[image: image1.png]|
epoo
AV‘. Knowledg



MoD Managed Learning Services                                   Application Form and Scoping Document


1 Introduction
As part of Knowledgepool’s continuous improvement process and in reaction to customer feedback, the Managed Learning Services application process for the MoD has been amended. This document encapsulates and replaces the previous Application Form, Sourcing Commissioning Document (also known as the Scoping Document) and the Tier Waiver Forms. By merging these three separate documents into this one document, it is anticipated to reduce initial e-mail correspondence for busy customers; negate the necessity for waiver forms (when Tier 2 only is selected) and the additional administration this causes for customers; enable procurement to advertise the customer requirement in a more timely fashion (assuming the customer has provided sufficient detail in the specification section) and remove the customer perception of nugatory and repetitive input to different documents.  

This Application Form and Scoping Document is supported by the Framework Agreement for the provision of Managed Learning Services dated 4 July 2017 and the Call-off Agreement commencing 30 August 2017; all additional Knowledgepool Services are subject to the approval of Statements of Work based on the final agreed content of this document.
In order to realise these benefits, customers are required to complete Sections 1 to 5 of this document in collaboration with the MoD Client Partner. This document consists of the following sections:

	Section
	Completed by
	Contains
	Notes

	1
	Customer
	All key information required for contracting
	

	2
	Customer
	Requirements and specification in order for procurement to promulgate to supplier(s)
	

	3
	Customer
	Questions the customer wishes to ask potential bidders and selection criteria
	

	4
	Customer
	Pricing Schedule
	

	5
	Customer 
	Waiver Forms
	Only required if Tier 3 and/or 4 not selected

	6
	Client Partner
	Key Commercial Details
	


Customers should engage with their Commercial Officers and Client Partner to collaboratively complete Sections 1 to 5 before submitting to People-CivHR-HRSkills@mod.gov.uk. Submission by 1200 on Friday will result in the application being considered at the MoD Panel on the following Wednesday. 

If approved by the Panel, the Client Partner will complete Section 6 and review sections 1 to 5. The completed form will be returned to the Customer for confirmation and agreement of the key commercial details in section 6 in addition to any questions / amplifying information required on reviewing Sections 1 to 5. 
Once the Customer has confirmed Section 6 details and answered any amplifying questions, the form is returned to the Client Partner who will then progress onto Procurement for action required as necessary dependant on the Route to Market (Preferred, Single Source or Open Competition). 
KEY:
Green highlighted content is the minimum required for Request For Quotation (RFQ)
All content is required for Request for Proposal (RFP)
N.B. The RFQ requirement highlighted is a minimum requirement. Client Partners and other users of the document should consider the full context of the guidance provided and apply judgement in supplying any additional information that will help Bidders’ respond accurately to the requirement.
1.1. Purpose of document 
The purpose of the Application and Sourcing Commissioning Document is to collate all of the information required to run an effective RFQ/RFP to source the best value for money 3rd party supplier to fulfil the requirement. 
As most requirements are RFQs we will recommend that your starting point should always be on that basis and that you avoid considering an RFP until the Knowlegepool Client Partner has reviewed the specification and consulted with you. If in doubt, submit as RFQ and the Knowledgepool Supplier Management team will recommend the most suitable route to market.

The above not withstanding, the final decision on whether a specification will be a RFP or RFQ sits ultimately with Knowledgepool Procurement. 

The completed document should be submitted to People-CivHR-HRSkills@mod.gov.uk by 1200 on Friday for consideration at the following Wednesday’s MoD Panel.
MYTH - RFP is better than RFQ.

1.2. Key Commercial Information
Please complete the key information in the table below. 
NOTE: All project officers should complete a Cyber Risk Assessment for their requirement prior to submitting this form. The Cyber Security Risk Assessment Reference (RAR) will be needed. If you have any questions for this element, please consult with your Commercial POC.
Key Information
	Requirement Title:
	Commanding Officers’ Coaching Programme

	Name of applying organisation:
	General Staff Centre

	Name of Sub-Dept:
	
	UIN:
	A5354T

	Requirement type 
Note: Is this for civilians, military or both?     
(delete as necessary)
	Civilians: Y / N
	Military: Y / N 
	Mixed: Y / N 

