement.
Guidance: You should demonstrate that your organisation has in place, and implements, procedures for carrying out risk assessments and for developing and implementing safe systems of work (‘method statements’), and be able to provide relevant indicative examples. The identification and control of any significant occupational health issues should be prominent.

	
	

	9.1(o)
	Please describe your organisation’s arrangements for co-operating and co-ordinating your work with other suppliers and/or sub-contractors.

	
	


	9.2 – Environmental

	Question
	Response

	9.2(a)
	Does your organisation operate an Environmental Management System certified to International, European or equivalent standard (e.g. ISO14001 or EMAS)?
	|_|   Yes
|_|   No

	9.2(b)
	If you have answered “Yes” to the above, please provide:
	Approval Certificate Number
	

	
	
	Certificate Expiry Date
	

	9.2(c)
	If you have answered “No” to the above, please self-certify that your organisation has an in-house policy for the management of Environmental issues.
	|_|   Yes
|_|   No

	9.2(d)
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three (3) years by any environmental regulator of authority (including local authority)?
If your answer to the question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
The Catapult will not select Tenderers that have been prosecuted or served notice under environmental legislation in the last three (3) years, unless they are satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.
	|_|   Yes
|_|   No

	9.2(e)
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?
	|_|   Yes
|_|   No

	9.3 – Quality

	Question
	Response

	9.3(a)
	Does your organisation operate a Quality Management system certified to International, European or equivalent standard (e.g. BS EN ISO 9001)? 
	|_|   Yes
|_|   No

	
	If you have answered “Yes” to the above, please provide:
	Approval Certificate Number
	

	
	
	Certificate Expiry Date
	

	If you have been able to provide your Approval Certificate Number and Certificate expiry date at question "a" above, you are not required to answer any of the remaining Quality Management questions.

	9.3(b)
	Please self-certify that your organisation has an in-house policy for the management of Quality issues.
	|_|   Yes
|_|   No

	9.3(c)
	Please describe your organisation’s arrangements for ensuring that your quality management, including the quality of output and general performance, is effective in reducing/preventing incidents of sub-standard delivery.

	
	

	9.3(d)
	Please describe your organisation’s arrangements for providing your workforce with quality related training and information appropriate to the type of work for which your organisation is likely to bid?

	
	

	9.3(e)
	Please describe your organisation’s procedures for periodically reviewing, correcting and improving quality performance.

	
	

	9.3(f)
	Please describe your organisation’s arrangements for ensuring that your own suppliers apply quality management measures that are appropriate to the work for which they are being engaged.

	
	

	9.3(g)
	How does your organisation deal with complaints?

	
	



	

Section 10 – Information Security Management

	Tenderers will be excluded from the procurement process if they cannot self-certify to holding the relevant Certification or to having an in-house Policy that complies with current legislative requirements.


	Question
	Response

	10.1 (a)
	Does your organisation operate an Information Security Management system certified to International, European or equivalent standard (e.g. BS EN ISO 27001)? 
	|_|   Yes
|_|   No

	10.1 (b)
	If you have answered “Yes” to the above, please provide:
	Approval Certificate Number
	

	
	
	Certificate Expiry Date
	

	If you have been able to provide your Approval Certificate Number and Certificate expiry date at “a & b” above, you are not required to answer any of the remaining Information Security Management questions.

	10.1 (c)
	Please self-certify that your organisation has an in-house policy for the management of information security.
	|_|   Yes
|_|   No

	10.1 (d)
	Please provide, as a separate appendix, information regarding the last time your network was pen-tested, including scope that this covered.
	|_|   Yes
|_|   No

	10.1 (e)
	Please provide, as a separate appendix, a record of security breaches, covering last two (2) years.
	|_|   Yes
|_|   No




	Section 11 – Business Continuity & Disaster Recovery

	Tenderers will be excluded from the procurement process if they cannot self-certify to holding the relevant Certification or to having an in-house Policy that complies with current legislative requirements.


	Question
	Response

	11.1 (a)
	Please self-certify that your organisation has an in-house policy for Business Continuity & Disaster Recovery
	|_|   Yes
|_|   No

	11.2 (b)
	If you have answered “No” to the above question, please describe your arrangements to ensure business continuity and to enable disaster recovery, including scope, validation, risk treatment and leadership in these areas.
Guidance: You should demonstrate that your organisation keeps copies of documentation setting out your business continuity and disaster recovery procedures.  These should include the arrangements for business continuity and disaster recovery throughout your organisation.  They should set out how the organisation will carry out its policy with a clear indication of how the arrangements are communicated to the workforce.

	
	


[bookmark: _Toc463439325]
Requirement Specific Questions
The following questions will be evaluated on a PASS/FAIL basis.   All information supplied must be relevant to the requirement of this procurement exercise.   Failure to comply with this instruction may lead to your submission being deemed non-compliant and rejected in its entirety.
 
