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INVITATION TO TENDER  
&

STATEMENT OF REQUIREMENT
External Affairs communications database
CPV Code: 
· 48500000 - Communication and multimedia software package 

· 48600000 - Database and operating software package
· 72320000 - Database services
Tender Reference: ORR/CT/15-28
Use of the name, the Office of Rail and Road, reflects the new roads functions conferred on the Office by the Infrastructure Act 2015. Until this name change is confirmed by legislation, the Office of Rail Regulation will continue to be used in all documents, decisions and matters having legal effects or consequences.

Purpose of document
The purpose of this document is to invite proposals for an External Affairs Communications Database for the Office of Rail and Road (ORR).
This document contains the following sections:

1. 
Introduction to the Office of Rail and Road

2.  
Statement of Requirement

3.
Tender Proposal & Evaluation Criteria

4.
Procurement Procedures
1. Introduction to the Office of Rail and Road (ORR)
The Office of Rail and Road is the independent safety and economic regulator of Britain’s railways we now also hold Highways England to account for its day-to-day efficiency and performance, running the strategic road network, and for delivering the five year road investment strategy set by the Department for Transport (DfT). 

ORR currently employs approximately 300 personnel and operates from 6 locations nationwide. The majority of personnel are located at ORR’s headquarters, One Kemble Street, London.

Our strategic objectives

1. Drive for a safer railway:
Enforce the law and ensure that the industry delivers continuous improvement in the health and safety of passengers, the workforce and public, by achieving excellence in health and safety culture, management and risk control. 
2. Support a better service for customers:
Use our powers to hold the industry to account for performance and standards of service across the railway network, for passengers and freight. Promote on-going improvement in the experience of passengers by encouraging the industry to work together, including to provide greater transparency of information. 
3. Secure value for money from the railway, for users and funders:
Strengthen incentives for the whole industry to work together to drive greater efficiency from the use and maintenance of existing railway capacity, and more cost-effective investment in the network. 
4. Promote an increasingly dynamic and commercially sustainable sector:
Support sustainable economic growth by promoting innovation and efficient long-term investment across the rail industry through the appropriate development of effective markets and regulatory intervention. 
5. Secure improved performance and value for money from the strategic road network: 
Secure improved performance, including efficiency, safety and sustainability, from the strategic road network, for the benefit of road users and the public, through proportionate, risk-based monitoring, increased transparency, enforcement and robust advice on future performance requirements.
6. Be a high-performing regulator:
Develop and apply proportionate and risk-based regulation, taking a whole sector approach. Make more effective use of our resources across safety and economic functions, maximise the value of our regulation while minimising the costs of compliance for the industry. 

Supplying ORR

The ORR procurement unit is responsible for purchasing the goods and services necessary for ORR to achieve its role as the economic and health & safety regulator of the rail industry.

The ORR Procurement unit subscribes to the following values:

· to provide a modern, efficient, transparent and responsible procurement service; 

· to achieve value for money by balancing quality and cost; 

· to ensure contracts are managed effectively and outputs are delivered; 

· to ensure that processes have regard for equality and diversity; and 

· to ensure that procurement is undertaken with regard to Law and best practice.

For further information on ORR please visit our website: www.orr.gov.uk
Small and Medium Enterprises 
ORR considers that this contract may be suitable for economic operators that are small or medium enterprises (SMEs) and voluntary organisations. However, any selection of tenderers will be based on the criteria set out for the procurement, and the contract will be awarded on the basis of the most economically advantageous tender.
Small and Medium Enterprises and Voluntary Organisations:
	Enterprise Category
	Headcount
	Turnover 
	or
	Balance Sheet Total

	Micro
	<10
	≤ € 2 million
	≤ € 2 million

	
	
	
	

	Small
	<50
	≤ € 10 million
	≤ € 10 million

	
	
	
	

	Medium
	<250
	≤ € 50 million
	≤ € 43 million

	
	
	
	

	Large
	>251
	> € 50 million
	> € 43 million


Please ensure that you indicate how your organisation is categorised on the Form of Tender document which should be submitted along with your proposal.

2. Statement of Requirement
	2.1 Background to the project

	The Office of Rail and Road (ORR) is the independent regulator for Britain's rail industry.

