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WRITTEN QUotation
TENDer specifIcation

TENDER TITLE: 	Website Update, Maintenance & Ad-hoc Support:
 				June 2016 Onwards
ERDF Project:	Cheshire & Warrington Growth Hub and Grant Service











	Issue of Specification
	9th May 2016

	Deadline for Responses
	31st May 2016 @ 10.00AM (UK Time)

	Reference Code
	SP18



Please submit completed form to procurement@candwgrowthhub.co.uk

PArt A: Background to Specification
This document comprises the following sections:
· Part A: Background to Specification which outlines the requirements of the service and provides guidance on completing the tender,
· Part B: Contractor Response Section, seeking supplier information,
· Part C: Response to Tender through Responding to Tender Questions.
Please read carefully the instructions and answer all questions.  If you have any queries regarding completing of the response please email procurement@candwgrowthhub.co.uk.  We reserve the right to distribute the response provided to your question to other interested applicants (Please see FOI Section below).
Background
The Cheshire & Warrington Growth Hub (run by Blue Orchid Enterprise Solutions Ltd) is in the process of completing a final application for the provision of the “Cheshire & Warrington Growth Hub and Grant Service”, a new ERDF programme to commence in mid-2016.  The Cheshire & Warrington Growth Hub web site is found at www.candwgrowthhub.co.uk.
The service comprises a range of business advisory and grant awarding services to growth SMEs.  Working with a number of partners across the sub-region, Blue Orchid wishes to develop on the existing Growth Hub web site - www.candwgrowthhub.co.uk (developed in Word Press), but requires the services of external consultants to develop and maintain this site.  Blue Orchid will provide content for the site but require expertise to ensure the good order and structure of the site.
Please note, response to this submission is at the sole cost of the supplier and is not an offer of employment.
Requirements of the Brief
[bookmark: _GoBack]The services required of the contract comprises two elements as follows:

Element 1: Website Maintenance Support: (Quotation on a monthly fixed fee basis) 
To provide a monthly programme of website maintenance to include as a minimum:
· Maintenance and regular update of the all associated activities linked with the website.
· Version Upgrades and patches of content management system and underlying software.
· Maintenance & checking for dead links of static pages.
· Performance Improvements.
· Archival & update of new data provided by the Growth Hub along with update of the sitemap.
· Daily database backup and website backup after any update. For bring up the website within 8 hours of any failure/hack attack. 
· Cyber audit from time to time when any modification/upgrade in coding/design is done and also any vulnerability identified.
· Bug fixing and problem reporting.
· Regular reports on usage using Google Analytics.

Additional website maintenance to include:
· Text: Additions or deletions
· Photos: Additions, deletions and basic retouching
· Web Pages: Additions or deletions using existing webpage design
· Navigation: Basic navigational changes (add, move or delete an item in the navigation)
· File Downloads: Additions or deletions of PDFs and other documents
· Videos: Insertion or deletion of pre-edited video
· Links: Additions or deletions
· Colour and Background Images: Changes/replacements
· Forms: Dynamic form layout and integration

Element 2: Website Development Work (Quotation on an hourly rate for development work)  
To carry out bespoke website development work as and when required.  As minimum this will include:
· Development of a supplier area to be added to existing website structure.
· Upgrade / overhaul of data base that sits behind “Support Finder” and enhancement of this function to support new features (e.g. staff area).
· Redesign / refresh of home page.
· Adhoc design work.
· Development of business support search tool to provide new features (e.g. staff area).
· Integration of 3rd party “white labelled” content and information tools.
· Development of a Product area to the website to include design work to ensure product area can be communicated effectively in various media e.g. printed, social etc.
· Development of events calendar /diary to enhance user experience.

Preparing a Successful Application
Successful applicants will demonstrate:
· A track record of successful provision of the services required as part of this tender.
· Ability to communicate and develop solutions with senior personnel and with people within the Growth Hub;
· Ability to work flexibly as part of a team to provide a seamless service;
· Offer clear, concise and commercial advice thus allowing Growth Hub staff to make informed decisions;
· Offer good customer service skills.
Responding to the Tender
The scoring of the tender is based on the following criteria:
Curriculum vitae/Company Background				Information Only
1. Response to Requirements of the Brief				30%
2. Knowledge of Web Maintenance					30%
3. Price								40%
Please see Appendix 1 for full Evaluation Criteria.