	Knowledgepool Ref / Gateway Number 
	 (completed by Client Partner)

	Client Specific Reference Number (e.g LD1/ Contract Req):
	Contract Requisition No: 60896151
	Total Value: 
£787,096 over 3 years

	Does the Total Value include Knowledgepool Service Fee?
	Y
	Does the Total Value  include VAT?
	N

	If there is a ‘Target Price’, what is it? 
	N/A

	Cyber Security RAR
	LOW (RAR-64DD8V4V)

	Gateway Complexity Number (1 – 5)
	Completed by KP Procurement 

	Prior Information Notification (PIN)
	N/A 

	List of Tiers and Additional Services that have been selected along with Tier 2 - Sourcing
	N/A

	Client Partner (Knowledgepool) 
	Name:
	Mark Lester / James Anderson 

	
	Telephone:
	07557 676958 / 07702 968294

	
	Email:
	Defence.account@knowledgepool.com 

	Stakeholder           (Customer contact)
	Name:
	Lt Col Erica Bridge

	
	Telephone:
	01276 412777/07887 630418

	
	Email:
	Erica.bridge290@mod.gov.uk

	Alternative Stakeholder (Customer contact) 
	Name:
	

	
	Telephone:
	

	
	Email:
	

	Commercial Officer
	Name:
	Tinashe Tsuma

	
	Telephone:
	01264

	
	Email:
	Tinashe.Tsuma100@mod.gov.uk

	Finance Officer 
	Name:
	Helen Smith

	
	Telephone:
	01276 412936

	
	Email:
	Helen.smith465@mod.gov.uk


1.3. Timetable and Term of Service
Key RFx Milestone dates should be proposed by the customer in the table below. It should be noted that if proposed dates are not achievable, due to commercial requirements, the dates will be amended by Knowledgepool Supplier Management. Should this occur, the Customer will be advised accordingly. 
Indicative timelines, from Supplier Management accepting the requirement to contract award are:

· 6 – 9 weeks
Preferred Bidder
· 6 – 9 weeks
Single Source



· 12 – 14 weeks
Open Market Competition 

These timelines are caveated by the following assumptions:

· The requirement will not change during the procurement process

· All stakeholders involved in the procurement process adhere to timelines

· There will be no protracted caveats discussion between Suppliers and MoD, which is outside of Knowledgepool’s area of influence
· There will be no other delays that are outside of Knowledgepool’s area of influence 

	User Guidance notes
	Activity 
	Proposed Date

	Within 3 working days of Knowledgepool Procurement accepting this completed document 
	PIN publication
	

	RFQ: Min 3 working days after PIN publication

RFP: Min 7 working days after PIN publication
	RFx Launch
	

	Dependent on complexity
RFQ: Min 2 working days after RFQ Launch

RFP: Min 7 working days after RFP Launch
	Deadline for Bidder clarification questions 
	

	Suggest equivalent period to pre clarification + 2 working days (can be longer for complicated RFPs)

E.g. assuming clarification deadline as above:

RFQ: deadline for RFQ clarification questions + (2 working days + 2 working days)

RFP: deadline for RFP clarification questions + (7 working days + 2 working days)


	Submission Deadline    (10:00 am)
	

	Min 7 days after submission and Min 7 days prior to supplier presentations
	RFx Response Evaluation Complete and Shortlisting for RFP Presentations
	

	Min 14 days after Submission or 7 days after shortlisting for RFP Presentations.
RFQs will not include Supplier Presentations.
	Supplier Presentations (if required)
	

	7 – 14 days after Supplier Presentation (where applicable) or after Response Evaluation where there are no Supplier presentations 
	Preferred Bidder award Notification (subject to contract)
	

	At least  2 weeks after contract award (think of transition periods where award is a re-let of existing contract)
	Contract Start Date
	1 Oct 20

	As required include any possible extensions e.g. plus two possible one year extensions
Note: Except otherwise advised in this commissioning document, any work ordered before the contract expiry date will be delivered even if the date for delivery is after the contract end date.
	Contract End Date
	31 Mar 23 with the option for 2 x 1 Yr extensions


	Is there an expectation that this service contract will be suitable for other Knowledgepool customers other than those described as the target audience? 
	Recommend for other customers?
	No