We are the economic regulator for railway infrastructure (Network Rail and High Speed 1); the health and safety regulator for the rail industry as a whole – including mainline, metro, tramways and heritage railways across Britain; and the industry's consumer and competition authority.

From 1 April 2015 we also have responsibility as the Highways Monitor, the independent monitor of Highways England  who look after the strategic road network e.g. motorways and most A roads.

The External Affairs (EA) Directorate is the communications arm for ORR and made up of a number of teams:

•
Customer Correspondence;

•
Internal Communications;

•
Media;

•
Parliamentary and stakeholder relations; and

•
Web.

 

	2.2 Project Objectives & Scope

	ORR is seeking to procure a system to record, manage and evaluate all external
engagement across its media stakeholder, Parliamentary and customer 

correspondence teams.  The resultant contract will be for up to 36 months with the 

option to extend for a further 12 months.
Customer Correspondence

The Customer Correspondence Team (CCT) key responsibilities are:

· Handling general enquiries and complaints;

· Freedom of Information (FoI) and Environmental Information Regulation (EIR) requests; and 

· Planning applications.

On average CCT receives per annum 1600 general enquiries, 200 FoIs and 700 items of correspondence concerning planning. The database must be capable of monitoring performance targets set for each team, CCT targets are:

· 95% of all general enquiries and complaints cleared within 20 working days of receipt;

· 90% of all FoI requests cleared within 20 working days of receipt; and

· Planning correspondence cleared within the designated deadline (this can vary from 20 days to three months).

Media

Our Media team is responsible for handling enquiries from journalists, producing press releases, news by email, social media, organising press briefings and interviews, and agreeing lines to take on key ORR public statements.

In 2014/15 we handled:

· 400 media enquiries;

· Published 19 press notices;

· Issued 28 news by emails; and 

· Organised 100 press briefings and interviews.

Transport issues in particular rail and road issues attract high media interest, both locally and nationally; for example a serious rail accident, investment plans, delays to rail services/road users etc. 

The database must be able to capture the following Key data as a minimum:    
· Name of journalist;
· Media outlet; 
· Contact details (phone, email and twitter handle);
· Deadline;
· When the story will be printed/broadcast;
· Details of request/angle of story; and  
· Details of any interview bids.
Every morning the media team receives press cuttings of rail and road stories covered by national, regional and trade press. The cuttings are used to develop an email highlighting the most important and relevant stories to ORR. This is circulated to all ORR staff, to keep the organisation up to date on what is happening within industry and how this is being reported in the press. 

The cuttings also allow the media team to pre-empt how a story may effect ORR, such as if a reactive line or statement is likely to be required, or, monitor how a proactive ORR publication is being covered in the press – such as positive/negative coverage and what can be done to manage this. 

ORR also maintains a list of journalist contacts. 

Social Media

As part of our communications strategy we launched two Twitter accounts for ORR – one for rail and one for highways. The accounts help drive traffic back to ORR’s website and the organisation’s research, consultation, publications and statements. Twitter provides a channel through which, for example, we can engage directly with the public, helping to raise and broaden ORR’s profile.

The ORR Twitter accounts are owned and handled by the media team, and all tweets (currently over 200 tweets a year) must be agreed and signed-off by the Head of Media Relations. 


ORR on LinkedIn 

ORR doesn’t have an individual profile on LinkedIn but exists as a company page with subsidiary pages – known as showcase pages – which are categorised by safety, transparency, value for money and passenger interests.  

A company page allows LinkedIn members to learn more about a company they are interested in.

For ORR, the company page provides us the opportunity to:

· Tell our story – the work we are doing, promote our data and our vision;

· Engage with followers by asking for their comments on our consultations or pose a question on an aspect of our work;

· Provide thought leadership on key aspects of our industry

· Share career opportunities; and

· Drive word of mouth campaigns about particular ORR initiatives.

In your proposal you should set out clearly the scope for the system to be integrated with other sources of information, such as media coverage and other databases e.g. Gorkana as well as social media channels – LinkedIn, Twitter etc.

