PROTECT - COMMERCIAL


	HM REVENUE & CUSTOMS

Invitation TO QUOTE – Part 1


	Title:

Name of project / requirement / role
	HM Revenue & Customs, Office Machine Maintenance & Repair Services

	HMRC Reference:

To be quoted in all correspondence
	SR117684745

	Date issued:
	27/03/2018

	Deadline for Responses:
	10/04/2018


	1.
	Contact Details

	Issued to:
	
	From:
	

	Address:
	
	Address:
	HMRC Commercial Directorate

5th Floor West

Ralli Quays

3 Stanley Street

Salford

M60 9LA

	Contact name:
	
	Contact name:
	Jordan Warran

	Email:
	
	Email:
	Jordan.warran@hmrc.gsi.gov.uk

	Telephone:
	
	Telephone: 
	03000520819


	2.
	Details of Project / Requirement / Role

	The requirement is for a supplier to assist HM Revenue and Customs (HMRC) with office machine repair and maintenance.

HMRC currently have 170 offices situated across the United Kingdom, including Northern Ireland. These offices contain office machinery such as Shredders, Hole Punchers, Projectors and Fax Machines, which require maintenance and servicing, ranging from a simple fix to a broken Hole Puncher to a Fax Machine which may need repairing. 

Over the next five years HMRC will be working to rationalise its estate moving from 170 offices to 13 newly built Regional Centres, therefore the need for these services is likely to diminish over that period until all the Regional Centres are fully functioning when the need for the service will end completely.



	3.
	Specification of Requirements


	B3 Times of Service Provision

B3.1 The Contractor will routinely be required to provide the service at the Client’s site between the hours of 9:00 to17:00 Monday to Friday (excluding Bank Holidays), this will be subject to confirmation as part of the Service Request process.

B4 Ordering Process

B4.1 As a written record of machine repair requests, an agreed standard repair request ordering template must be completed by either: 

· The Customer Services Desk, for service requests made by telephone; or

· The User, for service requests made by fax or e-mail.

Once completed both parties must keep a record of the repair request as means of resolving any dispute about the type of repair requested. An example of a ‘Request for Repair’ template is provided at Appendix A of this Schedule. 

B4.2 The charging structure for repairs agreed between the parties is detailed in Schedule J
B5 Volumes
B5.1 The Client guarantees no level of work volumes to the Contractor in respect of use of this framework.

B5.2 To assist the Contractor with resource allocation planning, the number of individual repair requests made by HMRC in a single 12 month period from the 1st April 2017 to 31st March 2018, are contained in the following table.

Name of Machine

Number of repairs made from 2017 to 2018

HSM Securio B34 Shredder

16

Ideal 3800 Crosscut Shredder

1

Gordian 55/0L Strapping M/C x2

1

Brother 8360P Fax Machine

3

Rexel 1250

1

HSM Securio B32 Shredder

4

Sanyo Multimedia Pro Xprojector

1

HSM Securio B32 Shredder

4

Total 6060

1

HSM 225.2 Shredder

1

Samsung SF830 Fax

1

HSM Securio B35

1

Intimus 130 CPS Shredder

1

Intimus 602 Shredder

1

Intimus 500

1

Intimus 424 SE Shredder

1

Rexel 1150 Shredder

1

Rexel 1400 Shredder

1

Total Number of Repairs

41

B6
Procurement Timeline

The procurement timeline is as follows:
Commercial/Technical Evaluation

by 13/04/2018 
Award contract

by 13/04/2018
Contract commence

by  01/05/2018
3.10
Contract length
3.10.1
The initial contract length will be for 2 year with the option to extend for a further 1 year.


	4.
	Tender Responses

	Weighting Requirements

The high level criteria that will be used for this procurement are as follows:
· Quality – Overall score of 50%

(Sub-criteria – 
- Technical Merit 40%

-Management Activity – 2.5%

-Social, Environmental & Innovative Characteristics – 2.5%
-Schedule H Security – 5%)



· Cost  –  50%

Scoring

· Scoring will be kept within bands and scores allocated for each question in line with scoring scheme contained in the following table.    

Score

‘Closed’ Question Criteria

‘Open’ Question Criteria

100

Excellent answer which meets all of the requirements and provides all of the required detail.

The response is excellent and completely relevant. The response is comprehensive, unambiguous and demonstrates an excellent understanding of, and meets, the requirements in all aspects, with no clarification required. The response is well thought out and/or provides

· highly credible examples;

· benefits; or 

· innovation.  

80

Good answer which meets all of the requirements but lacks some minor detail 

The response is good and highly relevant. The response indicates a good understanding of the requirements and provides sufficient detail across all areas. The response demonstrates how the requirements will be met in the main, which may require minor clarification only. 

60

Satisfactory answer, which meets the requirements in many aspects, but fails to provide sufficient detail in some areas.

The response is satisfactory and relevant. The response indicates a satisfactory understanding of the requirements in most aspects, although may lack detail in certain areas. The response suggests that the outline requirements would be met satisfactorily but may some clarification may be required.

40

Limited answer which satisfies some aspects of the requirements, but fails to meet the specification in the whole.

The response is limited and partially relevant.  The response indicates partial understanding of the requirement. The response contains ambiguities or deficiencies, which suggests that the requirements could be met, but clarification would be required. 

20

Poor answer which significantly fails to meet the requirements.