	Advise preferred dates and provide additional notes. If there are any constraints impacting on the necessity of these dates that should be made clear
	Preferred dates for commencement and conclusion of service
	In time for delivery to the Sep 20 cohort and then 3 x Commanding Officer Designate Courses (CODC) p.a. every Sep/Feb/Jun


NOTE:

Preferred Bidder awards are subject to satisfactory and timely execution of contracts, and preferred selection decisions may be revised summarily by Knowledgepool, at Knowledgepool’s sole discretion, in the event of Bidders requesting additional negotiation on any subject.  Bidders are encouraged to identify all material queries or issues pertaining to Terms and Conditions within their Bid submission, noting that trivial or frivolous issues are discouraged.  If in doubt on this matter Bidders are encouraged to raise queries at the appropriate clarification stage of the procurement process.
2 Specification
Failure to complete all of this section, with sufficient detail, will prevent Knowledgepool procurement from progressing your requirement and result in this form being returned for satisfactory completion. 
Customers are to delete / overwrite the below text with answers specific to their requirement. 
2.1. Purpose / Learning Outcome

Core purpose or outcome that the requirement should achieve.  
The provision a bespoke coaching programme (to include personality test and subordinate feedback) to all Commanding Officers on completion of attendance on CODC.  This cohort have direct command over the majority of the Army's soldiers and young officers, yet there is little specific leader development or self-awareness intervention provided from the point of commissioning.  The outcomes of this programme will address this to improve self awareness and good leadership by example, empowerment to subordinates andan improved leadership culture at unit level.
2.2. Background Information

Brief customer background and what has led to the requirement.  
If re-tender, what has been done before? N/A
Keep it brief, only include relevant information that will help prospective suppliers construct their Bid responses.

The General Staff Centre (GSC) delivers pre-employment training and personal and profrssional development to senior officers from Commanding Officers up to the rank of Major General.  360 degree feedback and Executive Caching is provided at the higer level, but not to the Commanding Officers. The COs are not collectively 'owned' by any single part of the Army, but they are all mandated to attend the GSC-run CODC as pre-employment training to prepare them for unit command. This programme will support this cohort in a format specific to their role in command of up to 500 people. CODC is run 3 times per year, in Feb, Jun and Sep; 3 cohorts of 50: 150 in total.
2.3. Detailed Description of Specification

The bullet points beneath each section below are not exhaustive but are the typical questions to consider when you are developing the Requirement with the customer.

2.3.1. The Requirement 
Consider including and where applicable querying the following:

· All Learning objectives and detailed outcomes / output 
· Improve performance

· Increase self awareness
· Improve cognition/clarity of thought
· Develop our leaders
· Reduce unhelpful (toxic) leadership behaviours

· Improve leadership culture across Army units through improved leadership by example

· Investment in the individual, cascading through the unit
· All deliverables (include milestones if known)
· Provision of a coaching package to include a personality assessment, 180 feedback and two 1.5 hr coaching sessions (see below for details).              
· Provide suitably qualified (and security cleared?) Coaches to support the numbers in each cohort as specified by the GSC. As this individual coaching is by cohort on a ‘push’ basis, coach ‘matching’ will not be required, although an alternative coach may be requested in the unlikely event that the coaching relationship be unsuccessful.
· Provision to the coachee of an initial evidence-based psychometric/personality assessment which centres on leadership. Online assessment preferred - selection of the assessment to be agreed by the GSC – and to be conducted at the beginning of – and prior to completion of - CODC (a coaching presentation will be delivered as part of the course to prepare them).  
· Provision of a printed personality  report and the first coaching session to be based on the personality report.  The first session is to take place c. 2 weeks after the course; in person preferred, but virtually if this is not achievable.
· Provision and distribution of a 180 degree online survey, to be distributed via the unit Second in Command/nominated Point of Contact to up to 20 (anonymous) raters in the CO’s subordinate chain of command. The question set is to be led by the Army’s Occupational Pyschologist in order to make it bespoke to the role of the CO.  The survey is to be completed by the raters 3-6 months after the CO has assumed command of the unit.
· Provision of a printed 180 degree report and the second coaching session to be based on the feedback in conjunction with the personality report and discussions in the first coaching session.  The second coaching session is to take place virtually and as soon as possible after the feedback report has been produced. 
· Selection and administration of suitably qualified coaches and co-ordination of coaching sessions with the coachee. Distribution and collation of psychometric/personality tests and co-ordination and collation of 180 degree feedback through the nominated unit POC; the coachee/GSC to provide contact details.
· Outline any mandatory client requirements, e.g. accreditation/qualifications

· Coaches should hold a recognised coaching qualification and have sufficient coaching experience to suit the level of a CO and of the psychometric/personality assessment used. 
· All coaches to have a minimum security clearance of BPSS; SC is preferred.