Parliamentary and Stakeholder relations

The key function of the Parliamentary and Stakeholder team is to maintain effective relationships with our stakeholders to ensure our credibility as an effective independent regulator for rail and monitor for roads. This includes planning communication strategies and aligning key messages, making sure that the right people from ORR are meeting the right people out in industry and that what is being discussed is in line with our corporate messaging. 

The team deal with a wide range of stakeholders on a regular basis including:

· Transport Ministers;

· Shadow Ministers;

· Department for Transport officials;

· Network Rail;

· Rail Delivery Group;

· Train and Freight Operating Companies;

· Trade Unions;

· MPs;

· Transport Select Committee;

· Parliamentary 
Advisory Committee on Transport (PACTs);

· Rail Accident Investigation Branch (RAIB); and

· Rail Safety and Standards Board (RSSB). 
In managing these key relationships, the team engage with stakeholders through various events e.g. forums, conferences, holding roundtable discussions, exhibitions

As a non-ministerial government department, ORR is accountable to Parliament. Parliamentary Questions (PQs) are a key means in which this accountability is delivered.

The DfT is ORR’s sponsoring department. MPs and peers therefore ask questions to the Secretary of State for Transport and when they deem that information from ORR is required to provide information to help a response, officials will contact ORR and the process highlighted in the flow chart below will be started.

PQs are usually received at short notice and require a quick turnaround, in some cases the same day of receipt. The number of PQs we receive is low compared with other Government bodies, usually 20 per year. Details are published in Hansard.

We would like to explore the possibility of how the proposed  database solution would link to other key Parliamentary information currently used e.g. Parliament website and list of current MPs and Lords, Dods etc.

This flow chart demonstrates the process for answering parliamentary questions;
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A further route of accountability to Parliament is through written enquiries from Members of Parliament and peers. Correspondence will often be more detailed than a PQ and often prompted by a constituent who has raised a specific concern with an MP and asked them as their representative.
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Case example 

On 27 December last year, engineering work being carried out by Network Rail overran affecting services in and out of two major stations – London Paddington and Kings Cross, There was severe disruption, overcrowding, passengers left stranded and the rail companies involved failed initially to keep passengers informed on the measures they were introducing to alleviate the problem.

This resulted in ORR receiving:

· Complaints from disgruntled passengers caught up in the disruption;

· A large volume of Twitter traffic on the subject;

· Large volume of media enquiries (the disruption was the main news item on the news channels);

· PQs and correspondence from MPs, London Assembly Members; and

· Requests for urgent briefings from Transport Ministers.

In response to the incident, ORR launched an investigation and published a report. All EA teams including internal comms and web were involved in handling our response to the incident. 

If a similar event were to occur in the future, all the information should be readily available and easily accessible in the EA database,  



	2.3 Database Functionality

	In addition to the functionality set out in 2.2 above, the EA database should be able to carry out the following standard functions:

· Single keying of data;

· Transfer of information from applications to the database e.g. cut/paste data from Word/Excel/email etc; 
· Allow all users to access and input data at the same time;

· Allow documents to be attached to the relevant case record and hyperlinks to documents held on other websites;

· Track each stage of a particular case/correspondence/enquiry and provide a status report;

· Produce standard outputs;

· Overarching search function;

· Security of data; 

· Input of a range of targets, KPIs;

· Create tailored dashboards for each team with cross over/links if required;

· Allow for development and update of data sets;

· Campaign planning tools; and 

· Store documents electronically.
· Provide alerts 
· Provide standard and bespoke management information/reports
· Compatible with ORR’s operating system - Windows. Currently ORR sits on the GSI network, migrating to the PSN in September 2015.



	2.4 Project Timescales

	The provisional project timetable is as follows:

· Start up meeting and commencement meeting estimated by the end of September 
· Weekly updates on progress and any issues

Extension option: 

Subject to mutual agreement between the two parties the contract let as a result of this tender may be extended for the provision of similar or complimentary goods or services, up to 12 month(s) and £12,000 excluding VAT. 
 

	2.5 Budget

	The maximum budget for this piece of work, excluding any possible extension is £30,000 (inc. of expenses, exc. of VAT). 

