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All submissions must be sent by e-mail to the following address:
traveltenders@ts.catapult.org.uk
Deadline dates and times are strict; late submissions will NOT be accepted.
Unsigned submissions will be regarded as a non-compliant application and therefore rejected.

Tenderers may also be rejected if they do not provide a complete response to the ITT.
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	SECTION 1 – INTRODUCTION AND BACKGROUND


1. Introduction

You are hereby invited to tender for consideration for appointment to the Framework Agreement for Travel Management Services.  
This Invitation to Tender (“ITT”) has been issued by Transport Systems Catapult, (TSC) as collaboration lead for the Catapult Programme (the “Catapults”) as part of a competitive procurement exercise in accordance with the "Open" procedure for tendering under the Public Contracts Regulations 2015 (PCR) (as amended from time to time).
1.1
The purpose of this ITT is to assist the TSC in establishing a Travel Management Service Framework by appointing one Contractor operating under the Framework Agreement 
1.2
No volume or value of work is guaranteed by the Catapults under this Framework Agreement.  

1.3
The TSC has undertaken an assessment of the on-going requirements of the Catapults and in order to ensure continuity of service provision, has deemed it not to be suitable for division into Lots.
1.4
The duration of the Travel Management Services Framework will be two (2) years with the option to extend for up to a further two (2), twelve (12) month periods at the discretion of the TSC and subject to satisfactory performance of the Contractor under the Framework.
1.5
The Catapults, whether named in the table below or created during the initial term of this Framework Agreement, or any extension to the term thereafter, will be eligible but are not obliged to call off against this Framework Agreement.   
1.6
The Catapults are individual legal entities and are not obliged to use this Framework Agreement.   If they do, an Authorised Representative will contract with the Contractor under their own right and will make their own call-off arrangements as and when they have a requirement for the Service(s).  The Catapults will be individually responsible for paying any resulting invoices.  Liability for any default in respect of payment of invoices shall rest with the defaulting Catapult and not with the TSC.
1.7

The scope of works at this time identifies the basic requirements of the Framework Agreement.  However, the Contractor will be required not only to perform the Services listed within the scope of works but also to vary the Service provision according to the needs of the Catapults either by variations to the original services/tasks/processes or by taking on new services/tasks/processes, whatever they may be, provided they are “reasonable” and fall within the overall scope of what the Contractor would reasonably be expected to be capable of delivering under the terms of this Framework Agreement.
1.8
A list of definitions for the terms used in the Invitation to Tender (ITT) is contained at the end of Section 1.

2 Background 

Catapult Centres (the “Catapults”)
Catapults are centres of excellence that bridge the gap between business, academia, research and government.  They are a powerful new element in the UK economy, helping businesses develop relevant and exciting ideas in receptive and invigorating environments.  By promoting collaboration and knowledge exchange, many progressive businesses and organisations will be able to build new partnerships with reduced risks.  Companies in a wide range of markets will see the Catapults as an invaluable resource to develop their businesses.


The Catapult Centres are located throughout the UK and locations are detailed below.  Additional locations may be added on the creation of new Catapult Centres during the initial term of the Framework and any subsequent extension to the Framework term. 
The Catapult Centres are a government initiative and more centres may be established in the future.  The Centres currently consist of:
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	Catapult
	Location(s)
	Website

	Transport Systems
	Transport Systems Catapult

The Pinnacle

170 Midsummer Boulevard

Milton Keynes

MK9 1BP
	Transport Systems


	Offshore Renewable Energy
	Offshore Renewable Energy Catapult

Inovo

121 George Street

Glasgow

G1  1RD
	Offshore Renewable Energy

	
	Offshore Renewable Energy Catapult

National Renewable Energy Centre

Offshore House

Albert Street

Blyth

Northumberland

NE24 1LZ
	

	
	Levenmouth Demonstration Turbine

Fife Energy Park, 

Methil, 

Fife, 

KY8 3KA

	

	Cell & Gene Therapy
	The Cell & Gene Therapy Catapult

12th Floor Tower Wing

Guys Hospital

Great Maze Pond

London SE1 9RT
	Cell & Gene Therapy

	
	The Cell & Gene Therapy Catapult 

Stevenage Bioscience Catalyst Open Innovation Campus

Gunnels Wood Road

Stevenage

SG1 2FX 
	

	High Value Manufacturing 

(formed of 7 separate centres)
	
	High Value Manufacturing

	
	Advanced Forming Research Centre

University of Strathclyde

85 Inchinnan Drive

Inchinnan

Renfrew

PA4 9LJ
	Advanced Forming Research Centre 

	
	AMRC with Boeing

The University of Sheffield

Advanced Manufacturing Park

Wallis Way

Catcliffe

Rotherham

S60 5TZ
	Advanced Manufacturing Research Centre 

	
	Centre for Process Innovation

CPI Head Office

Wilton Centre

Wilton

Redcar

TS10 4RF
	Centre for Process Innovation

	
	MTC Ltd

Ansty Park

Coventry

CV7 9JU
	Manufacturing Technology Centre 

	
	The National Composites Centre

Feynman Way Central

Bristol & Bath Science Park

Emersons Green

Bristol

BS16 7FS
	National Composite Centre

	
	Nuclear AMRC

University of Sheffield

Advanced Manufacturing Park

Brunel Way

Catcliffe

Rotherham

S60 5WG
	Nuclear Advanced Manufacturing Research Centre 

	
	WMG Centre HVM Catapult

International Digital Laboratory

University of Warwick

Coventry

CV4 7AL
	Warwick Manufacturing Group

	Future Cities
	Future Cities Catapult

The Urban Innovation Centre

One Sekforde Street

London

EC1R 0BE
	Future Cities

	Digital
	The Digital Catapult

101 Euston Road

London

NW1 2RA
	Digital

	Energy Systems
	Energy Systems Catapult
7th Floor Cannon House
Priory Queensway
Birmingham
B4 6BS
	Energy Systems

	Satellite Applications
	Satellite Applications Catapult
Electron Building
Fermi Avenue
Harwell, Oxford
Didcot
Oxfordshire
OX11 0QR
	Satellite Applications

	Precision Medicine
	Precision Medicine Catapult

 East Wing, Second Floor

 The Platinum Building,

 St John’s Innovation Park

 Cowley Road

 Cambridge

 CB4 0WS
	Precision Medicine

	Medicines Discovery
	Medicines Discovery Catapult

 Mereside

 Alderley Park

 Alderley Edge

 Cheshire

 SK10 4TG
	Medicines Discovery

	Compound Semiconductor Applications
	TBA

Wales
	Compound Semiconductor Application


2.1
Catapults
Transport Systems Catapult

Efficient transport systems are essential to the health and wealth of the UK, its businesses, its economy and its people. The Transport Systems Catapult centre seeks to exploit the massive potential market for new products and services that will support the integration of transport and its systems.

The key challenge is how to increase mobility: the efficient and cost-effective movement of people and goods. Constraints on land and investment mean that the only way to overcome this challenge will be to work in a coordinated and collaborative way, to develop improved transport systems and thereby unlock latent capacity.

Key to the Transport Systems Catapult proposition will be a new, collaborative, cross–modal way of working and a methodology that will enable the commercialisation of new transport solutions.

