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[bookmark: _Toc359781555][bookmark: _Toc487711044]INVITATION
Dear Sir(s),

You (“the Tenderer”) are invited to tender for a place on The University of Sheffield (The University) framework agreement for the supply of Half-Hourly Electricity (“the Framework Agreement”), details of which are given in the following Invitation to Tender (“ITT”) and Appendices to it. 

This ITT and supporting documentation is designed to ensure that all Tenderers are given equal and fair consideration in tendering.  This ITT also sets out the tendering conditions.  By participating in the tender process, you confirm acceptance of these conditions of tendering.  At its discretion, The University may either waive or insist on strict compliance with any requirement set out in this ITT.  

If you do not wish to participate further in this procurement, please inform us using the contact details below immediately.  The University confirms that any Tenderers that do this will not be prejudiced in relation to any future procurement by The University. 

Please ensure that you follow the Tender submissions instructions set out in the ITT that you have responded to all points this ITT asks you to cover in your Tender and that all changes have been saved and submitted by the Tender submission deadline, which is:

Monday 31st July 2017

Any questions or requests for information from The University must be made at least 5 Working Days before the Tender submission deadline. You must ensure all questions are submitted before this deadline or your question will not be able to be answered.

If there are any aspects of this ITT that you do not understand then do not hesitate to contact 
Charlie Coleman
Telephone: 01253 785006
Email: Charlie.coleman@inenco.com 
Or
Huw James
Telephone: 07817 576997
Email: huw.james@inenco.com
Yours sincerely,

Charlie Coleman
Risk Manager
 

[bookmark: _Toc487711045]About The University of Sheffield 
The University of Sheffield received its Royal Charter in 1905 and has since established itself as one of the largest and best-regarded research universities in the UK, with more than 16,100 undergraduate and over 8,000 postgraduate students.	
[bookmark: _Toc487711046]A.	Guidance on the Tendering Process
Note on Terminology
Throughout this documentation the following terms are used:
‘The University’, ‘Us’, ‘Our’ or ‘We’ refers to The University of Sheffield and any of its constituent parts;
‘Bidders’, ‘Suppliers’, ‘tenderer’ ‘You’ or ‘Your’ refers to any individual, partnership, firm, company, organisation etc. considering making a bid or submitting a tender.
‘Inenco’ refers to the nominated Energy Broker running the tender of the framework agreement on behalf of The University of Sheffield.
1. [bookmark: _Toc487711047]Introduction
1.1 The primary objective of this contract is to provide The University with a framework agreement to procure energy using flexible procurement solutions to be able to meet the demands of The University under one LOT, Half-Hourly Electricity.
As such, The University is looking to work with suitably qualified UK licenced suppliers who understand the public procurement regulations and have experience in designing and implementing both standard and innovative product and service solutions to meet those needs.
1.2 The tender is to be submitted in accordance with the requirements set down in these notes, together with any addenda that are issued by the University, are together referred to as the Invitation to Tender (ITT).
2. [bookmark: _Toc487711048]Specific Legal Requirements
	The University is a body governed by public law and as a recipient of public funds is bound by a number of legal requirements, over and above those generally applicable to business transactions. These impose specific obligations and duties which the University takes seriously not just in applying the letter, but also abiding by the spirit, of the law. It is expected that bidders will help the University comply with its obligations and also operate in a way that is consistent with them. These include:
2.1 Public Procurement Legislation
2.1.1 The University has to follow EU Procurement Directives embodied within UK law in The Public Contracts Regulations 2006 (SI No. 5), as amended. These apply when public bodies seek to purchase goods, services or works and their purpose is to open up the public procurement market and to ensure the free movement of goods and services within the EU.
2.1.2 These rules apply to purchases over set monetary thresholds and where these are likely to be exceeded the University is required to advertise contracts in the Official Journal of the European Union and the detailed rules applying to these tenders will be applied. The University expects firms to co-operate in ensuring that tenders comply with these rules and in return undertakes to make responding to these as easy as possible consistent with adhering to the detailed rules.
2.2 Freedom of Information
2.2.1 The Freedom of Information Act 2000 creates two important and legally enforceable rights of access for persons requesting information from the University.  Those persons will be entitled to be informed in writing by the University, whether it holds the information requested and, if so, to have the information communicated to them (subject to certain exemptions).
2.2.2 The exemption most likely to apply to information provided by you is intended to protect information which, if released, would damage commercial interests.  You should specify which, if any, of the information supplied as part of the tender is a trade secret or would prejudice your commercial interests if it were released, together with reasons why disclosure would be commercially damaging, and indicating any time limits on the information’s sensitivity.  Simply stating that all the content of the tender is commercially sensitive will not help the University decide what information it can release.
2.2.3 You should note that the University cannot contract out of the requirements of the Act, and the University will not agree to confidentiality clauses except in exceptional circumstances.
2.2.4 Information on the Freedom of Information Act and the exemptions under the legislation are available from the Information Commissioner (www.informationcommissioner.gov.uk)
2.3 Sustainability
2.3.1 The University seeks to operate in a way that minimises its impacts both now and in the future. We welcome approaches from suppliers that allow us to do this and are keen to adopt solutions that: promote reduction in the use of resources, encourage re-use of materials and actively re-cycles products without causing additional harm.
2.3.2 We expect firms to be compliant with and allow us to be compliant with legislation to minimise harmful emissions (e.g. RoHS) and reduce reliance on landfill (e.g. Packaging Waste Regulations and WEEE).
3. [bookmark: _Toc487711049]Confidentiality
3.1 All information supplied by either the University or bidders in connection with this Invitation to Tender shall be regarded as confidential by the recipient, except insofar as either party is required to divulge information under the Freedom of Information Act 2000 or other statutory or legal authority.  
The detail of this document and all associated documents is to be treated as private and confidential and for use only in connection with this tender process.  Copyright of all tender documents, including any amendments or further instructions, shall remain with Inenco.