	2.6 Further project related information for bidders

	Transparency requirements

Please note ORR is required to ensure that any new ‘open’ procurement opportunity above £10,000 (excluding VAT) is published on Contracts Finder, unless the ORR is satisfied it is lawful not to. Once a contract has been awarded as a result of a procurement process, ORR is required to publish details of who won the contract, the contract value and indicate whether the winning supplier is a SME or voluntary sector organisation. 
Confidentiality

All consultants working on the project may be required to sign a confidentiality agreement and abide by the Cabinet Office’s protective marking guidelines, which ORR uses to protectively mark a proportion of its information.  In addition, the consultant may be required to sign additional confidentiality agreements as required by stakeholders.

Sub-Contractors

.  Contractors may use sub-contractors subject to the following:

· That the Contractor assumes unconditional responsibility for the overall work and its quality;

· That individual sub-contractors are clearly identified, with fee rates and grades made explicit to the same level of detail as for the members of the lead consulting team. 

Internal relationships between the Contractor and its sub-contractors shall be the entire responsibility of the Contractor.  Failure to meet deadlines or to deliver work packages by a subcontractor will be attributed by ORR entirely to the Contractor.




3. Tender Response & Evaluation criteria

	3.1 The Tender Response

	The proposals for this project should include an outline of how your software and associated support will meet the requirement outlined in section (ii) “Statement of Requirement”. The following information should be included:  
a) Understanding of customer's requirements 
· Demonstrate an understanding of the requirement and overall aims of the project. 

b) Approach to customer's requirements
· Provide an explanation of the proposed approach  and any methodologies bidders will work to;
· Details of your assumptions and/or constraints/dependencies made in relation to the project 

· What support bidders will require from ORR; 
c)  Case Studies
· Please provide up to two case studies where a similar requirement has been met by your proposed software   
d) Pricing- Software costs, set up and training costs, a fixed annual licence fee for the software, support and maintenance costs, a breakdown of professional service day rates provided  
e) Terms and Conditions
Please provide your terms and conditions 



	3.2 Evaluation Criteria

	Tenders will be assessed for compliance with procurement and contractual requirements which will include:

· Completeness of the tender information
· Completed Declaration - Please submit the Form of Tender and Disclaimer certificate along with your proposal
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· Tender submitted in accordance with the conditions and instructions for tendering

· Tender submitted by the closing date and time

· Suitability of your Terms and Conditions.  Please note if ORR, in its sole discretion is of the opinion that the proposed terms and conditions do not adequately safeguard its contractual position the tender will be deemed non-compliant and will not be evaluated further.
Tenders that are not compliant may be disqualified from the process.  We reserve the right to clarify any issues regarding a Bidder’s compliance. It will be at ORR's sole discretion whether to include the relevant Bidder’s response in the next stage of the process. 

The contract will be awarded to the Bidder(s) submitting the ‘most economically advantageous tender’. Tenders will be evaluated according to weighted criteria as follows: 

Methodology (25%)
The proposal should set out the methodology by which the project requirement will be initiated, delivered and concluded.  In particular, it must:

a) 
Explain the methodology and delivery mechanisms to ensure that the requirements of this specification are met in terms of quality;

b) 
Explain how your organisation will work in partnership with ORR’s project manager to ensure that the requirement is met

c) Outline how the proposed approach utilises innovative methodologies 
Delivery (10%)

The proposal should set out how and when the project requirement will be delivered.  In particular, it must:

a)  Explain how this work will be delivered to timescale and how milestones will be met, detailing the resources that will be allocated to each stage; 

b)  Demonstrate an understanding of the risks, and project dependencies and explain how they would be mitigated to ensure project delivery; 

Experience (20%)

The proposal should set out any experience relevant to the project requirement.  In particular, it must:
b) Highlight relevant experience for this project, submitting up two examples where a similar requirement has been met by your proposed software.

