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INSTRUCTIONS TO BIDDERS
1 These instructions are designed to ensure that all tenders are given equal and fair consideration. It is important that you provide all the information asked for in the format and order specified. Please contact raise a query through the Redimo2 e-procurement tool if you have any doubts as to what is required or you have difficulty in providing the information requested.  
2 Pre-tender negotiations are not allowed. 
3 In addition to these instructions, bidders should read the guidance accompanying the evaluation criteria. Failure to comply with instructions on tendering procedures may invalidate your tender. 
4 All activity in relation to this procurement including receipt of tenders, evaluation and communication with bidders will be conducted through the Department’s REDIMO2 e-procurement tool. Bidders should ensure that the information they supply on Redimo2 is complete and accurate: 
5 References to the 'Department' throughout these documents mean The Secretary of State for Education acting through her representatives in the Department for Education.
Returning tenders

6 Responses need to be made electronically through REDIMO2 by completing the evaluation sections and questions. Evaluation critieria are at document 3. Further guidance on this process can be downloaded from REDIMO2 at: https://supplierlive.proactisp2p.com/Account/Login/?cid=DFE   
7 Your tender which must be returned by noon on 22 September 2017.
8 Bidders experiencing technical difficulties should contact the commercial team at commercial.contactpoint@education.gov.uk 
9 If, having read the enclosed specification, you decide not to submit a tender, I would be grateful if could send your reasons (though you are under no obligation to do so) to governance.development@education.gov.uk marked 'No Tender'.
Receipt of Tenders
10 Tenders will be received up to the time and date stated.  Those received before the due date will be retained unopened until then. It is the responsibility of the tenderer to ensure that their tender is submitted no later than the appointed time.
Acceptance of Tenders
11 By issuing this invitation the Department is not bound in any way and does not have to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the tenderer expressly stipulates otherwise in their tender.
Incomplete Tenders

12 Tenders may be rejected if the information asked for in the ITT and Specification is not given at the time of tendering.
Inducements
13 Offering an inducement of any kind in relation to obtaining this or any other contract with the Department will disqualify your tender from being considered and may constitute a criminal offence.
Confidentiality of Tenders
14 You must not:
· Tell anyone else what your tender price is or will be, before the time limit for delivery of tenders.
· Try to obtain any information about anyone else's tender or proposed tender before the time limit for delivery of tenders.
· Make any arrangements with another organisation about whether or not they should tender, or about their or your tender price.
15 Failure to comply with these conditions may disqualify your tender.
Costs and Expenses
16 You will not be entitled to claim from the Department any costs or expenses which you may incur in preparing your tender whether or not your tender is successful.
Indicative Timetable
17 This procurement will be an Open Procedure as described by the EU Procurement Directive. The indicative timetable for the 2017 procurement is:
	26 July
	Advert placed