4. [bookmark: _Toc487711050]Modification by the University
4.1 Any advice of a modification to the Invitation to Tender by the University will be issued at least seven days before the Tender Return Date and will be deemed to constitute part of the Invitation to Tender.  If necessary, the University will defer the Tender Return Date in order to allow Tenderers to take account of the modification.
4.2 Except under exceptional circumstances no other extension of date and time by which the tender must be submitted will be granted.
5. [bookmark: _Toc487711051]Tender Information
5.1 Information provided to bidders in connection with this Invitation to Tender is provided in good faith.  However, the University accepts no responsibility for any loss or damage whatsoever that may occur arising from the use of such information.
5.2 It is incumbent on bidders to ensure that they have all the information required for the preparation of their tenders, and that they satisfy themselves about the correct interpretation of terminology used in the tender documentation.
6. [bookmark: _Toc487711052]Enquiries regarding the Invitation to Tender	
	Enquiries regarding this Invitation to Tender must be directed as follows:
	
Procurement Information
Charlie Coleman
Risk Manager
Inenco
Ribble House
Ballam Road
Lytham
FY8 4TS
Tel: 01253 785006
charlie.coleman@inenco.com  

	OR

	Huw James
Account Manager
Inenco
Ribble House
Ballam Road
Lytham
FY8 4TS
Tel: 07817 576997
huw.james@inenco.com  


On no account are you to contact or communicate with any other person involved in work concerning this Invitation to Tender about any aspect of this tendering exercise unless the University redirects the enquiry or otherwise invites such contact.  Failure to comply with this requirement could result in disqualification from this procurement.
	Where appropriate, a query or request for clarification raised by a bidder, and the response by the University, will be circulated to all prospective bidders, but the University will aim to preserve the anonymity of the organisation raising the matter.
You must post a zipped, digital version of your proposal(s) and any supporting documentation to uosheffieldsupplierquotationinbox@inenco.com
 	using the following naming convention: Supplier_Name_University_of_Sheffield_April17_Tender_Response. 
The closing date for submissions is: 12 Noon. Monday 31st July, 2017
[bookmark: _Toc371671144][bookmark: _Toc371671291]
7. [bookmark: _Toc487711053]Completion of Tender
	Tender submissions shall comprise all supporting documentation as requested of the ITT response with the following sections completed (it is mandatory that all sections are completed in full and the requested information is provided):

· Electronic Forms:
· Form of Tender
· Equality Questionnaire
· Bidders Submission
· Pricing Schedule
· Any supporting pricing documents

	Bidders are not required to submit any other material, unless specified elsewhere within this document or within an OJEU advert. 
In order to tender, a Tenderer must submit a fully compliant tender meeting all The University’s requirements as specified in this ITT.  

Please note that all responses should be given in the text box provided and within the stated character limit.  Responses that refer to an attachment (which has not been requested in the ITT) may still be evaluated with no marks being awarded for that question.