The Transport Systems Catapult aims to be a global centre of excellence for transport systems modelling, monitoring, development and demonstration. This will be a place where the latest theories on how transport systems interact, where functions can be tested against real world demonstrators, and a place where a ‘system of systems' can be safely and objectively tested.

The Catapult provides a neutral space in which players from different transport sectors and from different points of the supply chain are able to interact with one another to jointly develop new systems and approaches, and influence new behaviours. The Catapult will drive development of a national transport systems-modelling facility and host a virtual test environment where world-class physical testing can be linked to the digital models.

This integrated approach will generate substantial and long-term economic benefit to the UK. It will position the UK as the leading provider of innovative and integrated transport solutions to the rest of the world, exploiting a market estimated to be worth £900bn by 2025.
Offshore Renewable Energy Catapult
ORE Catapult (https://ore.catapult.org.uk) is the UK's flagship technology innovation and research centre for offshore wind, wave and tidal energy.  Headquartered in Glasgow, it has world-leading test and demonstration facilities in Blyth, Northumberland.  The senior management team is split between Glasgow and Blyth, with extensive technical expertise and knowledge at both locations.

ORE Catapult’s vision is ‘abundant, affordable energy from offshore wind, wave and tide’ and is an independent, not-for-profit business that exists to accelerate the development of offshore wind, wave and tidal technologies.

Our team of over 120 people has extensive technical and research capabilities, industry experience and track record.

Through world-class testing and research programmes, we work for industry, academia and government to improve technology reliability and enhance knowledge, directly impacting upon the cost of offshore renewable energy.

Specifically, the ORE Catapult looks to:

· Accelerate the design, deployment and commercialisation of renewable energy technology innovation, helping to attract overseas investment and to realise the enormous opportunity presented by the UK’s offshore renewable energy resources.
· Provide market access for SMEs and new technologies whilst driving greater efficiency to create sustainable offshore wind, wave and tidal industries delivering affordable, renewable energy. 

· Establish a centre of deep technical expertise to lead research, innovation, commercialisation and test and demonstration.

Cell & Gene Therapy Catapult

The Cell & Gene Therapy Catapult's vision is for the UK to be a global leader in the development, delivery and commercialisation of cell therapies, and a place where businesses can start, and confidently grow. It was established in recognition of the need for concerted long-term translational activities in order to realise the full value of cell therapies.

The Cell & Gene Therapy Catapult:
· takes products into the clinic, de-risking them for further investment

· provides clinical expertise and access to NHS clinical partners

· be a source of regulatory expertise

· provides technical expertise and infrastructure to ensure products can be made to good manufacturing practice and delivered cost effectively

· generates national and global opportunities for collaboration

· provides access through our network to business expertise, grants and investment finance

High Value Manufacturing Catapult
The High Value Manufacturing Catapult is the catalyst for the future growth and success of manufacturing in the UK. Its long-term goal is to stimulate growth in the manufacturing sector and more than double the sector's contribution to UK GDP. It does this by helping businesses and research institutions accelerate new concepts to commercial reality. It will enable the UK to address market needs in key areas, making the country more competitive on the global stage.

The High Value Manufacturing Catapult combines the strengths of seven existing centres across key manufacturing processes, with over £140 million of government investment planned over a six-year period, and investment matched by private industry. 

The Catapult brings these centres together to develop manufacturing technologies, which can span from raw materials to finished assembly processes. It also enables innovation to cut across sectors by bringing together businesses from diverse industries and giving access to a pool of world-class expertise, equipment and processes invested and supported by UK government.

It bridges the gap between early innovation, where the UK has traditionally been strong, and industrial-scale manufacturing, where real wealth is created in the UK and which needs to grow to support a healthy and balanced economy.

This allows progressive businesses and organisations to build new partnerships and products with significantly reduced risks. It makes the HVM Catapult an invaluable resource and a two-way communication channel for industry to the heart of government.

The HVM Catapult has engaged with almost 2000 businesses since 2011.

Future Cities Catapult

The Future Cities Catapult helps UK businesses create integrated products and services that meet the future needs of the world's cities.

Cities are powerful engines of productivity but they face enormous challenges from a changing climate, population growth, shifting demographics and the ever growing demand for resources.

As future cities compete to deliver a thriving economy and increased quality of life with a reduced environmental footprint, there is a rapidly growing market for innovative solutions that integrate and optimise their major systems whilst managing the downsides.

We estimate that by 2030 there will be a £200bn global market annually for integrated city systems, covering functions such as health, energy, water, waste, communications, buildings and transport.

The UK is well positioned to exploit this growing market. We have world-leading companies in project management, engineering, architecture, energy and transport systems, communications and the digital economy, finance, legal and insurance. Our ability to bring together the cluster of companies needed to design, finance, risk manage and execute large infrastructure projects makes the UK a major global centre for such projects.

The Future Cities Catapult will help UK businesses to develop high-value, integrated urban solutions which we are then able to sell to the rest of the world.

It will create the technical capability to achieve new levels of systems integration. It will also join business, city governments and academia in a unique collaboration to better facilitate and enable businesses to develop products and services for this emerging market.

The Catapult's three initial capabilities will be the Future Cities Laboratory, Future Cities Open Platform and Future Cities Financing.

Digital Catapult

The Digital Catapult helps UK businesses to take full advantage of the explosion of growth opportunities created by a new internet-connected world that is changing all aspects of how we work live learn and play. 

We are entering a truly disruptive commercial environment in which content, data, consumers or citizens, businesses and the physical world will connect in new ways. This convergence will continue to transform traditional value chains and business models and create new markets and so open up new growth opportunities that the UK is well positioned to realise.

The Catapult is a new force to accelerate the success of UK digital innovators and SME entrepreneurs to realise the commercial opportunities in the growth areas of the connected digital economy, help UK business's realise the new competitive edge that digital economy innovation can give them and make the UK a destination of choice for companies to invest in digital economy innovation.

To achieve this the Catapult will build in house capabilities to address gaps in the digital economy innovation landscape but apply these in strategic collaborations with a range of leading business, research and innovation partners with a shared primary focus to deliver tangible benefits to businesses, especially SME's. In short, help them reduce the time-to-market of innovative products and services and limit the cost and risk of pursuing large scale disruptive innovation.
Energy Systems Catapult
The Energy Systems Catapult is the UK’s technology and innovation centre set up by Innovate UK to support companies and Government in developing products and services to address the new commercial opportunities created by the transformation of UK and global energy systems (covering electricity, heat and combustible gases). 

The Energy Systems Catapult works with its partners to enable the products and services that will create long-term, sustainable energy systems for the UK. 

Themes of particular interest to the Energy Systems Catapult within which it expects to develop and disseminated knowledge with partners include: 

· Localised energy systems

· Integration of energy storage

· Advanced control solutions

· Heat network solutions

· Demand side management

Satellite Applications Catapult
The UK Space sector is increasingly recognised for its significant contribution to the UK economy. This follows a decade of sustained growth of approximately 9% year-on-year, underpinned by a broad commitment to excellence and innovation. The UK already commands a 7% share of the global space market, and has ambitions to increase this to 10% as the global market swells to a predicted value of £400 billion by 2030, creating 100,000 new high-tech jobs across the country.