	Noon, 7 September
	Deadline for submission of any queries

	Noon, 22 September
	Closing date for bids

	w/c 16 October
	Clarification meetings

	1 November
	Notify preferred bidder

	27 November
	Contract signed

	8 January
	Service commences



18 The Department plans to hold clarification meetings if required during w/c 16 October 2017 for bidders to present their proposals and answer any clarification questions. Bidders should ensure that they are available to attend if invited. We will aim to inform any bidders who are to be invited to attend a clarification meeting by 10 October 2017. Clarification meetings will be held in the Department’s premises in Sheffield or London.
19 Please note that the above timetable is indicative only. Given that we are not holding a selection stage it is difficult to judge the number of bids which may be received and require evaluation. We will inform all bidders as soon as possible if we need to amend the above plan.
Evaluation
20 The tender process will be conducted in a manner that ensures tenders are evaluated fairly to ascertain the economically most advantageous tender.
21 Your capability to perform the contract will be evaluated using the criteria set out in Document 3.
Debriefing
22 Following the award of contract, debriefing will be available to unsuccessful tenderers on request.
Purchasing Strategy
23 The Department’s purchasing strategy is designed to promote fair and open competition, and constructive co-operation between the Department and suppliers.
Freedom Of Information
24 The Department is committed to open government and to meeting the responsibilities under the Freedom of Information Act 2000. Accordingly, all information submitted to the department 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, the Department may still be required to disclose it under the Act if a request is received. The receipt of any material marked ‘confidential’ or equivalent should not be taken to mean that the Department accepts any duty of confidence by virtue of that marking. 
Publication of Contract
25 Under the Government’s Transparency requirements we are obliged to publish the contract between the Department and the successful tenderer(s) in full. The successful tenderer(s) should identify any information regarded as commercially sensitive and explain (in broad terms) what harm may result from disclosure 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 if the public interest in disclosure outweighs withholding the information. Please see Procurement Policy Note 13/15 which contains further information on the general transparency principles that require public procurers proactively to disclose contract and related information that may previously have been withheld on grounds of commercial confidentiality 
Information Sharing Across Government
26 All Central Government Departments and their Executive Agencies and Non Departmental Public Bodies are subject to control and reporting within Government. In particular, they report to the Cabinet Office and HM Treasury for all expenditure. Further, the Cabinet Office has a cross-Government role delivering overall Government policy on public procurement - including ensuring value for money and related aspects of good procurement practice. 
27 For these purposes, the Department may disclose within Government any of the Contractor's documentation/information (including any that the Contractor considers to be confidential and/or commercially sensitive such as specific bid information) submitted by the Contractor to the Department during this Procurement. The information will not be disclosed outside Government. Contractors taking part in this competition consent to these terms as part of the competition process.
Cyber Essentials Scheme 
28 The Government has introduced its new Cyber Essentials Scheme in consultation with industry to mitigate the risk from common internet based threats.
29 From 1st October 2014, it is mandatory for new Central Government contracts, which feature characteristics involving the handling of personal data and ICT systems designed to store or process data at the OFFICIAL level of the Government Security Classifications scheme to comply with Cyber Essentials requirements.
30 All potential tenderers for Central Government contracts, featuring the above characteristics, should make themselves aware of Cyber Essentials and the requirements for the appropriate level of certification “or equivalent”.  
31 As this requirement features the above characteristics, you are required to demonstrate in your tender response that:
· Your organisation has Cyber Essentials certification; or
· Your organisation will be able to secure Cyber Essentials prior to contract award; or
· Your organisation has equivalent evidence to support that you have appropriate technical and organisational measures to mitigate the risk from common internet based threats in respect to the following five technical areas:
a) Boundary firewalls and internet gateways - these are devices designed to prevent unauthorised access to or from private networks, but good setup of these devices either in hardware or software form is important for them to be fully effective. 
b) Secure configuration – ensuring that systems are configured in the most secure way for the needs of the organisation 
c) Access control – Ensuring only those who should have access to systems to have access and at the appropriate level. 
d) Malware protection – ensuring that virus and malware protection is installed and is up to date 
e) Patch management – ensuring the latest supported version of applications is used and all the necessary patches supplied by the vendor have been applied.
32 Any equivalent evidence must be verified by a technically competent and independent third party.
33 The successful tenderer will be required to provide evidence of Cyber Essentials certification “or equivalent” (i.e. demonstrate they meet the five technical areas the Cyber Essentials Scheme covers) prior to contract award.