4 
5 
6 
7 
7.1 
7.2 Language of Tender
	The tender and all accompanying documents are to be in English.
7.3 Tender Prices and VAT
	Tender prices must be quoted in UK Sterling.
	The prices quoted should exclude VAT.  However, in many cases the University is unable to recover VAT paid and you must indicate clearly the extent to which any goods may be exempt from VAT or where VAT may be chargeable other than at the basic rate.
7.4 Tender Return Date
	The tender must be sent to the dedicated inbox no later than 12 Noon. Monday 31st July, 2017.
	Any tender submitted after the expiration of this deadline may be rejected unless the University considers, in its absolute discretion, that there are good reasons for extending this deadline.
8. [bookmark: _Toc487711054]Cost of Tender
	The University will not, in any circumstances, be responsible for any costs or expenses incurred by you in connection with the preparation or delivery of the tender.
9. [bookmark: _Toc487711055]Validity Period of Tender
	All details of the tender, including prices and rates, are to remain valid for acceptance for not less than 90 days from the tender return date.
10. [bookmark: _Toc487711056]Independent Tender
	By submitting a tender, you warrant the following.
	(a)	It is a bona fide tender intended to be competitive.
(b)	The prices in the tender have been arrived at independently, without consultation, communication, agreement or understanding for the purpose of restricting competition, as to any matter relating to such prices, with any other bidder or with any competitor.
(c)	Unless otherwise required by law, the prices which have been quoted in the tender have not knowingly been disclosed by you, directly or indirectly, to any other bidder or competitor, nor will they be so disclosed.
(d) 	No attempt has been made nor will be made by you to induce any other person or firm to submit, not to submit or to withdraw a tender for the purpose of restricting competition.
11. [bookmark: _Toc487711057]Treatment of Tender
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
11.1. The University’s Discretion
The University expressly reserves the rights:
a. not to award any contract as a result of the procurement process commenced by publication of the notice relating to this contract;
b. to accept any part, or all, of any tender or tenders unless the bidder expressly stipulates in the tender that this is not acceptable;
c. not undertake to accept the lowest tender, or part, or all of any tender, and the acknowledgement of receipt of any submitted tender shall not constitute any actual or implied agreement between the University and the bidder; 
d. to make whatever changes it may see fit to the content and structure of the tendering competition; 
e. to award (a) contract(s) in respect of any part(s) of the goods, services or works covered by the notice relating to this contract; and 
f. To award contract(s) in stages.
11.2. Tender not Returnable
	In order to ensure the availability of a full audit trail, no part of the tender submitted will be returnable to the bidder.
11.3. Evaluation of Tenders
	All tenders will be considered in two distinct stages: (1) selection i.e. do you have the economic and financial, technical or professional ability to meet our need (2) evaluation i.e. how well and at what price will our need be met. This may be done formally through the use of a specific Pre-Qualification Questionnaire (PQQ) or may be carried out as part of the submission itself. For tenders involving a PQQ progression to submit a formal bid will be dependent upon successfully passing the PQQ stage. For other tenders you should satisfy yourself that any information requested to allow us to undertake selection has been provided. Failure to do so may result in your submission being rejected.
An evaluation team will consider all tenders correctly submitted and will select one or more with a view to reaching a contractual agreement subject to any necessary clarification of the tender.  	

11.4. Evaluation Criteria 
The successful tenderer will be chosen on the basis of the most economically advantageous offer to the University in terms of (not necessarily in order of importance):
	Category
	Weighting

	Form of Tender
	Pass/Fail

	Validation of Prices
	60

	Terms and Conditions
	Pass/Fail

	Product Characteristics/Methodology
	18

	Billing
	10

	Trading Support
	5

	Account Management
	5

	AMR Requirements
	1

	General Company Information
	1

	Totals
	100



Responses will be assessed against each of the selection criteria as follows (or as detailed in the accompanying evaluation spread sheet):
[image: ]


Price information will be assessed on the basis of value offered with the lowest cost options attracting the highest marks. 
The University expects your submission to contain your best and final offer in terms of price.
11.5. Terms and Conditions
Any contract arising from the tender will be subject to the Terms and Conditions attached to the tender documentation. 
[bookmark: _Toc487711058]12.	Notification of Outcome
	When the final decision on the results of the Invitation to Tender has been taken, all bidders will be informed in writing whether or not they have been successful; this communication will provide feedback on the bid submitted.  No other information shall be given on the progress of the tendering.
	A mandatory standstill period of not less than 10 calendar days will be observed between the notification of the outcome of the tender and the awarding of the contract. 
[bookmark: _Toc487711059]13.	Debriefing and Feedback
Bidders will be formally notified of the outcome of the tender once a decision has been made. Details will be provided on the award of the contract and will provide information on the characteristics and relative advantages of the successful tender. No other debriefing or feedback will be provided. 
[bookmark: _Toc487711060]14.	Proposed Timetable
	The University plans to conduct the tender process according to the following timetable.  However, bidders must note that the timetable is indicative only and is not binding on the University.
Please be advised due to the timescales remaining to the current contract expiry this tender will be based on an accelerated open procedure. 

	Date
	Activity

	14/07/2017
	Publication of requirement

	31/07/2017
	Closing date for tenders to be submitted (12:00 Noon) * 

	04/08/2017
	Review of tenders 

	31/08/2017
	Award of contract (including mandatory 10 days’ standstill period)



* The University will not normally extend this deadline; any extension will be entirely at the discretion of the University.




[bookmark: _Toc487711061] FORM OF TENDER


I/We, the undersigned, hereby offer and agree to carry out and complete all Services tendered for, which are within the scope of and in accordance with the Contract in respect of The Provision of Energy Procurement & Consultancy Services in accordance with the sums as stated in the applicable pricing schedules.

I/We agree that this ITT and the Agreement to supply Services to The University, and subsequent Contract, which may result from it, shall be based upon the documents listed below.

· Document 1 Combined ITT plus any supporting documentation
I/We understand that there is no minimum value for any Services ordered under the Contract.

I/We understand that by the very nature of the services, no guarantee can be given with regard to the volume, trade requirement, and category of service, nor continuity of the Services.