Timescales
The table below outlines the timescales for this tender and delivery of the project.
	Issue of Specification
	9th May 2016

	Deadline for Responses
	31st May 2016 @ 10.00AM (UK Time)

	Evaluation and Feedback
	3rd June 2016

	Consideration of Award
	6th June 2016


Duration
The duration of the award, subject to satisfactory performance reviewed quarterly, will be December 2018, but could be extended to March 2020 depending upon additional funding for the Growth Hub.
TECHNICAL NOTEs
No Contract
No information contained in this specification or in any communication made between Blue Orchid and any supplier in connection with this specification shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this specification.  Blue Orchid reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process.  Blue Orchid reserves the right to terminate the process at any time.  Under no circumstances shall Blue Orchid incur any liability in respect of this specification or any supporting documentation.  You accept Blue Orchid’s Terms and Conditions of Business and Requirements of its ERDF Funding.  Terms & Conditions available on request and on web site.
freeedom of information
We are committed to open government and to meeting their responsibilities under the Freedom of Information Act 2000.  Accordingly, all information submitted to Blue Orchid may need to be disclosed in response to a request under the Act.  If you consider that any of the information included in your tender is commercially sensitive, please identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. You should be aware that, even where you have indicated that information is commercially sensitive, we may still be required to disclose it under the Act if a request is received. Please also note that the receipt of any material marked ‘confidential’ or equivalent by Blue Orchid should not be taken to mean that we accept any duty of confidence by virtue of that marking. If a request is received, we may also be required to disclose details of unsuccessful tenders.
No publicity regarding this tender, the award of the contract or any of the services will be permitted unless and until we have given express written consent to the publicity.
Instructions for Completion
Completed questionnaires should be submitted in electronic format and emailed to the email address procurement@candwgrowthhub.co.uk and by the due date as outlined in Deadline for Response in the Timescales section.
Any application received after the Deadline for Response shall not be opened or considered.  We may, however, in our own absolute discretion extend the Deadline and in such circumstances.  We will notify all applicants of any change.
You should answer all questions as accurately and concisely as possible.  Where a question is not relevant to your organisation, please state N/A (not applicable) and include a brief explanation if required.  Questions must be answered in English and submitted either in Microsoft Word readable format or Adobe Acrobat PDF.
Responses will be evaluated in accordance with the procedures set out in Part A.  In the event that none of the responses are deemed satisfactory, Blue Orchid reserves the right to consider alternative procurement options.
Failure to provide the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that you will be excluded from further participation in the procurement.
Consortia and sub-contracting
Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader.  Relevant information should also be provided in respect of consortium members or sub-contractors who will play a significant part in the delivery of services or products under any ensuing contract.  Responses must enable Blue Orchid to assess the overall service proposed.  Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.
We recognise that arrangements in relation to consortia and sub-contracting may be subject to future change.  Service providers/suppliers should therefore respond in the light of such arrangements as are currently envisaged.
Please provide details of the proportion of any contract awarded under this contract that the prospective supplier proposes to subcontract.  We reserve the right to seek independent financial and market advice to validate information declared or to assist in the evaluation. 
Queries about the procurement
Any questions about the procurement should be submitted by e-mail to procurement@candwgrowthhub.co.uk
If we consider any question or request for clarification to be of such significance that all potential suppliers who have responded should be made aware of it, both the query and the response will be communicated to them, in a suitably anonymous form.  All responses received and any communication from service providers will be treated in confidence.