34 The successful tenderer will be required to secure and provide evidence of [Cyber Essentials re-certification “or equivalent” (i.e. demonstrate they meet the five technical areas) on an annual basis.
35 Details of certification bodies are available at: https://www.cyberstreetwise.com/cyberessentials
Government Security Classifications
36 On 2nd April 2014 the Government introduced a Government Security Classifications (GSC) classification scheme to replace the previous Protective Marking System (GPMS). A key aspect of this is the reduction in the number of security classifications used. All potential suppliers are encouraged to make themselves aware of the changes and identify any potential impacts in their Tender, as the protective marking and applicable protection of any material passed to, or generated by, you during the tender process or pursuant to any Contract awarded to you as a result of this tender process will be subject to the new GSC. The link below to the Gov.uk website provides information on the GSC: https://www.gov.uk/government/publications/government-security-classifications
The Department reserves the right to amend any security related term or condition of the draft contract accompanying this ITT to reflect any changes introduced by the GSC.
Prompt Payment Policy
37 Government’s aim is to pay all correctly submitted invoices within 5 days of receipt and we are 100% committed to paying correctly submitted invoices within 30 days of receipt from the day of physical or electronic arrival at the nominated address of the Department.
38 The payment period will be deemed to have started when a correctly submitted invoice reaches the nominated address. Contractors can assume receipt to be two days after mailing (by first class post). The 30 day “clock” therefore commences two days after mailing first class. 
39 A correct invoice is one that is:
· delivered in timing in accordance with the contract; 
· that is for the correct sum; 
· In respect of goods / services supplied or delivered to the required quality (or are expected to be at the required quality); 
· include the date, supplier name, contact details and bank details;
· which quote the relevant purchase order / contract reference;
· which has been delivered to the nominated address.
40 Any correctly submitted invoices that are not paid within 30 days will be subject to the provisions of the Late Payment of Commercial Debt (Interest) Act 1998.
Sub-contracting to Small and Medium Enterprises (SMEs)
41 DfE is committed to removing barriers to SME participation in its contracts, and would like to also actively encourage its larger suppliers to make their sub-contacts accessible to smaller companies and implement SME-friendly policies in their supply-chains. This can be achieved by advertising subcontracting opportunities on Contracts Finder and implementing the principles of the SME and Growth Agenda in your own organisation.   
42 To help us measure the volume of business we do with SMEs, we will be asking DFE suppliers to provide us with information about the size of your own organisation and those in your supply chain. We will ask about volumes of business that will flow from this contract down your supply chains, and ask you to quantify that for us. This data will help us contribute towards Government targets on the use of SMEs. We may also publish success stories and examples of good practice on our website
Armed Forces Covenant
43 The Armed Forces Covenant is a public sector pledge from Government, businesses, charities and organisations to demonstrate their support for the armed forces community. The Covenant was brought in under the Armed Forces Act 2011 to recognise that the whole nation has a moral obligation to redress the disadvantages the armed forces community face in comparison to other citizens, and recognise sacrifices made.
44 The Covenant’s 2 principles are that:
· the armed forces community should not face disadvantages when compared to other citizens in the provision of public and commercial services
· special consideration is appropriate in some cases, especially for those who have given most such as the injured and the bereaved.
45 The Department encourages all Tenderers, and their suppliers, to sign the Corporate Covenant, declaring their support for the Armed Forces community by displaying the values and behaviours set out therein.
46 Guidance on the various ways you can demonstrate your support through the Corporate Covenant is at The Corporate Covenant.
47 If you wish to register your support you can provide a point of contact for your company on this issue to the Armed Forces Covenant Team at the address below, so that the MOD can alert you to any events or initiatives in which you may wish to participate. The Covenant Team can also provide any information you require in addition to that included on the website.
48 Email address: covenant-mailbox@mod.uk 
Address:	Armed Forces Covenant Team
Zone D, 6th Floor, Ministry of Defence,
Main Building, Whitehall, London, SW1A 2HB

49 Paragraphs 44-49 above are not a condition of working with the Department now or in the future, nor will this issue form any part of the tender evaluation, contract award procedure or any resulting contract. However, the Department very much hopes you will want to provide your support.
Tender Period
50 Due to the intensive evaluation process the Department requires tenders to remain valid for a period of 6 months from the deadline date for receipt of tenders.
Basis of the Contract
43	The specification in Document 1, and the terms and conditions in Document 4, together with any special requirements, will form the basis of the contract between the successful tenderer and the Secretary of State for Education.
Conclusions
45	Whilst every endeavour has been made to give bidders an accurate description of the Department's requirement, bidders should make their own assessment about the methods and resources needed to meet those requirements.
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