As such, the Satellite Applications Catapult was created to foster growth across the economy through the exploitation of space. It aims to be at the forefront of the UK Space sector's growth plans and investment, helping organisations make use of and benefit from satellite technologies, and bringing together multi-disciplinary teams to generate ideas and solutions in an open innovation environment, with access to expertise and state-of-the-art facilities.

Based in Harwell, near Didcot, the Satellite Application Catapult's mission and vision  place it at the heart of the ongoing revolution in satellite services, which will have a global impact due to the power that satellites can bring to bear on the challenges of the modern world. Its vision is: 

"To be a world-leading technology and innovation company, helping businesses of all sizes to realise the potential from space. By embracing a pioneering, agile, collaborative and entrepreneurial spirit, we create valued partnerships to deliver game-changing results."

Most of the activities that the Satellite Applications Catapult does are within distinct programmes of work. By focusing on areas where we believe significant economic impact is possible, and where there are common needs and solutions, we can make the most of our funding. 

Clearly defined programmes enable people from across the Satellite Applications Catapult to collaborate effectively and work towards a common vision. They also make it easier to bring together a community of stakeholders for each topic, including potential end-users, suppliers, researchers, funders and, quite often, colleagues in the other Catapults.

The Satellite Application Catapult's programmes have been selected to meet several criteria. This ensures there is a need and reasons for the Catapult to get involved – the key one is usually the economic impact which can be achieved. Its programmes align closely with the results of the UK's Space Innovation and Growth Strategy (IGS), the work that the European Space Agency (ESA) is undertaking, and the priorities of the European Commission. All programmes involve projects, demonstrators and showcase events to show what is possible.
Precision Medicine Catapult
By combining accurate diagnosis with rules-based therapies and effective service delivery, precision medicine is expected to transform medicine in the coming decades, improving outcomes for patients and the healthcare system. A value of £14bn has been put on the global market for tests, therapies and solutions, and this is expected to grow to £50-60bn in 2020.  

The Precision Medicine Catapult is focused on making the UK the most compelling location in the world for the development and delivery of this new targeted approach. The country has a competitive position in precision medicine, based on its scientific excellence and £1bn of research infrastructure investment from the Government over recent years. By focusing on the main bottlenecks to product delivery, the Precision Medicine Catapult will work with the precision medicine community to build a thriving industry generating economic and healthcare benefits.  

Established in April 2015, in its first year of operations the Precision Medicine Catapult is developing and testing its plans for tackling the industry bottlenecks - around business models, test development, clinical trial networks, data services and healthcare service delivery. 

Medicines Discovery
The new Medicines Discovery Catapult will support industry in developing new technologies primarily for the preclinical evaluation of medicines.  

This Catapult will operate at the earliest stages of medicines development, developing and validating new technologies for testing of potential medicines before they are trialled in people and supporting the key UK strength in Pharma, Biotech and contract research organisations.  

The goal for the Catapult is to grow the UK’s commercial preclinical capability with a view to improving productivity in drug development and approval, to make it the leading place worldwide to develop and launch new products and services in this space.  

The Catapult will do this by: 

· Developing and delivering on a vision for what the future of preclinical testing could look like to address the challenge of improving productivity in new medicines development

· Supporting industry in developing new technologies primarily for the preclinical evaluation of medicines

· Support the development of next generation pre-clinical technologies that will transform the drug development landscape and de-risking them for further investment

· Being a source of pre-clinical expertise and knowledge

· Providing technical expertise and infrastructure to ensure products are robust and useful

· Supporting the use of technologies which will reduce, refine and replace animals wherever possible

· Providing expertise to inform regulatory science and work with the regulators as to how new technologies can be adopted and used more widely, in the shortest amount of time

· Creating opportunities for collaboration and training, both nationally and globally

· Being a source of business expertise and knowledge of routes to grants, investment finance and markets, so that commercially viable products are progressed and investable

 The ultimate aim for the Medicines Discovery Catapult is to increase UK wealth creation by actively supporting productivity improvements in pre-clinical development and the effective commercialisation of pre-clinical technologies. 

Compound Semiconductor Applications
Following detailed consultation by Innovate UK and the Knowledge Transfer Network involving industry and academia, a new Compound Semiconductor Applications Catapult – to be based in Wales – has been announced.

Compound semiconductors are at the heart of many devices we use today, from smartphones to tablets and satellite communication systems. They are central to development of the 5G network, new high-efficiency lighting, the next generation of electric vehicles and new imaging techniques for a variety of uses, from security to health diagnostics.

The global market for compound semiconductors is expected to be £125 billion by 2025 and the UK has the potential to access a significant proportion of this thanks to its world-class research base in this field, which has led to the creation of many companies along the value chain. This timing, and the location of the Catapult in a region internationally recognised for its semiconductor expertise, will attract global inward investment.

The Catapult will accelerate the use of compound semiconductor devices within five key areas of application: healthcare, the digital economy, energy, transport, and defence & security.

· The Compound Semiconductor Applications Catapult will operate ‘post foundry’, focussing on challenges around 4 technology streams: power electronics, RF/microwave (e.g. wireless), photonics (e.g. opto-electronics) and sensors.

· It will complement recent investments in the Institute of Compound Semiconductors at Cardiff University and the Compound Semiconductor Centre (a joint venture between Cardiff University and IQE), helping to establish the world’s first compound semiconductor cluster in South Wales.

· It will operate as an open-access facility, welcoming enquiries from start-up companies to SMEs and larger companies, and will work with relevant academic departments across the UK.
3. Defined Terms
	“Account Management Services” 
	means those activities relating to the overall management of the relationship between the Contractor and the Catapults which includes but is not limited to providing management information, billing, attending meetings etc;

	“Authorised Representative”
	means employees of the Catapults who are authorised, either generally or specifically, to sign the Purchase Order, confirmation of which may be obtained from each Catapult’s Chief Financial Officer;

	“Catapult(s)”
	means any individual or all Catapult Centres or its subsidiaries named in the Tender Documentation, or any additional Catapult Centres created during the initial term of the Framework agreement or during any extension to the term thereafter;

	“Catapult Network”
	means all the individual Catapult centres and its subsidiaries & any additional centres created during the initial term of the Framework Agreement or during any extension to the term thereafter;

	“Contract” 
	means a legally binding agreement (made pursuant to the provisions of the Framework Agreement) for the provision of the Service made between the individual Catapult and the Contractor;

	“Contractor” 
	means the person, firm or company included in any such Framework Agreement or awarded any subsequent Contract , for the supply of goods and/or Services, arising from the Framework 

	“Framework Agreement” or “Framework”
	means the form of enabling arrangement agreed between the Contractor and the Authority representing the collective Buying Authorities under which Contracts and/or Purchase Orders will be raised by the Buying Authority for provision of Goods and/or Services;

	“Invitation to Tender” or    “ (ITT)”
	means this document and all attachments which detail the requirements of the Catapults, and the methodology of how the Contractor will be selected.