· If optional requirements are included in the specification, clarify if these are to be costed for and are therefore covered by the target/maximum price or should be considered as a for information only and will not to be assessed as part of the Specification

· Option to extend the contract for up to 2 years on a 1+1 year basis.

· Review of additional coaching sessions will be assessed at the 3 year point, based on feedback from coachees.

· Outline preferred delivery methodology. If none exists, consider outlining which methodology or modality should not be offered by Bidders with reasons why e.g IT restrictions.
· Preferred face to face meetings but video calls may be acceptable depending on location. Matching of coach and coachee should, where possible, take into account location of both in order to reduce travel costs. 
2.3.2. Target Audience
Consider

· Grades and typical roles of the learner/users of the service
· All are serving regular or reserve officers ranked Lietenant Colonel (and a small percentage of medically-qualified Colonels).  All have demonstrated the quality to be selected for command and are at the very top of their peer group. The majority will be commanding Army units; a small minority will be commanding joint (Defence) units.  Most will be UK-based, but some will be serving or preparing to deploy overseas.  

· Level of general experience and also relevant experience to the learning requirement as applicable 
· The majority will have served approximately 15-20 years.  The majority will have undertaken staff training on the Advanced Command and Staff Course or on the Army Advanced Development Programme.
· The majority will not have benefitted from coaching prior to attendance on CODC.  
· Volume of delegates anticipated
· 150; 3 x cohorts of 50
· Is the learner’s IT compatible to with digital/online/virtual learning where applicable?
· It is anticipated that any coachees unable to attend face to face sessions will have access to video calls.

· It is antipated the coaches and raters will have access to IT to complete online assessments and feedback.
2.3.3. Specific Criteria for Bidder’s design/delivery resource
· Essential and desirable experience (qualifications?) of trainers / facilitators
· All coaches should hold a coaching qualification and have sufficient experience to reflect that of the coachee. 

· Security clearance above BPSS? N/A
2.3.4. Describe the supporting Knowledgepool Service provisions

The standard Knowledgepool service provision will be provided as per the agreed Call off agreement and the service Tiers selected by the Customer. A full description of the services offered under Tiers 2, 3 and 4 are provided at Section 5 of this document. 
2.3.5. Logistics

 (delete/overwrite as appropriate)
	Format 
	Face to face  and video calls

	Numbers of delegates 
	· Max overall if known
· Sep 20 – 60
· Feb 21 – 60

· Jun 21 – 50

· Sep 21 – 50

· Feb 22 – 50

· Jun 22 – 50

· Sep 22 – 50

· Feb 23 - 50

	Tutor/Instructor to delegate ratio
	1:1

	Length of event
	Include details if modular of total package and individual events
Online assessment (30 mins)

 Online 180 degree feedback (20 mins)

2 sessions at approx. 1.5 hrs each   

	Number of events 
	Per year, number of modules, etc
3 courses per year in cohorts of 50 (20-21 will be 2 cohorts of 60 due to Covid-19 training re-adjustments) 

	Location 
	Include geographic locations and whether the events will be on department site, on Knowledgepool site or supplier to provide venue.
Location of coach and  coachee to be taken into consideration when matching. 

Coachee travelling to the coach are to claim back T&S through own UIN.  No separate budget for coach to claim travel; accommodation will not be required as coaches should be locally matched to the coachee; or video-linked for virtual coaching sessions where this is not possible. Anticipated local travel costs to be included in the fees.
If venue will be provided by customer, include the venue details, e.g. location, max number of delegates, etc 

	Key Dates & Timing
	Launch for the Sep CODC course in 20 (60 pax). Course dates are 15-25 Sep; the programme needs to be ready for launch with the first coaching session prior to Dec 20.