Supplier Selection
We will evaluate all proposals on the basis of the “most economically advantageous tender.”
Selection criteria at a general level will be a combination of both financial and non-financial factors and will consider:
a) Supplier Acceptability – status of supplier in relation to selection criteria below.
b) Supplier Track Record (service history) - The Service Provider must be able to demonstrate a successful track record (service history).
c) Supplier Capacity and Capability – Assessment of the totality of resources and core competences available to the supplier(s).
Failure to provide a satisfactory response to any of the questions may result in us not proceeding further with the supplier.  The information supplied will be checked for completeness and compliance before responses are evaluated.  Please see Appendix – Evaluation Criteria for further information. 
Evaluation of subsequent stages will be undertaken in accordance with the overall Evaluation Strategy for the project.  The high level Evaluation Criteria for the project are as follows: 
· Specification compliance/ acceptable alternative
· Technical criteria
· Service provision
The overall evaluation process will be conducted in a fair and equitable manner, so that we are able to consider the value for money of each proposal.  This means that we may seek clarification of an application from any and all applicants, different clarification/information may be sought from different applicants. 
Once we have reached a decision in respect of an award, we will notify all applicants of our decision.  As this is below the OJEU financial threshold for light touch regime procurements, we do not intend to provide for a standstill period before entering into the contract.
Any attempt by applicants to influence the contract award process in any way may result in the applicant being disqualified.  Specifically, applicants shall not directly or indirectly at any time:
· Devise or amend the content of their application in accordance with any agreement or arrangement with any other person (other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance.)
· Enter into any agreement or arrangement with any other person as to the form or content of any other application, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other application.
· Enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting an application.
· Canvass us or any of employees or agents in relation to this tender.
· Attempt to obtain information from any of our employees, agents or our advisors concerning another application.


PART B: REsponse Section
1 ORGANISATION IDENTITY
All respondents should answer these questions.  If your company is not currently registered in the UK, you should still try to answer each question, substituting any appropriate professional, commercial or other registration within your domestic jurisdiction.
Single sole trader business advisors are most welcome to apply and where an answer is not applicable please indicate as such.
Information Only
	Name of the company (Prime or single contractor) in whose name the tender would be submitted
	

	Contact name
	

	Address
	

	Telephone number
	

	E-mail address:
	

	Web Address
	

	Company Registration number: (if any)
	

	Date of Registration
	

	Registered address if different from the above
	

	VAT Registration number: (if any)
	

	Please attach Curriculum Vitae or Organisational Background for information only
	




PART C: Scored Response 
Scored
	Question 1. Meeting the Requirements of the Brief.  How would you meet the needs of the tender as described in the section earlier titled “Meeting Requirements of the Brief?”
(Max 1,000 words).
This is a minimum threshold question – please see Evaluation Criteria in Appendix I                                  SCORE 30%

	


	Question 2. Background and experience in the role.  Please outline previous knowledge or experience of delivering this type of service before, use case studies if available? 
(Max 1,000 words)
This is a minimum threshold question – please see Evaluation Criteria in Appendix I                                SCORE 30%

	


	Question 3.   Pricing                                                                                                                                          SCORE: 40%


	Service Requirement
	Hourly Rate (exc. VAT)
	Monthly Fixed Fee (exc. VAT)
	Scoring Allocation

	Monthly Update & Maintenance 
	
	Monthly Fee
£
	20%

	Ad-Hoc Development Work
	Hourly Rate
£
	
	20%


Please note:
· All prices quoted shall be fixed and firm and shall apply for the full duration of the contract. 
· Following that period, any requests for price changes must be accompanied by a written summary and supported by evidence to justify the proposed price change. 
· No quantity or continuity of work is guaranteed to successful suppliers and this should be taken into account when completing the Pricing Schedule. 
· All prices quoted shall be exclusive of Value Added Tax (VAT).
· Any daily rate indicated in the Schedule of Rates is for an 8 hour working day, during a normal working week (Monday to Friday). A half day is therefore considered as 4hrs. 
· All costs are deemed to include expenses and any other on-cost.
COMPLIANCE WITH EC LEGISLATION/ UK PROCUREMENT LEGISLATION
Non-payment of taxes
Has it been established 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 your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?
	Response
	Yes or No


If you have answered Yes to this question, please use a separate Appendix to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
If you have answered “yes” to this question on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position please provide details using a separate Appendix. You may contact the authority for advice before completing this form. 