	“Service(s)”
	means the Service including, without limitation, any deliverables, to be provided by the Contractor under the Framework Agreement as set out in the Contract

	“Service Provider(s)”
	means those entities who provide the Services

	“Service Users”
	means those employees of the Catapults, and occasionally individuals to whom the Contractor is engaged to provide the Services 

	“Special Conditions”

	means Terms and/or Conditions agreed between the Service Provider which relate specifically to the provision of the Services but which at the time of this ITT are not part of any standard terms used by the Service Provider(s)

	“Tenderer”, “You”, or “Your


	means the person, firm or company completing and submitting this Tender i.e. the legal entity seeking to carry out the provision of the Service.  The “Tenderer” is intended to cover any economic operators defined by the Public Contracts Regulations 2015 and could be a registered company; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity;

	“Traveller” 
	means any person(s), using the services provided by the Contractor, the Service Users

	“TSC”
	means Transport Systems Catapult, (Company Number 8041919) whose registered office is 170 Midsummer Boulevard, Milton Keynes, MK9 1BP) representing the collective Catapults in the establishment of this Framework; 



	SECTION 2 – GENERAL INFORMATION


1. Tender Process

This ITT comprises of the following three (3) stages:

· Stage 1: Due Diligence

Proposals will be evaluated individually based on the following “PASS/FAIL” Criteria:

	Criteria
	Evaluation

	 Tender Declaration: Completed on your organisations letter

  headed paper and signed by an authorised person.
	PASS/FAIL

	No Collusion Certificate: Completed and signed by an authorised person.
	PASS/FAIL

	Offer Worksheet: Section 3 Scope of Works, sub-section 11 completed, signed by an authorised person.
	PASS/FAIL

	General Due Diligence Questionnaire
PART 1 – Tenderer Information 
· All questions completed
.
	PASS/FAIL


	General Due Diligence Questionnaire
PART 2 - Exclusion Grounds
· All questions answered


	PASS/FAIL



	General Due Diligence Questionnaire
PART 3 – Supplier Selection Questions

· All questions answered
	PASS/FAIL




A “FAIL” on any of the Stage 1 criteria will result in the tender response being rejected in its entirety.

The TSC may decide not to proceed to Stage 2, if deemed not to be in the best interests of the Catapults to do so.

· Stage 2: Technical & Commercial

All Tenderers successfully passing all Stage 1 criteria, will have their proposal evaluated and scored against the predefined and advertised Stage 2 Evaluation Criteria at Section 5 (Evaluation Criteria).

· Stage 3: Presentation 

Interviews/presentations will only be carried out where a Tenderer has met the minimum criteria as part of the Stage 2 evaluation.   It is anticipated that a maximum of the 5 (five) highest scoring Tenderers following Stage 2 evaluation will be invited to participate in the Stage 3 Interviews/Presentations.  

However, the TSC reserves the right not to proceed to Stage 3 evaluation and to make any appointment to the Framework Agreement following completion of Stage 2 evaluation if scoring from Stage 3 evaluation would have little or no impact on the final evaluation outcome.
1.2
Timetable

This timetable is indicative only.  The TSC reserves the right to change any or all of the dates at its discretion.

	Stage
	Target Date/Time

	ITT issue ITT issued to Respondents 
	13th December 2016

	Any questions relating to this ITT should be addressed to the following email at any time and contain the reference quoted on the front of this document: 
procurement@ts.catapult.org.uk
Each Friday (before 12:00hrs) during the period before the deadline for the receipt of tenders, all questions received and their associated answers will be e-mailed out to all entities who have expressed their interest
	It is the responsibility of the Tenderer to ensure that questions are submitted within good time before the submission date to allow for answers to be submitted  

	Deadline for submission of completed Tender Documentation. All documents shall be sent to the dedicated inbox
traveltenders@ts.catapult.org.uk

	30th January 2017
12:00 hrs GMT

	Start of proposal evaluations Review, score and evaluate proposals and terms & conditions, including a credit check of potential suppliers. Announcement of shortlisted companies for presentations if required. 
	31st January 2017

	Presentations of shortlisted tenderers - 
	16th/17th February 2017

	Issue of standstill letters (by email) indicating the preferred supplier and letters to unsuccessful tenderers
	20th February 2017

	STANDSTILL PERIOD 
	21st February 2017 to 2nd March 2017 

	Issue of formal letter of appointment by email
	3rd March 2017 

	Framework Agreement commences 
	6th March 2016


*Tenderers are to note that this procurement exercise is being conducted during the Christmas Public Holiday period and TS Catapult has taken this into consideration when calculating the time-line.   It is important to note that questions submitted during the period 24th December 2016 to 3rd January inclusive, will not be answered until commencement of business on 4th January 2016.* 
2. Guidance Notes for Completion

2.1
This ITT has been designed to assess the suitability of Tenderers to deliver the requirements of the Catapults.  

2.2 Tenderers are to respond to the ITT on the basis that the Catapults have no prior knowledge of your organisation.  Supplementary documentation may be attached to the ITT 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.  
2.3 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;

· personalise or alter the ITT in any way (e.g. changing the original format, reducing the content by removing questions or altering the running order), as this may lead to your submission being disqualified;

· use digital signatures;

· submit documents in a format other than Word, Excel or PDF;

· include any marketing material with your submission.

2.4 Notwithstanding 2.3 above, TSC reserves the right to take into consideration additional information publicly available from external sources when undertaking the evaluations.

2.5 It is the Tenderer’s responsibility to ensure the Catapults are not misled.  The information provided in the ITT 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 TSC reserves the right to exclude the offer to supply (if still under evaluation) or if the Framework Agreement has been awarded and the information inaccurately supplied had a significant bearing on the award then the TSC shall be at liberty to terminate the Framework Agreement without incurring any financial or legal liability.  In addition, the TSC shall reserve the right to pursue all costs in establishing the provision of the Framework Agreement.  It remains the responsibility of the Tenderer to keep the TSC informed of any matter that may affect continued qualification.

2.6 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.  If any question in Section 4 - General Due Diligence does not apply to you, please state clearly ‘N/A’.

2.7 It is the responsibility of the Tenderer to ensure that responses are unambiguous and complete and to seek clarification of the requirements, if necessary, via the TSC procurement inbox: procurement@ts.catapult.org.uk 
2.8 Should Tenderers need to provide additional Appendices in response to the questions, these should be numbered clearly. 
2.9 The Catapults will not be responsible for any expenses incurred in the preparation of any submission, in attendance at any meetings, visits or clarifications.  
3. Verification of information provided

Whilst reserving the right to request information at any time throughout the procurement process, the TSC 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 TSC may obtain such evidence after the final tender evaluation decision i.e. from the successful Tenderer(s) only.

4. Sub-Contracting arrangements
Where the Tenderer proposes to use one or more sub-contractors to deliver some or all the Framework Agreement requirements, Section 1, Questions 1.2(a) and 1.2(b) of 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 Framework Agreement deliverables each sub-contractor will be responsible for.
The TSC 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 TSC indicates that sub-contractors are to play a significant role in delivering key Framework Agreement 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 TSC immediately of any change in the proposed sub-contractor arrangements.  The TSC reserves the right to deselect the Tenderer prior to any appointment to the Framework Agreement, based on an assessment of the updated information.
5. Confidentiality

5.1
When providing details of contracts within the Due Diligence Questionnaire the Tenderer agrees to waive any contractual or other confidentiality rights and obligations associated with these contracts.
5.2
The TSC reserves the right to contact the any customer contact in the submission regarding the contracts named. The named customer contact does not owe the TSC any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact. 