I/We agree that, unless specifically withdrawn in writing, this tender will remain open for acceptance for a period up to 90 days following the date set for return of tenders.

I/We understand that The University will not necessarily accept the lowest or any tender.

I/We agree that any Contract that may result from this Tender shall be subject to the law of England and Wales as interpreted in English Court.

Signed: _______________________________ 		Date:
Position:


Your Tender Return 

Please present your proposal by completing and returning all sections including Declaration and Undertaking, Non-compliance Statement and Parent Company Guarantee. 
General Format Information
· All material should be typed in English.
· Your response document must be fully completed and any supplementary information/documents must be clearly referenced to the question number it refers to. Failure to adequately reference documents may result in a Fail or nil score
· Tenderers should not attach additional company or marketing brochures with their tender as these will not be read and any information within them will not be evaluated
15. [bookmark: _Toc487711062]Potential Supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self- declaration.

12. 
13. 
14. 
15. 
15.1. Full name of the potential supplier submitting the information
15.2. Registered office address 
15.3. Registered website address 
15.4. Trading status 
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)
15.5. Date of registration in country of origin
15.6. Company registration number 
15.7. Charity registration number (if applicable)
15.8. Head office DUNS number (if applicable)
15.9. Registered VAT number
Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.
15.10. Are you bidding as part of a group of economic operators?
Yes     |_|       No    |_|
If Yes, please provide the details below. If no, please skip to question 16
15.11. Name of group of economic operators 
15.12. Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
15.13. Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
Yes     |_|       No    |_|
If you responded yes to 15.13 please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well. If not, please skip to question 16

	Name
	

	
	
	
	

	Registered address
	

	
	
	
	

	Trading status
	
	
	
	
	

	Company registration number
	
	
	
	
	

	Head Office DUNS number (if applicable)
	
	
	
	
	

	Registered VAT number
	
	
	
	
	

	Type of organisation
	
	
	
	
	

	SME (Yes/No)
	
	
	
	
	

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

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


		
16. 

16. [bookmark: _Toc487711063]Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.

16.1. Contact name
16.2. Name of organisation
16.3. Role in organisation
16.4. Phone number
16.5. E-mail address 
16.6. Postal address
16.7. Signature (electronic is acceptable)
16.8. Date

17. [bookmark: _Toc487711064]Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

17. 
17.1. 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 webpage.

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
17.1. 
17.1.1. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
17.1. 
Participation in a criminal organisation
Yes     |_|       No    |_|
If yes, please provide details      

Corruption
Yes     |_|       No    |_|
If yes, please provide details      

Fraud
Yes     |_|       No    |_|
If yes, please provide details      

Terrorist Offences or offences linked to terrorist activities
Yes     |_|       No    |_|
If yes, please provide details      

Money Laundering or terrorist financing
Yes     |_|       No    |_|
If yes, please provide details      

Child labour or other forms of human trafficking
Yes     |_|       No    |_|
If yes, please provide details      

If you answered yes to any of the questions in above in part 18.1, have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
Yes     |_|       No    |_|

17.2. 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    |_|
18. 
If you have answered yes to question 17.2, 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 (500-word limit).
     

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

17.3. Regulation 57 (8)
17.3.1. Breach of environmental obligations?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.2. Breach of Social Obligations?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.3. Breach of labour law obligations?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.4. 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      
17.3.5. Guilty of grave professional misconduct?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.6. Entered into agreements with other economic operators aimed at distorting competition?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.7. 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      
17.3.8. Been involved in the preparation of the procurement procedure?
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.9. 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      

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.
17.3.10. 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
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.11. The organisation has withheld such information
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.12. The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015
Yes     |_|       No    |_|
If Yes, please provide details      
17.3.13. 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 provided misleading information that may have a material influence on decisions concerning exclusion, selection or award
Yes     |_|       No    |_|
If yes, please provide details      
17.4. If you have answered Yes to any of the questions in part 18.3, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)

18. [bookmark: _Toc487711065]Economic and Financial Standing
18.1. Are you able to provide a copy of your audited accounts for the last two years, if requested?
18.1.1. If no, can you provide one of the following
18.1.1.1. 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.
18.1.1.2. A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position
18.1.1.3. 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).
18.2. Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.
18.3. Does your organisation form part of a wider group?
Yes     |_|       No    |_|
If yes, please provide further information below
18.3.1. Name of organisation      
18.3.2. Relationship to the supplier completing these questions      
18.3.2.1. Are you able to provide parent company accounts if requested?
Yes     |_|       No    |_|
If Yes, would the parent company be willing to provide a guarantee if necessary
Yes     |_|       No    |_|
If you answered No to question 19.3.2.1, would you be able to obtain a bank guarantee elsewhere?
Yes     |_|       No    |_|


19. [bookmark: _Toc487711066]Technical and Professional Ability 

18. 
19. 
Relevant experience and contract examples
Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

If you cannot provide examples, see question 20.3

	
	Contract 1
	Contract 2
	Contract 15

	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
	
	
	




Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained a healthy supply chain with your sub-contractor(s). Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

If you cannot provide at least one example for question 20.1, in no more than 500 words, please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.
     