	Materials and Equipment needed, including format 
	N/A

	Dependencies and constraints, e.g. other events 
	N/A


Service Levels
Risk Assessment (not Cyber Security):
Is it a high profile audience, high cost/high impact of non-performance?  
High profile audience. Possible risks;
Failure of coaching relationship – leads to further spending on secondary coach and risk to the reputation of the programme. Coachees will be made aware of relationship failure implications in their ‘contract.’ 

Sharing of sensitive information – all sessions between coach and coachee are completely confidential.  However, Coachees will be warned in their contract that their coaches do not carry SC/DV and therefore they should not of sharing sensitive information above this level. 
Known level of risk to Customer / Knowledgepool in the event of supplier default?
3 RFx Response and Evaluation
3.1 Questions and Selection Criteria

Knowledgepool will request that Bidders respond to the questions posed by the customer. Questions asked should fit the context of the requirement and enable Bidders to demonstrate their capability to deliver the service(s). 
Please ensure that when developing questions with the customer that you are able to clearly articulate what is an ‘outstanding’, ‘good’ and ‘poor’ Bidder response to the question as this will be important when evaluating Bids received.

Recommend that key stakeholders [ideally the evaluation panel] are involved in developing the questions.

RFQ Question.
The standard RFQ Question is as follows:

Bidders shall submit a proposal to the Requirement to include:

· Part A – Experience & Evidence of Credibility

· Bidder’s understanding of the requirement

· Bidder’s Experience of delivering similar interventions

· Part B – Bidder’s Proposed Solution

· Bidder’s proposed methodology for delivery the contract

· Bios of resources that would be involved in design/delivery of the solution highlighting relevant experience

· Bidder’s proposed Course Outline/Content

· Bidder’s Sample course materials

· Bidder’s approach to ensuring quality of the service is maintained throughout the term of the contract (include details of accreditations/certifications held if applicable)

Please amend the above to suit the Specification.

What is the maximum word count for the submission?
Maximum file size for all documents submitted including appendices, annexes etc shall not exceed 2 MB.

RFP Questions.
In the table below is a list of sample RFP questions. Please tailor to suit the requirement or create your own if these do not fit.

Also identify the weighting that will be assigned to each question (out of 100%). In summary please identify:
	Questions for Supplier Response (Illustrative Examples)
	Weighting

	1. Bidders shall provide an overview of the Company’s experience in the provision of requirements similar to those detailed in specification. The response shall include what the requirement was, what the Bidder did and measureable outcomes.
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer

	2. Bidders shall provide details of their proposed methodology for meeting the requirements of this contract as detailed in the specification and should include within this design and delivery, examples of training material and handouts.
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer

	3. Bidders shall provide brief biographies or CVs for all key personnel who would be involved in the design and delivery of the service/s, giving details of specific relevant experience and knowledge of the subject area/s and business sectors of the requirement
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer

	4. Bidders must specify the resources and skills their organisation will make available to support this contract.  
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer

	5. Bidders should provide a high level project plan with key milestones.  
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer

	6. Bidders shall give a clear indication of how they will ensure the quality of service provided under this contract, including via sub-contractors and/ or Associates is monitored and managed.
	%

XX Max. word count

	Response:

Provide notes on what would be included within a ‘good’ answer


Maximum file size for all documents submitted including appendices, annexes etc shall not exceed 2 MB.

3.2 Supplier Invitations

Describe any suppliers identified already for explicit invitation to respond, and confirm the areas of supplier registration where the opportunity should be promoted within the supplier portal

	Incumbent supplier (should they be included) and a list of any suppliers to be made aware of the RFxs

NOTE: Please include all contact details (name, email address and Tel No) if known of those you would like to invite to bid
	Cranfield University
Henley Business School 



	Please confirm that the customer is vendor agnostic (not tied to any service/product from any specific provider)

Response must be YES for any Open market competition
	Yes

	Please advise of any potential conflicts of interest.

(e.g any reason for communication with a supplier outside of this process)
	Please note that the current 360 degree PDT contract is provided by Cranfield University.  We do not see this as a conflict of interest but would like to invite them to bid.


3.3 Response Evaluation 
Evaluation of Bids received will be as per Knowledgepool’s evaluation process as described in this section of the SCD. Please note, that we will agree evaluation criteria with the client but the format, process, approach to weightings for all aspects of the Bid will be as per Knowledgepool’s standard operating model.