5.3
The TSC confirms that they 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.
6.
Submission

6.1
Upon downloading this document, Tenderers interested in participating in this ITT should register their interest by sending an e-mail to the following address: procurement@ts.catapult.org.uk. This is to enable TSC to issue any further communications relating to this ITT as well as the questions and answers generated during the tender process. 

6.2
Any questions in relation to the ITT must be directed, (at any time) to procurement@ts.catapult.org.uk.. Each Friday (before 12:00hrs GMT) during the period before the deadline for receipt of tenders, all questions received, and their associated answers will be e-mailed out to all entities who have expressed their interest. This will provide an audit trail of all discussions / clarifications.

6.3
All requests to extend the deadline for submitting responses to the ITT shall be directed to procurement@ts.catapult.org.uk only.   No application for extension will be considered if received less than seven (7) days prior to the deadline date fixed in the ITT.  For the avoidance of doubt, the TSC will not open any e-mails containing submissions until after the ITT submission deadline.
6.4
As detailed within the ITT Timetable the closing date for receipt of submissions is 12:00 noon GMT on 30th January 2017  

6.5
All tender submissions must be sent by e-mail to the following address:   

traveltenders@ts.catapult.org.uk
*Tender submissions shall in size 11 font and be no longer than 20 pages. Any submissions in excess of this will not be considered*
6.6
Tenderers are advised not to leave it until the last few minutes before the submission deadline to e-mail their responses.  The TSC accepts no responsibility for failure to receive a response if it has not been sent with an appropriate amount of time to arrive. Ideally you should e-mail your response in plenty of time prior to the submission deadline, and include a Delivery Receipt Request within it.  

7.
Signing of ITT Document

7.1
The Tender Declaration and No Collusion Certificate at Section 2 must be signed where indicated and must be signed only by persons authorised to do so on the Tenderers’ behalf e.g. Director/Company Secretary.  Failure to comply with this instruction may lead to your submission being deemed non-compliant and rejected in its entirety.

7.2
Digital signatures are not acceptable, therefore please print the finished document, sign all sections where indicated in permanent wet ink, and scan to a common electronic document format e.g. Adobe PDF (recommended).  This document should be submitted along with the rest of your response
8.
Return of the ITT

8.1
Tenderers must submit the following documents via e-mail to the inbox stated in Section 6.5 above. The following documents must be submitted as separate documents:
· Section 2: Tender Declaration Form;

· Section 2: No Collusion Certificate;

· Section 4: General Due Diligence, Part 1;

· Section 4: General Due Diligence, Part 2; 

· Section 4: General Due Diligence, Part 3

· Section 5: Technical Submission; and
· Commercial Submission - Offer Worksheet. 
Failure to comply with this instruction may lead to your submission being deemed non-compliant and rejected in its entirety. 

8.2
No submission will be considered unless it is received by the specified date/time as hereinafter defined and using the e-mail address specified in Section 6.5 above. The phrase "specified time" means the time fixed on the e-mail as it is received into the specified inbox.
8.3
Tender submissions received by any method other than e-mail shall be deemed non-compliant and therefore rejected.  For the avoidance of doubt, all hard copy (paper) submissions will be automatically rejected.
9.
Technical 
Tenderers shall submit their technical response, in line with the criteria detailed in Section 5 – Evaluation Criteria.

10.
Commercial 

Tenderers are required to detail their offer(s) within the Offer Worksheet at the end of section 5.  Tenderers shall complete their offer in the worksheet provided and not in a separate worksheet of their own making. A separate worksheet may be used when specifying alternative payment models.   
Tender prices must not be included anywhere else in the tender submission.

The offer worksheet MUST be submitted as a separate document within your completed tender submission.  Failure to comply with this request may, at the discretion of the TSC, invalidate a tender.
11.
Tender Validity 
All tenders submitted must remain open for acceptance for a period of one hundred and twenty (120) days after the published submission deadline date and time for receipt of tenders.
12.
Modification of Tender 


No tender may be modified after submission. 
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Tender Declaration Form

The Tender Declaration at the end of this Section 2, must be 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.  

Digital Signatures are not acceptable.
14. 
No Collusion Certificate
The No Collusion Certificate at the end of this Section 2, must be signed where indicated by persons authorised to do so on the Tenderers’ behalf e.g. Director/Company Secretary.
Digital Signatures are not acceptable.

**Please complete this form on your organisations letter headed paper **

TENDER DECLARATION

Tender Title:  Travel Management Services
Tender Reference:  TSC06 Proc-G&S-16/17 - 002
I/We hereby offer to supply and deliver the Services specified in the foregoing schedule to the entire satisfaction of the TSC and the Catapults, or their authorised representatives.

I/We hereby certify that no alteration, amendment nor qualification to the Invitation To Tender 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 of any Tender you may receive. 

I/We understand that the TSC may reject the Tender submission if there is a failure to provide all relevant information or if false or misleading information is provided.

I/We have provided a full list of all appendices used to identify additional information in our response where appropriate.

I/We also declare that there is no conflict of interest in relation to the TSC and/or the Catapults 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:
	


Digital signatures are not acceptable.

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

Tender Title:  Travel Management Services
Tender Reference:  TSC06 Proc-G&S-16/17 - 002
NO COLLUSION CERTIFICATE

The essence of selective tendering is that the TSC shall receive bona fide competitive tenders from all firms 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 TSC will be entitled to cancel the Framework Agreement 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 Framework Agreement or any other contract or Framework Agreement with the TSC and/or the Catapults or shall employ any corrupt or illegal practices either in the obtaining or execution of this Framework Agreement or any other contract or Framework Agreement with the TSC and/or the Catapults.

	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.
	SECTION 3 – SCOPE OF WORK and REQUIREMENTS


The purpose of this ITT is to develop a Framework Agreement with a Contractor to provide the Services to facilitate the volume of travel arrangements by air/rail/road and hotels required by the current and all future additions to the Catapult network for the duration of this Framework Agreement. 

The Catapult network has experienced rapid growth since the first entity was created in 2012. Each Catapult has made its own arrangements regarding travel management services and has its own policies and processes, these can be found in ‘Annex 1’. Where a Catapult has no policy, travel arrangements will be agreed in advanced by the contractor and the specific Catapult.
The Catapult’s have now decided to combine their buying power to benefit from economies of scale regarding travel management services. 

Description of Services

The Catapult Network requires an experienced Contractor to make travel and accommodation arrangements for Catapult staff members travelling across UK, Europe and beyond for business purposes. More specifically, the contractor must be able to offer services for the provision of the following:

· Airlines ticket information & booking

· Train ticket information & booking 

· Hotel information & booking 

· Short term car rental information & booking

· Traveller emergency services

· Traveller alerts 

· Self-booking tool + support including assisting bookers with queries, training and incident logging

· Obtaining of visas

· Bill back

· Events & conferencing (where requested) 

Cost optimisation  

The Contractor must endeavour to provide travel solutions that exemplify safety and good value to the Catapult Network, its contractors and its stakeholders. To achieve this, the Contractor will apply the following criteria to all bookings:

· The lowest available fare in the class of travel authorised by the relevant Catapult’s travel policy will be accepted. Where no policy exists for a Catapult, the Contractor will agree an acceptable travel solution
· The selected Contractor shall provide the different travel options (where applicable) and rates available, taking into account the requirements of the business trip as indicated by the member of staff concerned

1. Ticket Issue

The Contractor must offer the facility to reserve and issue tickets for all air, rail and road travel as requested at the best possible price and in line with the relevant Catapult’s travel policy. 