Grounds for mandatory exclusion
Pass/Fail
	Do any of the circumstances as set out in the summary below of ineligibility conditions apply? 
	Yes or No

	If yes, please supply details:
	

	We may seek evidence at a later date, in confirmation of your answer.  


You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 
Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
(c) the common law offence of bribery;
(d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
(e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
(i) the offence of cheating the Revenue;
(ii) the offence of conspiracy to defraud;
(iii)	fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
(vii)	destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
(ix)	the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
(f) any offence listed—
(i)	in section 41 of the Counter Terrorism Act 2008; or
(ii)	in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
(h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
(i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
(j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
(k) an offence under section 59A of the Sexual Offences Act 2003;
(l) an offence under section 71 of the Coroners and Justice Act 2009
(m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
(n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
(i)	as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
(ii)	created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.


Appendix 1 – Evaluation Criteria
We intend to award the contract to the Tenderer offering the most economically advantageous Tender in accordance with the Award Criteria and weightings set out in the paragraphs below.


Prior to evaluating Tenders, we will carry out an initial review of each Tender to confirm completeness and compliance with the Tender Requirements and may, at its discretion, reject a Tender which is incomplete and / or non-compliant.  The following pre-evaluation process will be undertaken:

· Compliance Check Stage: to confirm completeness and compliance with the Tender Requirements. We may, at our discretion, reject a Tender which is incomplete or non-compliant.  Please note the word count and any text above the word count will not be assessed.
· Selection Stage: to confirm compliance with any minimum standards / thresholds set out in the Contract.  Please note there is a minimum quality threshold for the combined value of Questions 1 and 2, of 30 out of 60.  Tenderers who do not meet this threshold will not be assessed any further and will be declined as suppliers.
· Tender Price Score: This is calculated using the formula shown below for those applicants meeting the minimum quality threshold and technical compliance requirement. 
· Evaluation Stage: We will then determine the most economically advantageous tender by evaluating all those Tenders that have successfully passed through the above stages in accordance with the award criteria and weightings set out in the paragraphs below.  

Part B: Contractor Information as follows:

	Part B  Contractor Information
	Assessment

	Organisational Background and Specialism
	Information


Part C – Scored Response and Compliance
	Part C  Award Criteria
	Max Potential Score

	Question 1 – Response to the Tender
	30

	Question 2 – Knowledge & Experience
	30

	Question 3 – Price
	40

	Compliance With EC Legislation/ UK Procurement Legislation
	Pass / Fail







QUALITATIVE – questions 1 and 2 
Each non-price criterion question will be scored (referencing the above weighting) using the following methodology:
	Full Points
	Proposal exceeds requirement. Demonstrated by clear, detailed information and unequivocal evidence

	75% of Points
	Proposal completely meets requirement. Demonstrated ability to meet requirements with clear and convincing evidence

	Half Points
	Mostly meets requirement. Evidence is fairly clear and convincing; minor reservations in one or more key areas

	25% of Points
	Mostly fails to meet requirements. Evidence is unclear and/or unconvincing in most areas, although convincing in some areas. Overall response casts doubt on ability to meet requirements.  Does not meet minimum quality threshold for further consideration.

	0 Points
	Significantly fails to meet requirements. In virtually all areas there is a lack of convincing evidence which casts serious doubt about the ability to meet requirements.  Does not meet minimum quality threshold for further consideration.


PRICE – question 3
The lowest price will be awarded full marks and each other proposal will be awarded a score based on the percentage difference from the lowest price.  See worked example below.
	Scoring Model on Pricing
	Day Rate

	Lowest Price
	£500

	Bidder Price
	£700

	Difference on Lowest Price and Bidder Price
	£200

	%age Score of Bidder Price
	40%

	Max Score Available 
	40

	Calculated Bidder Score
	24


If the price seems abnormally low, further explanation as to the low price may be sought and evaluation of whether the quote is considered economically viable will be made.

END OF TENDER DOCUMENT
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