Cost / Value for money (40%)
Please provide pricing options and a breakdown of 

· Software costs
· Set up and training costs
· a fixed annual licence fee for the software
· Support and maintenance costs
· A breakdown of professional service day rates provided  
Marking Scheme

Score 0 

Unanswered or totally inadequate response to the requirement. Complete failure to grasp/reflect the core issues

1

Minimal or poor response to meeting the requirementLimited understanding, misses some aspects

3

Good understanding and interpretation of requirements, providing clear evidence of how the criterion has been met

5

Excellent response fully addressing the requirement and providing significant additional evidence of how the criterion has been met and how value would be added




4. Procurement procedures 
Tendering Timetable
The timescales for the procurement process are as follows:
	Element
	Timescale

	Invitation to tender issued
	01/09/2015

	Deadline for the submission of clarification questions
	09/09/2012, 3pm

	Deadline for submission of proposals
	15/09/2015, 3pm

	Shortlisted suppliers notified**
	18/09/2015

	Interviews and presentations*
	22/09/2015

	Award contract**
	24/09/2015

	Project Inception Meeting
	28/09/2015


*Please ensure that the Project Manager and other key consultants who will be delivering this work are available to give presentations on the interview date 
**Estimate
Tendering Instructions and Guidance

Amendments to ITT document

Any advice of a modification to the Invitation to Tender will be issued as soon as possible before the Tender submission date and shall be issued as an addendum to, and shall be deemed to constitute part of, the Invitation to Tender. If necessary, ORR shall revise the Tender Date in order to comply with this requirement. 
Clarifications & Queries
Please note that, for audit purposes, any query in connection with the tender should be submitted via the ORR eTendering portal. The response, as well as the nature of the query, will be notified to all suppliers without disclosing the name of the Supplier who initiated the query. 

Submission Process
Tenders must be uploaded to the ORR eTendering portal no later than the submission date and time shown above. Tenders uploaded after the closing date and time may not be accepted. Bidders have the facility to upload later versions of tenders until the closing date/time. 
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An evaluation team will evaluate all tenders correctly submitted against the stated evaluation criteria. 

By issuing this Invitation to Tender ORR does not undertake to accept the lowest tender, or part or all of any tender. No part of the tender submitted will be returned to the supplier 
Cost & Pricing Information
Tender costs remain the responsibility of those tendering. This includes any costs or expenses incurred by the supplier in connection with the preparation or delivery or in the evaluation of the tender. All details of the tender, including prices and rates, are to remain valid for acceptance for a period of 90 days from the tender closing date.

Tender prices must be in Sterling.

Once the contract has been awarded, any additional costs incurred which are not reflected in the tender submission will not be accepted for payment.
References

References provided as part of the tender may be approached during the tender stage

Contractual Information

Following the evaluation of submitted tenders, in accordance with the evaluation criteria stated in this document, a contractor may be selected to perform the services and subsequently issued with an order. 
Any contract awarded, as a result of this procurement will be placed with a prime contractor who will take full contractual responsibility for the performance of all obligations under the contract. Any sub-contractors you intend to use to fulfil any aspect of the services must be identified in the tender along with details of their relationship, responsibilities and proposed management arrangements. 

Any services arising from this ITT will be carried out pursuant to the contract which comprises of: 

· Service Schedules;

· this Invite to Tender & Statement of Requirement document; and 

· the chosen suppliers successful tender.
· The chosen suppliers Terms and Conditions
Freedom of Information Act 2000 

As a public authority, ORR is subject to the provisions of the Freedom of Information Act 2000.  All information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  ORR may also decide to include certain information in the publication scheme which it maintains under the Act. If a bidder considers that any of the information included in its proposal is commercially sensitive, it should 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.  Bidders should be aware that even where they have indicated that information is commercially sensitive, ORR may be required to disclose it under the Act if a request is received.  Bidders should also note that the receipt of any material marked “confidential” or equivalent by the public authority should not be taken to mean that the public authority accepts any duty of confidence by virtue of that marking.   If a request is received ORR may also be required to disclose details of unsuccessful bids.  

Please use the following matrix: to list such information:
	Para. No.
	Description
	Applicable exemption under FOIA 2000
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Form of Tender






    ORR/CT/15-28

To:



Zohaib Bhutta

Office of Rail Regulation


One Kemble Street


London, WC2B 4AN

Dear Sir

External Affairs Communications Database

Having examined the Invitation to Tender we, the undersigned, hereby offer to provide the deliverables in accordance with the Invitation to Tender for the fee(s) set out in our proposal, exclusive of Value Added and any other applicable tax


We certify that this is a bona fide tender that we have not communicated to any person other than Office of Rail Regulation the amount or approximate amount of the tender price and that such price has not been fixed or adjusted by arrangement or in collusion with any third party.  We also undertake that we will not make any such communication or enter into any collusive arrangement with any third party whether in relation to this tender or a tender submitted or to be submitted by such third party.