20. [bookmark: _Toc487711067]Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015
20.1. Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
Yes     |_|       No    |_|
20.1.1. If you have answered yes to the above question, are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?
20.1.1.1. If Yes, please provide the relevant URL      
20.1.1.2. If No, please provide an explanation      

21. [bookmark: _Toc487711068]CCS Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
21.1. Insurance

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:  

Employer’s (Compulsory) Liability Insurance = £5,000,000
Public Liability Insurance = £5,000,000
Professional Indemnity Insurance = £10,000,000
Product Liability Insurance = £5,000,000
*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.
Yes     |_|       No    |_|

21.2. Skills and Apprentices[footnoteRef:1] [1:  Procurement Policy Note 14/15– Supporting Apprenticeships and Skills Through Public Procurement] 

21.2.1. Public procurement of contracts with a full life value of £10 million and above and duration of 12 months and above should be used to support skills development and delivery of the apprenticeship commitment. This policy is set out in detail in Procurement Policy Note 14/15.
Please confirm if you will be supporting apprenticeships and skills development through this contract.
Yes     |_|       No    |_|      Not Applicable    |_|

21.2.2. If yes, can you provide at a later stage documentary evidence to support your commitment to developing and investing in skills, development and apprenticeships to build a more skilled and productive workforce and reducing the risks of supply constraints and increasing labour cost inflation?
Yes     |_|       No    |_|      
21.2.3. Do you have a process in place to ensure that your supply chain supports skills, development and apprenticeships in line with PPN 14/15 (see guidance) and can provide evidence if requested?
Yes     |_|       No    |_|      

22. [bookmark: _Toc487711069]Compliance with Equality Legislation
For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. These are scored as a Discretionary Pass/Fail
22.1. In the last three 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    |_|

22.2. In the last three years, has your organisations had a complaint upheld following an investigation by the Equality and Human Rights Commissions or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?
Yes     |_|       No    |_|
22.3. If you have answered Yes to one or both of the questions in this section, please provide – as a separate appendix – a 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 use the appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
     
You may be excluded if you are unable to demonstrate to the University’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination from reoccurring.
22.4. If you use sub-contractors, do you have processes in place to check whether any of the above circumstance apply to these other organisations?
Yes     |_|       No    |_|

23. [bookmark: _Toc487711070]Environmental Management
23.1. Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
Yes     |_|       No    |_|
23.1.1. If your answer to this 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 university will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 15 years, unless the authority is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches

24. [bookmark: _Toc487711071]Health and Safety
24.1. Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
Yes     |_|       No    |_|

20. 
21. 
22. 
23. 
24. 
24.1. 
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 15 years? 
Yes     |_|       No    |_|
If your answer to this question was “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 university will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to the authority’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.
[bookmark: h.3znysh7][bookmark: h.2et92p0][bookmark: h.tyjcwt][bookmark: h.3dy6vkm][bookmark: h.1t3h5sf]
25 [bookmark: _Toc359781635][bookmark: _Toc487711072]Lot Specific Technical and Professional Ability 


25. [bookmark: _Toc359781636]
Licencing Registration (Ofgem/Utility Regulator) (pass/fail)
Please confirm that for each and all of the Lots applied for within this tender your organisation is either;

Fully licensed to supply Electricity throughout Great Britain	|_| 

And/or; 

Fully licensed to supply Electricity throughout Northern Ireland			|_|



26. [bookmark: _Toc359781637][bookmark: _Toc487711073]Award Criteria- All Lots Quality, Technical Merit & Customer Service

[bookmark: _Toc359781638][bookmark: _Ref359830898][bookmark: _Toc487711074]Account Management & Management Information (scored)
26 
Will you provide a dedicated account manager for The University and their Nominated Energy Brokers?

Yes     |_|       No    |_|

If you answered yes, please provide an outline of the credentials and experience of the proposed account manager.

[bookmark: Text19]	          (500-character limit)

Please confirm that you will attend review meetings with both The University and Nominated Energy Brokers as and when reasonably requested by them.

Yes     |_|       No    |_|


[bookmark: _Toc359781639][bookmark: _Ref359830903]Online Functionality & Support (scored)


Please confirm whether your organisation can provide a free customer portal service to allow The University to access a range of service functions for example; access to online MI reports, performance monitoring reports. As a minimum to include:
All Historical billing invoices 
Daily/Monthly gas meter reads 
Historical reads 
Consumption Graphs 
Half Hour Electrical data 
Monthly summary of status of reads i.e. actual or estimated

Yes     |_|       No    |_|

26.1. 
26.2. 
If ‘Yes’ please provide details of portals functionality. 

	           (500-character limit)

Generation Mix (not scored)
Tenderer to confirm the generation mix of the company

      (500-character limit)


[bookmark: _Toc487711075]LOT 1 Specification and Requirements

The requirement of this Lot is for the flexible procurement of Half-Hourly electricity for approximately 47 supplies. The total anticipated volume is around 615 GWh’s annually.