Bookings from Catapult staff shall be made either using a telephone booking service or an online booking tool. The successful Contractor must issue text & email version of itineraries, in addition to any e-tickets (or e-ticket codes).

2. Air Travel

Air travel must be booked via a lodge card and the Contractor must have the ability to manage multiple lodge cards for multiple Catapults

All bookings in accordance with the relevant Catapult travel policy.

The Contractor must also have access to route deals or negotiated rates with airlines which they can offer to the Catapult.

3. Rail

The Contractor must offer a ticket delivery service or a collect at station service

All bookings in accordance with the relevant Catapult travel policy

4. Hotels/Serviced Apartments 

In response to booking requests made by Catapult staff, the Contractor shall provide an offer for hotel accommodation near a) Catapult locations b) Identified meeting venue. The accommodation must be within walking distance or 15 minutes transport time of the location of where the majority of business is to take place for the trip.

Quotes for hotel shall not exceed the upper limit stipulated in the travel policy of the relevant Catapult.

The Contractor must have its own hotel programme with pre-negotiated rates and any offers or reward schemes that are available to the Contractor, that may provide the Catapult with some cost saving, shall be made known to the Catapult.

5. Car Rental

If car rental is required, the Contractor shall receive booking confirmation of the vehicle category and provide an offer for the requested category. The Contractor must have its own car hire programme with pre-negotiated rates.

6. Visa Service

The Contractor must be able to offer a visa service to all travellers wherever necessary 

7. Working Hours 

Core hours for normal service should be 08:00 – 18:00hrs Monday to Friday. The Contractor must guarantee access to an ‘out of hours’ helpline 7 days a week, 24 hours a day.

8. Information communication

The Traveller shall be informed immediately of any upcoming changes in scheduled flights, possible new regulations applicable, planned strikes or any other event that may affect the travels of Service Users.

The Contractor must provide assistance to staff who are travelling and inform them of any changes, cancellations, bad weather or any other issues which may affect or cause delays to their journey. 

9. Staff Tracking

The Contractor must be able to demonstrate the ability to report on the whereabouts of all travelling staff in an emergency situation and should have the means to withdraw Travellers from their location back to their place of residence.
10. Authorisation process 

All travel requests in accordance with a relevant Catapult’s travel policy shall be considered pre-authorised. Where a travel request conflicts with a relevant Catapult’s travel policy, authorisation must be sought from a nominated person within each Catapult. 

Authorisation request must be in the form of an email or other electronic communication stipulating the following:

· Name of requestor 

· Date of travel 

· Policy entitlement 

· Reason why travel request is outside the stated policy

11. Payment for travel
· The Contractor must be able to provide the Catapult with 30 day credit
· The Contractor should quote for both travel models detailed below. 
Model A –, the Contractor pays for the cost of rail, hotels, car hire + a transaction fee and bills back the entire amount to the Catapults 

Model B – Cost of travel, rail, car hire, hotels are settled by the individual. The catapults pay a transaction fee only
NB. Costs of air on both models are covered on a lodge card 

Suggest a payment model you feel will work best for the Catapult and state your reasons for your recommendation.

12. Reporting

As a minimum, for each Catapult, the following information should be provided on a monthly basis.

Air

· Summary
· Spend by cost centre
· Top airlines by spend
· Top air routes
· Top bookers & travellers
· Booking mechanism
· Policy exceptions & reasons 
Rail 

· Summary 
· Spend by cost centre 
· Top routes 
· Top bookers & travellers 
· Average ticket values 
· Savings vs fees
· Booking mechanism 
· Policy exceptions & reasons 
Hotels

· Top locations by spend 
· Top locations by destination 
· Top hotels by spend
· Top accommodation by bookers spend 
· Booking mechanism
· Policy exceptions & reasons 
· There must be a separate invoice account for each of the Catapults

· Initially, monthly meetings will be required to disseminate the Catapult’s travel behaviour and then subsequent adjustments can be made to the services as a result of these meetings 

13. Special procedure

Please provide details of how you propose to manage services for the Catapult’s identified VIP’s and their bookers.

1. Contractual Requirements

The Tenderer is required to provide its standard Terms and Conditions that will apply to this Framework Agreement and to summarise the specific conditions in its terms in relation to the legal provisions required in the table below. 
The TSC will review the standard Terms and Conditions of each Tenderer based on the assessment of the most important and minimum standard requirements listed below. 
The TSC and the Catapults will enter into the standard Terms and Conditions (plus any Special Conditions if detailed in the Tender response) of the Contractor. The objective is to deliver one Framework Agreement with separate service schedules for each Catapult
	Contractual Clauses
	 
Summary required:


	Liability
	Set out the position on uncapped liabilities and any capped liability. Liability for breach of data protection laws and breach of confidential information. 

	Obligations on Supplier
	Set out the level of obligations and any reasonable endeavours obligations.

	Warranties
	Set out any warranties in relation to the Services that will be provided and any exclusions from warranty.

	Legal Requirements
	 

	Data Protection
	Set out the data protection provisions including the obligations of the Supplier and each Catapult and any indemnities. 

	Termination
	Set out the circumstances for termination for both the Contractor and an individual Catapult.

Confirm the position for part termination for example for an individual Catapult. 

	Consequences of Termination
	Set out the obligations of the Contractor and an individual Catapult after termination and any payments that are to be made.

	Governing law and jurisdiction
	English Law required


	SECTION 4 – GENERAL DUE DILIGENCE


Framework Agreement Title
 
:  Travel Management Services
Framework Agreement Reference 
:  TSC06 Proc-G&S-16/17-002
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
.  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).
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 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 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.
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

	(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.
	

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

	Relevant classifications (state whether you fall within one of these, and if so, which one):

a) Voluntary, Community and Social Enterprise (VCSE)
b) Sheltered workshop
c) Public service mutual
	   a

   b

   c

	Are you a Small, Medium or Micro Enterprise (SME)
?
	   Yes

   No

	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. 

	


	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(s) 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 details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section2 and 3.

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 1.3, Section 2 and 3.

	
	(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
	
	
	
	
	


	SECTION 4 – GENERAL DUE DILIGENCE


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. 
	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

	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



	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: TSC 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.

	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

	3.1 (b)
	Breach of social obligations?  
	 Yes     No
If Yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	 Yes     No
If Yes please provide details at 3.2

	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

	3.1(e)
	Guilty of grave professional misconduct?
	 Yes     No
If Yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	 Yes     No
If Yes please provide details at 3.2

	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


	Question
	Response

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

	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

	3.1 (j)
	Please answer the following statements:
(i) 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.
(ii) The organisation has withheld such information.
(iii)  The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
(iv) 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

	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)
	


DECLARATION – RE: PART 1 & PART 2

Tender Title:  Travel Management Services

Tender Reference:  TSC06 Proc-G&S-16/17 - 002
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 TSC 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.   