Unless and until a formal agreement is prepared and executed, this tender, together with your written acceptance thereof, shall not constitute a binding contract between us.


We understand that Office of Rail Regulation reserves the right not to accept the lowest or any tender that may be received.

We certify that neither  the organisation, its directors or any person who has powers of representation, decision or control of the  organisation  has been convicted of any offence listed in Regulations 23 (1) and 23 (4) (d) or undertaken any activity listed in Regulation 23 (4) (b), (c), (f), (g), (h) (i) of the Public Contracts Regulations 2006.

We agree to keep the contents of the Invitation to Tender confidential.


The tender shall be open for acceptance for 90 days from the date of its submission.


The enterprise is categorised as Micro, Small, Medium, Large or Voluntary. (delete as appropriate)

Yours faithfully


Signed______________________________       Name_____________________________

For and on behalf of_______________________________

Company Number (if applicable)_____________________


Registered Address_______________________________


_______________________________________________


_______________________________________________


Date_______________
Tel No__________________

1513452
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Supplier Guidance Notes 


How to register details on ORR eTendering portal & express interest in a project


 

1. Register your company on the Office of Rail Regulation portal (this is only required once)

     - 
Browse to the eTender Portal: www.rail-reg.bravosolution.co.uk


     - 
Click the “Click here to register” link.

     - 
Accept the terms and conditions and click “continue”.

     - 
Enter your correct business and user details. We advise that wherever possible you register a team email address (e.g. frameworks@xyz.co.uk) rather than an individual’s email address – this ensures that any messages and notifications can still be accessed and picked by a colleague in the event that an individual is out of the office or leaves the organisation.

     - 
Note your chosen username and click “Save” when complete.

     - 
You will receive an email from BravoSolutions with your unique password (please keep this secure).

2. Responding to the tender


· When you have received your unique password re-enter the Portal and click on the name of the tender you wish to respond to and upload your proposal.

If you require any further assistance use the online help, or the BravoSolution help desk is available Mon – Fri (8am – 6pm) on:

- eMail:   help@bravosolution.co.uk

- Phone: 0800 368 4850/ Fax: 020 7080 0480

434774
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Disclaimer







ORR/CT/15-28

I the undersigned, on behalf of ……………..[insert name of Bidder], accept that:


· ORR has prepared this ITT in good faith.  However, ORR, its agents and its servants do not warrant its accuracy, completeness or relevance, nor that it has been independently verified. To the extent that ORR is permitted by law, it excludes any liability (whether in contract, negligence or otherwise), for any incorrect or misleading information contained in this ITT, or any inadequacies, inaccuracies or incompleteness of the ITT, and makes no representations or warranty, express or implied, with respect to the information contained in the ITT documents or on which such documents are based or with respect to any written or oral information made or to be made available to an interested Bidder or its professional advisors and any liability therefore is excluded.   This ITT is a request for a proposal and not an offer document; answers to it must not be construed as acceptance of an offer or imply the existence of a contract between the parties.


· Nothing in the ITT documents or provided subsequently has been relied on as a promise or representation as to the future. ORR reserves the right, without prior notice, to supplement or amend any of the terms of this ITT or the draft Terms and Conditions of Contract attached, or any of the documents contained or referred to therein, or to terminate discussions and the delivery of information at any time during the tender process.  Some of the provisions of the draft Conditions of contract have been left undrafted or drafted in outline only.  Definitive drafting of most of these will follow in due course after discussions have been held with Bidders.


· In no circumstance will ORR, their agents or servants be liable for any bid costs incurred by the Bidder in responding to the ITT.


· ORR reserves the right to amend any part of the documentation supplied and/or amend the process at any time.

· ORR reserves the right to challenge the validity of any costs.

Signed__________________________________________


Name___________________________________________


Date___________________________________________

338093