[bookmark: _Toc487711076]Contract Period
It is required that a single Supplier for each Lot will meet the requirement of the Agreement for the supply period 1st October 2017 through to 30th September 2020.
Volume requirement will be based on forecast volumes reasonably determined by the University at the beginning of the Contract and amended per portfolio changes on an annual basis, or as required.  

Electricity Site list with consumption and HH Data are posted with this ITT.

Tenderers are required to include a volume tolerance figure, which can either be annual or monthly, based on the volumes provided.

The University requires control over the total MW demand forecast.

[bookmark: _Toc487711077]Lot 1 Questions
27 [bookmark: _Toc487711078]Product Characteristics
Tenderers are required to confirm that they will maintain any prevailing account numbers in the event of any extension to contracts which are already in force. This will be scored under Product Characteristics/Methodology.  
Yes     |_|       No    |_|


Tenderer are required to provide their carbon impact and how this will relate to the University’s impact. 

Tenderers are to provide details of any additional carbon benefits they can provide and detail the costs associated (if any)

Tenderers should confirm that they are able to provide a full 36-month tradable contract. This will be scored under Product Characteristics/Methodology.  
Yes     |_|       No    |_|

Tenderers to confirm that they can provide separate invoices and account numbers for Residential Supplies, Non-Residential Supplies, AMRC supplies and Sport Sheffield (Goodwin).  This will be scored under Product Characteristics/Methodology.  
Yes     |_|       No    |_|			

Additionally, tenderers to confirm that they can provide summaries for all levels of billing, with supporting information, inclusive of details of consumption, unit rate(s) and spend by meter.
Yes     |_|       No    |_|	

Tenderers should specify the payment terms available with this product offering.  The University request 21 days BACS. This will be scored under Product Characteristics/Methodology.  
Yes     |_|       No    |_|


Tenderers are invited to provide a quotation based on a baseload or 100% tradable contract offering and include a 10% annual volume tolerance figure based on the volumes provided.  . This will be scored under Product Characteristics/Methodology.  
      (500-character limit)


Tenderers are to confirm the billing structure The University will see at the stage of invoicing. This will be scored under Product Characteristics/Methodology.  

Actual Rates     |_|       Reference Rates    |_|


Tenderers to provide a summary which includes all scenarios which could result in penalty payments from the University and the methodology by which those payments will be calculated. This will be scored under Product Characteristics/Methodology.  

Tenderers to confirm what aspects of the contract will be reconciled and under what frequency.  This will be scored under Product Characteristics/Methodology.  
      (500-character limit)


Tenderers are to confirm he minimum trade clip available and any applicable premiums associated with this. This will be scored under Product Characteristics/Methodology.  

      (500-character limit)


Tenderers are to confirm that electricity can be purchased in a monthly, quarterly or seasonal tranche. This will be scored under Product Characteristics/Methodology.  

      (500-character limit)


Tenderers are to confirm access to live trading prices; this will be scored under Product Characteristics/Methodology.  

Yes     |_|       No    |_|

Tenderers to confirm the default index for day ahead purchases and any premiums associated with this. The University request the use of N2EX as a preference. This will be scored under Product Characteristics/Methodology.  

      (500-character limit)

 Tenderers to confirm the provision of unlimited unlock capability and any applicable premiums associated with sell and buy back. This will be scored under Product Characteristics/Methodology.  

      (500-character limit)

Tenderers must confirm that the contract will be fully transparent, and no pass through elements will be fixed. This will be scored under Product Characteristics/Methodology
      (500-character limit)
Tenderers must confirm that the non-commodity rates may be fixed, by mutual agreement. This will be scored under Product Characteristics/Methodology.  
      (500-character limit)


Sites are expected to be both added to and removed from the portfolio on an ad hoc basis. Tenderers are to explain any limitations to this requirement in both (a) volume and (b) numerical terms and provide confirmation that sites would be included in the existing tradeshape.  This will be scored under Product Characteristics/Methodology.
      (500-character limit)

 Tenderers to confirm any restrictions around re-forecasting of volume, and the frequency The University is able to revise the forecasts. This will be scored under Product Characteristics/Methodology.

      (500-character limit)


Tenderers are to specify termination clauses. This will not be scored under Product Characteristics/Methodology
      (500-character limit)

Tenderers are to provide a full breakdown of prices for the evaluation of the supply contract offer at NBP. Please also provide details of any premiums associated with REGO backed energy. This breakdown should include:
· Details of any supplier margin or income stream (e.g. shape fee, risk management, uplift, finance charge, non-firm provision, imbalance)
· A breakdown of the proposed trading shape with clip size confirmation for base/peak energy, and peak/off peak if applicable for each month
· Confirmation of any residual trade to be carried out stating the buy and sell volume in MWhs along with the price in £/MWh for the buy and sell.
· Confirmation of the trading clip granularity.
· An outline of indicative pass through charges applicable. The tenderer must also specify whether these indicative prices are based on current pass through rates or an estimation of the increased rates from April 17.