Digital signatures are not acceptable.   

Unsigned submissions will be regarded as a non-compliant application and therefore rejected.
Part 3: Supplier Selection Questions
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 appointment to Framework stage.

3.1 Selection Questions

	Section 4 – Economic and Financial Standing

	Question
	Response

	4.1
	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

	
	(a) 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 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 1, are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?
	 Yes 

 No

Please provide an explanation


3.2
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 Framework Agreement, the levels of insurance cover indicated below:

Employer’s (Compulsory) Liability Insurance    =  £10,000,000 *
Public Liability Insurance                                  =  £5,000,000
Professional Indemnity 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




	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 TSC 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


	Section 9 – Safety, Health, Environmental & Quality (“SHEQ”)

	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.

	9.1      Health & Safety

	Question
	Response

	9.1(a)
	Does your organisation operate a HHealth, Safety and Welfare management system certified to International, European or equivalent standard (e.g. OHSAS 18001)?
	   Yes

   No

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

	
	
	Certificate Expiry Date
	

	9.1(c)
	If you have answered “No” to the above, please self-certify that your organisation has an in-house Health and Safety Policy that complies with current legislative requirements.
	   Yes

   No

	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

	9.3 – 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

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

	
	
	Certificate Expiry Date
	

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

   No


	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

	(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

	(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.

	(c)
	Please self-certify that your organisation has an in-house policy for the management of information security.
	   Yes

   No

	(d)
	Please provide, as a separate appendix, information regarding the last time your network was pen-tested, including scope that this covered.
	   Yes

   No

	(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

	(a)
	Please self-certify that your organisation has an in-house policy for Business Continuity & Disaster Recovery
	   Yes

   No

	(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.

	
	


	Section 12 – Technical and professional ability

	12.1    Relevant experience and contract examples

	12.1(a)
	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. 

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 Tenderer is a Special Purpose Vehicle, or a managing contractor 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.

	
	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
	
	
	


	12.2    Professional Skills

	Please provide information on the relevant professional skills available within your organisation, or where applicable, consortium members and/or names sub-contractors in relation to this procurement exercise.   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

Transport Systems 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 Licences

	Question
	Response

	12.3(a)
	Does your organisation hold an IATA Licence? 
	   Yes

   No

	12.3(b)
	Does your organisation hold an ATOL Licence?
	   Yes

   No

	12.3(c)
	Does your organisation hold an RSP Licence?
	   Yes

   No


	SECTION 5 – EVALUATION CRITERIA


Appointment to the Travel Management Services Framework, will be based upon the most economically advantageous tender (“MEAT”) received.

All Tenders received shall be evaluated in-line with the following three (3) stages: 

Stage 1 - Due Diligence Process 

Submissions will be evaluated on an individual basis and shall be based on the “PASS/FAIL” Criteria detailed in Section 2.

A “FAIL” on any of the Stage 1 criteria will result in the tender response being rejected in its entirety.

The TSC may decide not to proceed to Stage 2, if deemed not to be in the best interests of the Catapults to do so.

Stage 2 – Technical & Commercial Evaluation
1. Technical Approach - 40%

The Technical evaluation shall be scored utilising the marking scheme detailed below.  

A scoring of less than four (4) on any of the Technical criteria will result in the tender response being rejected.

	Marking Scheme
	Score

	Fails to meet the requirement - Either no response or a very poor response has been provided with major deficiencies or little relevant detail proposed.  Indicates a weakness of the bidder.  Proposal not acceptable.

This is where the T&Cs provided by the Tenderer are rejected in their entirety as being unacceptable to the Catapult. 
	0 – 1 

(Fail)

	Partially meets the requirements - Poor response only partially satisfies requirement/standard, with SIGNIFICANT deficiencies apparent and / or is inconsistent with other proposals.  Low probability of success.  Proposal not acceptable.

This is where the T&Cs provided by the Tenderer are not deemed to be in line with the Catapult and the requirements of this ITT
	2 - 3 

(Fail)

	Almost meets the requirement - Response meets minimum requirement but remains basic and MINOR reservations still exist about the quality or the extent of the evidence provided which could have been expanded upon.  Response is sufficient but does not inspire.  Reasonable probability of success, with minor weaknesses being relatively easy to correct.

This includes where Tenderers T&Cs, in the view of the Catapult are generally in line with the requirements in the ITT. 
	4 - 5

	Meets the requirement - Response is relevant and good.  It is sufficiently detailed to demonstrate a good understanding of the requirement, including a level of detail, which adds meaning to the bid.  Good probability of success.

This includes substantive meeting of the requirements in the ITT of the Tenderers T&Cs.
	6 - 7

	Fully meets the requirement - Comprehensive and useful information provided which is beneficial to the Catapult.  High probability of success; no weakness noted.  The response is innovative and includes a full description of techniques and measurements that will be employed in the final solution.

This is where the T&Cs provided by the Tenderer fully meet the requirements in the ITT.  
	8



Evaluations will be based on responses to the following criteria and scored in-line with the marking scheme above:

Relevant weightings, as detailed below, will be applied to the individual scorings to give the final weighted score.
	
	Evaluation Criteria
	% 

weighting

	Service
	Tenderers must demonstrate that they can provide direct and effective forms of communication for all Service Users to report any issues with any given booking mechanism:

· Online 

· Telephone 

· Email 

Please outline your approach to account management, detailing the structure of team assigned (if any).

Tenderers shall demonstrate a pragmatic and user friendly approach to monthly reporting and must demonstrate the capability of producing reports for 5+ separate accounts

Please provide details of your out of hours facilities

· How is it contacted?

· How is it staffed?

· How are bookings made using the service? 

· Are there additional costs associated with the service? If there are, please add these to the offer worksheet.

	15


Tenderers shall show that they have an adequate travel risk program

	me and must demonstrate the ability tailor such a programme to fit the Catapult Network’s varying specific needs.


	10
	

	Traveller Safety
	Tenderers shall demonstrate access to good value and safe travel. Please detail your approach to traveller safety and outline what measures you have in place to handle all forms of traveller emergencies. 

	10

	Legal Compliance
	Tenderers will be scored against the legal requirements detailed at Section 3, Condition 3 above. 

The Tenderers T&Cs will be reviewed and any issues regarding lesser terms will be highlighted and TSC’s evaluation will be more favourable towards those Tenderers who have less issues on minor terms.

Tenderers should feel free to propose Special Conditions which relate to the specific nature of this Service.
	5

	Innovation/ Added Value
	Catapults are leaders of innovation in UK industry. The Tenderer shall demonstrate what access it can offer in regards to Service & product innovations which can be used within their business activities. 