The response is poor and only partially relevant. The response addresses some aspects of the requirements but contains insufficient/limited detail or explanation. The response demonstrates only limited understanding of the requirement. The response contains ambiguities or deficiencies which suggest the requirements would not be met. 

0

The response is not considered relevant. The response is unconvincing, flawed or otherwise unacceptable. Response fails to demonstrate an understanding of the requirement. 



	
	Proposed Start Date:
	
	Proposed End Date:

	01/05/2018
	30/04/2020

	
	Primary Location:


	
	Number of positions:

If appropriate

	Clients Premises 
	N/A


	5.
	Documents required in response to this Request for Quote

	As part of the E-Sourcing event suppliers are required to answer all of the questions contained within the questionnaires.

Tender or ITT responses should be submitted electronically using the Client’s eSourcing tool.  Accessibility needs, which cover a range of disabilities, should be highlighted to the Client at the earliest opportunity if it felt that they may hinder the Tenders’ ability to provide a response.




	6.
	Further information


	Questions and Clarifications

Please send any clarification questions you have on this Request for Quote via the SAP Ariba system using the ‘Compose Message’ field. In order to provide you a comprehensive answer to your questions, HMRC request that all clarification questions are received by 31/08/2017
SAP Ariba – HMRC’s Procurement Portal

To obtain access to the e sourcing portal you must complete an application form. The details can be found within the guidance: SAP Ariba Suppliers Guide (below).  



Responses may be submitted at any time before the deadline.
Documents, together with any requested attachments, should be submitted in a single WinZip-compatible file (identified with the potential provider’s name). If the WinZip-compatible file exceeds 20MB the enclosed documents should be divided across a number of files such that each file is less than 20MB.
Instructions and guidance for completion of the on-line element are available from the help menus within the supplier’s area of the portal.

If any part of your submission is incomplete, it may not be marked, and you could be excluded from the competition.

In your response to the requirements, please do not:

· reference your answers from one response to another, even where there is commonality;

· submit additional documentation with your response except where specifically requested;

· include publicity material of any kind, e.g. brochures and web references; or

· contain any inserted, pasted or embedded; pictures or documents (e.g. image files, Adobe Acrobat documents or other Word documents).

Any additional items where requested should be provided as separate files using the format specified e.g. MS Word, MS Excel, MS PowerPoint, Adobe Acrobat or jpeg formats; no other formats should be used.

Where a supplier exceeds the permitted number of attachments and/or any maximum word limits, HMRC may disregard any information provided which is over and above the permitted limit.

These instructions are designed to ensure that all suppliers are given equal treatment.  It is important therefore that you provide all the information asked for in the format and order specified.
Expenses

Travel to and from the Base Location must be included within your commercial response and will not be reimbursed separately by HMRC. Expenses are payable where travel to other locations is required as part of the assignment forming part of this agreement.  Where an overnight stay is required HMRC will pay for actual bed and breakfast costs within the current maximum limits.  Any other subsistence or incidental expenses are not payable.  Receipts must be provided. All other expenses will be payable at the discretion of HMRC. The Service Provider shall not incur any such expenses without the prior approval of the HMRC Work Manager. Any expense incurred by the Service Provider without prior approval shall not be reimbursed.


	6.1
	Framework / Contract requirement is being requested under, and category where appropriate.

	Not applicable



	7.
	HMRC minimum requirements

	7.1
As a result of government policy to achieve greater transparency in public procurement and help deliver improved value for money, HMRC is obliged to publish tender documents for all contracts with a whole life value of over £10,000.  There is a further obligation to publish all contracts with a whole life value of over £10,000 with effect from January 2011.  It is a condition of bidding for this work that applicants accept these obligations and agree to the subsequent publication of the contract once awarded.

7.2
If this Request For Quote is being issued under the Terms and Conditions of a non-HMRC contract then the following shall also apply:

i. The Contractor shall at all times comply with the Value Added Tax Act 1994 and all other statutes relating to direct or indirect taxes.

ii. Failure to comply may constitute a material breach of this Contract and the Client may exercise the rights and provisions conferred by the Condition of Termination in the relevant contract.

iii. The Contractor shall furnish to the Client the name, and if applicable, the Value Added Tax registration number, PAYE collection number and either the Corporation Tax or Self Assessment reference of any agent, supplier or sub-contractor of the Contractor prior to the commencement of any work under this Contract by that agent, supplier or sub-contractor.  Upon a request by the Client, the Contractor shall not employ or will cease to employ any agent, supplier or sub-contractor.

7.3
i) 
Any contractor providing consultancy services or contingent labour services to the 
Client shall ensure that all personnel (employees, sub-contractors, associates etc) 
providing services have been checked in accordance with the HMG Baseline 
Personnel 
Security Standards (BPSS).  The successful Contractor will be asked to 
provide 
further assurance at the ‘point of supply’ via the contract documentation.  


ii)
Where additional personnel are provided or personnel are replaced during the
contract 
the Contractor will assure that the relevant checks are in place for the 
additional/replacement personnel.     

By submitting a response to this Request For Quote the Client will deem that you accept the above HMRC minimum requirements. 


	All queries in relation to this Request for Quote should be directed to the HMRC contact detailed in 1. above.  Commercial Directorate co-ordinate all queries in order to ensure equity of treatment of all potential Contractors.  Therefore, the business areas must not be contacted directly unless indicated in this Request for Quote.
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