      (offer documents to be attached)
This will be scored under Pricing.  

Tenderers are to submit their generation mix. This will be scored under Product Characteristics/Methodology


28 [bookmark: _Toc487711079]Trading Support

The successful Supplier will provide access to their trading desk and allocate dedicated contacts.   This will be scored under Trading Support.
Yes     |_|       No    |_|


Confirmation of trade activities should be communicated via email within 24 hours and should display full details of each trade including date, time, unique trade reference number, volume, index and price.   

 Tenderers are required to attach a sample of trade confirmation containing the above stated information.  This information will be required within 24 hours.  This will be scored under Trading Support.
      (500-character limit)

Access to position reports should be provided, as a minimum, on a weekly basis or upon request, which could be daily.  Ideally, access will be available via secure website link. 

 Tenderers are required to provide details of access to position reports.  This will be scored under Trading Support.
      (500-character limit)

Tenderers to confirm the last trading day each month, this will be scored under Trading Support.

      (500-character limit)


Tenderers are required to support the ability for sleeving. This will be scored under Trading Support. This will be scored under Trading Support.
Yes     |_|       No    |_|

 Tenderers are required to provide a list of the counterparties that the Tenderer is able to sleeve with. This will be scored under Trading Support.
      (500-character limit)
29 [bookmark: _Toc487711080]Billing

Tenderers to confirm whether there is the ability to use the Energy Broker - Inenco FTP server. This will be scored under Billing.
Yes     |_|       No    |_|

Electronic Data Interchange (EDI) Invoicing 
Contracts are awarded on the understanding that EDI services are provided to the following agreed operating procedures and protocols which will be supported by suppliers. The correct application of EDI impacts directly on the allocation of our costs and resources. Failure to do so will increase our costs.
Contracts are also awarded on the understanding that there is a visibility of charging within each invoice. This should be in sufficient detail to enable the University of Sheffield to check and validate the invoices and charge mechanisms prior to payment.
EDI Message, Operating Procedures and Protocols.
EDI messages should be compliant with the UK utility invoicing standard, namely: TRADACOMS File Format 26 (‘Utlbil’) Version 15 (see Note 1) message standard as laid out by gs1uk www.gs1uk.org . Any differing versions or message standards may apply by agreement only. All implementations should be accompanied by a ‘Message Implementation Guide’ (MIG), (see Note 2).
The message will be sent as a ‘consolidated invoice’. A ‘consolidated invoice’ is defined as a ‘parent invoice’, with a summary of charges and VAT, and ‘child invoices’ with many individual charges and itemised VAT.
The University of Sheffield interprets the provision of EDI services as a bulk invoicing process for which messages should generally be provided as follows:
· 	Generated invoices are not to include arrears advice or other historical recovery charges.
· Typically, a monthly process.
· A uniquely identified, (bulk) billing message compiled with agreed identification header and valid, single VAT record per ‘child invoice’ itemising each VAT rate.
· All invoices should clearly identify the applicable invoice, the invoice period and tax point dates.
· Detail records will include agreed premise identifiers, meter readings and derived consumption charges to fully match and support the bulk invoice and agreed contract charges.
· All detail charge records will be uniquely and individually identifiable as to the type of charge to which they apply.
· Detail records will include field indicators for account status (e.g. estimated, amended, final etc.)
Full Credit, Re-Invoice 
Full Credit, Re-invoice is an important accounting procedure considered as best practice within the utility sector. A credit should fully reverse the original invoice before any new invoice is submitted to replace the original invoice. A credit should not attempt to partially credit or change an original invoice. This procedure simplifies the invoicing process. 
Change Control Procedures
Any request of variation or modification of the message content should be formally notified to the University of Sheffield in writing with at least one month’s notice of desired implementation. All variation requests must be accompanied by a ‘Message Implementation Guide’ (MIG), providing full details of the requested change. The University may have to consult its IT department or third party suppliers to make software modifications to accommodate any changes. 
The University of Sheffield reserves the right not to accept these variations. Consent for variation would not be unreasonably withheld. 
The preparation of all EDI messages and any invoice arrangements must be approved and be fully compliant with any taxation and HM Revenue & Customs requirements at any time.  
Notes

1. TRADACOM 26v15 is the only UK utility invoicing standard. It was established in the mid-1990s and is now used by most electricity and gas suppliers (and one water company) to provide invoicing to multi-site organisations. 
2. Message Implementation Guide (MIG) defines the content of a message and describes the usage of all necessary components. This is important to understand the detail of charging elements and coded values that would be used by the University’s energy Monitoring and Targeting (M&T) system to check the bills. It would also be used when passing data to the University’s Accounts Payable system.