	5

	Sub-total:
	40


*Tender submissions shall in size 11 font and be no longer than 20 pages. Any submissions in excess of this will not be considered* 
2. Commercial Approach – 55%  
Using the information submitted by each Tenderer the TSC will determine the most economical offer. Other Tenderers less advantageous offers will be scored proportionally to this. Please see para 2.7 below 

	
	Evaluation Criteria
	% Weighting

	
	Tenderers are required to provide quotes of transaction fees for a given number of transactions for each booking type. 
	35

	
	Tenderers are required to accurately quote for two traveller scenarios (10 each) They will be assessed based on their economic value, practicality and suitability to the Catapult
	20 

	Sub-total:
	55


2.1
Tenderers are required to detail their offer, including mobilisation costs, in the pre-populated Offer Worksheet and not in a separate worksheet of their own making.  When suggesting a payment model of their own, Tenderers are permitted to use a worksheet of their own making. 
Tender prices must not be included anywhere else in the tender submission.

2.2
Rates shall be in pounds sterling and be exclusive of VAT. Prices may vary only for changes in inflation (CPI Index). 

2.3
The offer worksheet MUST be submitted as a separate document within your complete tender submission.  Failure to comply with this request may, at the sole discretion of Transport Systems Catapult, invalidate a tender.

2.4
Tenderers should also specify any other costs associated with the implementation of the Service and include any such costs in the designated section. Any costs submitted at a later date will not be entertained by the Catapult network. 

2.5
Any obvious arithmetical errors will be rectified by the appropriate officer checking the tenders and the amount of tender shall be held to be the amount of the documents so rectified and the tenderer informed in writing of the corrected amount.

2.6
Where there is an obvious and genuine error in rates occurring, the tenderer will be given the opportunity of either confirming that they agree to their tender being considered with the error remaining or withdrawing their tender.  Should the tenderer decide to withdraw their tender, it will not be considered for acceptance.  

2.7
The Commercial evaluation shall be scored on the basis of highest to lowest cost with the lowest cost proposal achieving the best score (55).   The Tenderer who submits the lowest price for the total contract period based on the estimated total 24 month contract (offer worksheet) will be given the maximum score available. Other tenderers higher prices will be divided into the lowest price and the result multiplied by the maximum score available to achieve a proportionate score (compared to the lowest priced offer) for each Tenderers submitted price.
3      Stage 3: Presentation – 5%.
3.1
Interview / presentation will only be carried out where a Tenderer has met the minimum criteria as part of the Stage 2 evaluation.   It is anticipated that the five (5) highest scoring Tenderers following Stage 2 evaluation will be invited to participate in the Stage 3 presentations at the Transport Systems Catapult 
3.2
However, the TSC reserves the right not to proceed to Stage 3 evaluation and to proceed with appointments to the Framework following completion of Stage 2 evaluation if it is in the best interests of the Catapults to do so. 
3.3
The Interview / Presentation shall last for no more than ninety (90) minutes following the format detailed below.   

3.4
The Interview/Presentation shall be conducted by the proposed delivery team, led by the proposed Framework Agreement lead.  Only those who would have direct involvement with the Framework Agreement shall attend.

	Evaluation Criteria
	% Weighting

	Tenderers should present an over view of their Service offering, and demonstrate why they have the unique capability to partner the Catapults in delivering the Services for the next two (2) year period.
	5

	Sub-total:
	5


3.5
If you are invited to participate in Stage 3 of the evaluation process, you will be informed of a timeslot by e-mail at least one week before the allocated date.   

3.6
Tenderers who are not invited to participate in Stage 3 will receive zero (0) points in the overall evaluation process.

3.7
Presentations will be evaluated based upon the above criteria and scored in-line with the Marking Scheme detailed in Section 5 above.
4.
Combined Scores

The Technical, Commercial and Presentation scores will be combined (Technical 40% /                                Commercial 55% / Presentation 5%) to determine the Tenderer who provides the most appropriate combination of quality and value for money.
5.       Nomination of the Preferred Supplier

5.1
The Tenderer who receives the highest combined score will be nominated the Preferred       Supplier. TSC will finalise a Framework Agreement for a period of two years, with the possibility of two, 12 month extensions. 
6.
Abnormally Low Tenders

6.1
Where the overall tendered amount appears to be abnormally low, the Tenderer will be required to provide further written details of the constituent elements of the overall tendered amount or the tendered rates or any other information considered to be relevant. 

6.2
Any failure to provide such requested information, within a fixed time limit, may exclude the tender from further consideration.  If, having considered the information provided, The TSC is of the view that either the tendered total of the prices is abnormally low or any tendered amounts are abnormally low, the tender may be rejected in accordance with PCR2015 Regulation 69 (4) to (6).
OFFER WORKSHEET
See separate excel file

[image: image2.emf]Offer 

Worksheet.xlsx
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� For the list of exclusion please see � HYPERLINK "https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf" ��https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf�


� See EU definition of SME: � HYPERLINK "http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/" ��http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/�


� Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. 





Transaction Fees

		EXAMPLE 1 

				Model A												Model B



						No of transactions		Trasaction fee		Total								No of transactions		Trasaction fee		Total

				Air		36				£0						Air		36				£0

				Rail		128				£0						Rail		128				£0

				Hotel		48				£0						Hotel		48				£0

				Car		3				£0						Car		3				£0

		EXAMPLE 2 

				Model A 												Model B

						No of transactions		Trasaction fee		Total								No of transactions		Trasaction fee		Total

				Air		125				£0						Air		125				£0

				Rail		349				£0						Rail		349				£0

				Hotel		191				£0						Hotel		191				£0

				Car		37				£0						Car		37				£0

		EXAMPLE 3

				Model A												Model B

						No of transactions		Trasaction fee		Total								No of transactions		Trasaction fee		Total

				Air		317				£0						Air		317				£0

				Rail		9				£0						Rail		9				£0

				Hotel		407				£0						Hotel		407				£0

				Car		4				£0						Car		4				£0





Traveller Scenario 1 

		Please suggest the best itinerary you would be able to provide for this journey.



		As accurately as possible, please provide a fully costed quote and breakdown clearly indicating all costs associated with each billable portion of the scenario. 

		Scenario 1 



		An employee, based in Milton Keynes, has been tasked with first attending a meeting in Paris at 12pm on Monday. They should take the Eurostar to Paris and get a transfer to Pantheon - Sorbonne University.  They will require an overnight stay in a single 4* hotel room

They require a first class flight to Beijing, to get them there the follwing day by 12pm to attend a three-day conference in the Financial District.  They will require a double room in a  4* hotel within 10 minutes walk of the financial district for 2 nights before flying back to London. 

The employee faces an emergency after attending the first day of the conference in Beijing and uses the 24 hour emergency service to arrange a premium economy flight to Brussels at the earliest opportunity, to arrive in Brussels the follwing day.

They must get an airport transfer from Brussels Airport to the European Commission HQ. 

After concluding business, they require a 4* single room for a single nights stay before getting a car to the airport to fly back to England to be back in Milton Keynes. 





Traveller Scenario 2

		Please suggest the best itinerary you would be able to provide for this journey.



		As accurately as possible, please provide a fully costed quote and breakdown clearly indicating all costs associated with each billable portion of the scenario. 

		Scenario 2 

		The CEO is to travel from London to Manchester by first class train for a meeting at 12pm. She requires a double room in a 4* hotel in central Manchester for a night and requires an executive hire car, with insurance and a collision damage waiver to be delivered to the hotel for 8am the following morning.

After driving to High Value Manufacturing Catapult in Darlington for another meeting, she wishes to drive the hire car to the nearest airport to then fly back to City Airport, London. 