	Section 12 – Technical and professional ability

	12.1    Relevant experience and contract examples

	12.1(a)
	Please provide details of up to 3 relevant projects that your organisation has delivered. Projects should be of a similar scope, value and nature to that of the proposed project. Projects referenced may be from the public or private sector, must have been undertaken within the last 3 years and your company must have been the main contractor.


	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	

	12.1(b)
	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained co-ordinated supply chains with your sub-contractor(s) to ensure that your projects are delivered on time & on budget:
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and quality assurance of the works produced by the sub-contractors, and detailed issues/risk mitigation. 

	



	12.2    Professional and Technical Skills

	
	Should you propose to use an alternative design team to those who have developed the design thus far, please provide details of their professional competencies. 
Architects must be registered architects with RIBA and at least degree qualified, M&E engineers/designers must be….
.   The information you provide may include:
· Organisational chart;
· Details of professional memberships/accreditations; and
· Person specifications or brief CV’s demonstrating relevant skills and professional qualifications held.
Guidance
The Catapult will use the information you provide to evaluate whether your organisation, consortium members and/or named sub-contractors have the relevant professional and technical skills required in relation to this procurement exercise.  At this stage staff are indicative only of the technical competence of the organisation; guarantees of the availability of certain staff and their allocation to fulfilling a potential contract will be evaluated in later rounds of the procurement exercise.  






	12.3    Professional and Technical Skills  

	
	Contractor must be able to accept appointment as Principal Designer and Principal Contractor
	|_|   Yes
|_|   No




Annex 5
OFFER WORKSHEET
Please see separate file


Annex 6
SITE VISIT ATTENDANCE FORM

Contract Title		:  Zephyr Building Mezzanine Level fitout.
Contract Reference	:  RFQ-FY20-09
  
DATE OF SITE VISIT:  09:00hrs to 17:00hrs 16 September 2019 [Please indicate your preferred arrival time]
SITE LOCATION:   Harwell Science & Innovation campus, Didcot, Oxfordshire, OX11 ORL

Please complete and return to procurement@sa.catapult.org.uk no later than 17:00hrs 11 September 2019.

I confirm that the following representatives (maximum of two (2) per organisation) will attend the Site Visit.

	Company name
	

	Name of attendee # 1
(main contact)
	

	Designation
	

	Name of attendee # 2
(if applicable)
	

	Designation
	

	Main contact telephone number
	

	Main contact e-mail address
	

	Mobile telephone number (for emergency purposes on the day, if required)
	

	If PPE is required please advise quantities.
	PPE is not required for this visit





Annex 7
[bookmark: _Hlk519868258]ACKNOWLEDGEMENT LETTER
Acknowledgement Letter
To: 	Satellite Applications Catapult Ltd

Attn: 	Procurement Department  

From (Company who will bid): 

[bookmark: _Hlk515376987][bookmark: _Hlk503527627]Invitation to Tender – Ref: RFQ-FY20-09 – Mezzanine Level Fitout within Zephyr Building, Harwell Science & Innovation Campus

We acknowledge receipt of your Invitation to Tender for the above work and are in receipt of all documents listed in the contents. 

I. We agree to comply with the requirements of the Instructions to Tenderers and confirm that we will respond to your request and submit our bid no later than the date required. 

II. We agree to the proposed Amendments to the Jct 2016 Design & Build Contract contained in Annex 8 of the RFP document . We also confirm that if successful, any subsequent substantial departure or failure to include these terms within the agreed contract may render our response invalid and the Catapult will be free to enter into negotiations with an alternative Tenderer.
Irrespective of whether you are successful in your tender and insofar as the tender includes personal data (as defined under GDPR), we would like to retain your contact details in the event that a suitable opportunity arises.  If you are happy for us to hold this information please tick this box. 
	|_|   Yes we are happy for you to retain our tender for the purposes outlined above.
|_|   No we are not happy for you to retain our tender.



Your information will only be held for 2 years from the date of conclusion of the tender process.  You are able to withdraw consent at anytime by contacting procurement@sa.catapult.org.uk and your refusal to consent will in no way affect this tender process. 
Our primary point of contact in connection with this bid is:-

Regards

(Signature & Title):…………………………………………………….. 


(Printed Name):…………………………………………………….. 


(Company):…………………………………………………….. …….

Annex 8
AMENDMENTS TO JCT 2016 DESIGN & BUILD CONTRACT

Please see separate folder  containing the following documents:
· Schedule of Amendments JCT Design Build 2016 – Version 2 170818v2.doc
· Form of Guarantee Bond.pdf
· Form of Parent Company Guarantee.pdf
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