Original paper invoices will be required as well as electronic for all invoices sent to the University. Billing is required on a group basis with a parent invoice for payment.  The Supplier may be required to submit invoices to more than one party in differing formats.  All electronic invoices should be VAT compliant with an excel readable electronic file(s). With a copy file issued to the nominated Energy Broker Inenco

Included within Electronic Billing the Supplier should provide the following data as a minimum in a format compatible with Excel:
· The nature of the charge (e.g. periodic, metered)
· The basis of charge (e.g. meter readings (customer, actual, estimated etc.),  
· Dates where appropriate (e.g. reading dates)
· Unit costs and quantities
· Standing charge at p/day
· Product references (e.g. unique part numbers, serial numbers)
· Order references (e.g. order number, site code) 
· Invoice references (number and date)
· Delivery/Invoice addresses
· VAT codes and rates at line level
· VAT codes, rates and amounts at invoice summary and batch level
· Statutory information (e.g. Supplier’s VAT number)
· Supplier identification
· Batch control totals
· Each data item in a separately identifiable location

Tenderers are required to confirm that they are able to provide billing and data in the formats as stated above and provide samples of electronic billing.  This will be scored under Billing.
Yes     |_|       No    |_|

Tenderers to confirm that both HH and NHH invoices will be issued at the same time each month, and billed on a monthly only basis This will be scored under Billing

Yes     |_|       No    |_|

Tenderers to confirm the date any meter reads for non AMR meters to be submitted and by what means. This will be scored under Billing
      (500-character limit)

Tenderers are required to ensure that AMR, actual or customer reads should always be used. If there are no firm reads the Tenderer should arrange for reads to be taken. There should be full visibility of the reads on the invoices. Please could an example bill(s) be included in your submission. This will be scored under Billing.

Yes     |_|       No    |_|

Tenderer to confirm that the billing can be split in to two consolidated invoices to aid with the re-charging accounting process as a back-up file. This will be scored under Billing

Yes     |_|       No    |_|

Tenderers to advise whether transparent billing is available and provide examples of the different levels. This will be scored under Billing.
      (500-character limit)

The University requires information as to how the difference between wholesale energy purchases and energy reference prices will be reconciled. This will be scored under Billing.

      (500-character limit)

Tenderer to confirm how billing disputes will be handled and highlight any relevant clauses in the standard T&Cs. This will not be scored under Billing
      (500-character limit)


30 [bookmark: _Toc487711081]Account Management

As a guide to account management personnel, Tenderers are required to provide details of the number of billing and account management personnel they would allocate to manage The University’s account.  This will be scored under Account Management.
      (500-character limit)


Tenderers are required to send registration reports to the nominated Energy Broker Inenco, objection@inenco.com by the first working day of the registration month. Please provide an example of the report. This will be scored under Account Management
Yes     |_|       No    |_|

Tenderers are required to notify the nominated Energy Broker Inenco, objection@inenco.com of all objections and all available information on the day the objection is raised. This will be scored under Account Management.
Yes     |_|       No    |_|

The successful supplier will be expected to attend regular KPI review meetings. It is anticipated that these will take place quarterly but may be more or less frequent as necessary. 

Tenderers are required to attend quarterly KPI meetings. Please confirm acceptance of this. This will be scored under Account Management.
Yes     |_|       No    |_|

Tenderers are requested, as part of their tender response, to submit their own conditions of supply which will apply under this Framework Agreement. This question will be scored as a pass\fail under Terms and Conditions.

By bidding for this contract the supplier acknowledges that the University operates a ‘Permit to Work’ Scheme to govern site access across campus. Specific details will be discussed in detail with the successful supplier. Tenderers must comply with The University site access procedures. This question will be scored as a pass\fail under Terms and Conditions

Yes     |_|       No    |_|

31 [bookmark: _Toc487711082]Management Information Provision

31.1 Management Information (MI) must be provided at a maximum of quarterly intervals, which is to include a full Site Level Portfolio summary, with the following information (identified as per a calendar monthly basis) as a minimum: 
· Historical actual consumption from contract commencement
This is to be shown as total billed consumption and total consumption billed at register level (i.e. Day, Night, Off Peak etc.).  A download of invoices is not acceptable.  For unbilled sites the Supplier is expected to provide an accurate EAC (not industry standard)
· Outstanding debt
· Monthly position against volume tolerance percentage
· A monthly exception report on the AMR data used
· Other MI may be required over the lifetime of the contract as agreed

32 [bookmark: _Toc487711083]AMR Requirement 

The successful Supplier must confirm their willingness to appoint the University nominated MOP and DC/DA. This will be scored under AMR Requirement

Yes     |_|       No    |_|
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RESPONSE RESULT % AWARD OF SCORE DEFINITION

Limited/Poor 0-10%

There is no response or the response does not answer the question in a meaningful or effective manner. The 

response only addresses few, if any, of the points raised in the question.

%

Adequate 10-75%

The response answers the question, and addresses most of the points in an effective manner, or all of the 

points in an adequate manner.

Good 75-100%

The response fully answers the questions, and addresses all of the points in an effective manner, meeting all 

expectations of the question.

Excellent 100-110%

The response fully answers the question, and addresses all the points in an effective manner, exceeding 

expectations in one or more ways.
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