Tender evaluation will be on done via our e-sourcing portal Curtis Fitch. 

Where IT/Firewall restrictions prevent access, Knowledgepool will provide electronic versions of the Bids and relevant evaluation packs for use by the nominated scorers.
Knowledgepool will assess Pricing, Compliance with Terms and Conditions, Economic and Financial Standing. The customer will be responsible for evaluating the Quality aspect of the Bid.
The customer will be required to score the quality aspect of bid(s). This should be conducted independently by a minimum of three individuals and an evaluation panel convened thereafter. 

Where the evaluation is completed via our e-sourcing portal, the evaluation panel will receive an activation email and instructions on how to login and score Bids on the portal before they are issued with Bids to score.
The portal enables scorers to access the Bids independently and also provides an audit trail of the evaluation process.
Scorers will be required to complete a Declaration of Interest form to declare any pecuniary or personal interest in advance of scoring the Bids. If Knowledgepool assesses from the declaration that a conflict exists we may recommend that the scorer be excluded from the process. This process will not apply if there is no competition e.g. Single Source tenders.
The panel will need to create time to score Bids as per the agreed tender time table to ensure we meet the RFx timescales.
3.4 Rfx Evaluation Weighting and Criteria
Evaluation of Bids will be subject to the standard weighting split described below. Customers may propose alternative weightings accompanied by a justification in the rationale comments box below:  
	Section 
	Weighting

	Quality
	60%

	Pricing
	40%


	Should the customer request a weighting split other than the standard, please provide a rationale below (Note that procurement will need to review the rational in light of the specification to decide whether the proposed weighting split shall be acceptable) Submission of a rationale places no obligation on Knowledgepool to agree to the proposed revised weighting:

	Rationale:




Compliance with Terms and conditions will be scored prior to other elements of the Bid. 
Knowledgepool reserves the right to remove any non-compliant Bids prior to, or after other aspects of the Bid should the lack of compliance be deemed more severe in the light of the Bid content.

3.5 Scoring methodology
Compliance to Terms and Conditions 

Compliance with Terms and Conditions of the Contract will be scored prior to other elements of the Bid. This will be done by reviewing caveats and proposed variations submitted in the Caveats Document. Knowledgepool reserves the right to remove any non-compliant Bids at this stage or subsequently, should the lack of compliance be deemed more severe in the light of the Bid content.

Scoring of the Terms and Conditions will be based on the severity and impact of the issues raised by the Bidder.  The Bidder may achieve a Pass or Fail score.

Scored selection of a Bidder does not constitute an acceptance of Terms and Conditions adjustment by Knowledgepool, nor does it convey any obligation onto Knowledgepool to modify Terms and Conditions.

Where a Bidder has a current viable Knowledgepool Supplier Framework Agreement in place with Knowledgepool for the delivery of a separate work, and no further caveats are raised, this would be considered as “Pass” for scoring.

Such pre-existing contracts must not be confused with transaction or service specific variations agreed within a Schedule of Works (SOW) or Work Order (WO). Any such agreed variations are specific to the relevant piece of work and not enforceable within the context of the overarching framework agreement between the supplier and Knowledgepool. If the same or other variations are required in this Bid, they must be expressly stated in the Bidder’s response and will be scored accordingly for impact and severity.

Quality

The Bid will be scored in accordance with any outlined criteria in the specification by the evaluation panel on a scale of 0-5 as set out in the table below.

For RFPs this means that each individual question will be scored on the same scale.
Questions marked as  "For information" will not be scored, and are inserted purely to help establish key questions the panel will have around the Bid.
 
Response question Scoring
	SCORE
	CLASSIFICATION
	DEFINITION

	0
	Unacceptable
	No response, or totally unacceptable and does not meet the requirement in any way.

	1
	Inadequate
	Substantially unacceptable and does not meet the expectations in some significant areas. Considerable reservations of the Bidder's relevant ability, understanding, experience, skills, resources and quality measures to provide the service required.  

	2
	Weak
	Weak response that does not fully meet the requirements.  Response may be minimal with little or no detail or evidence given to support and demonstrate sufficiency or compliance.  Some minor reservations of the Bidder's relevant ability, understanding, experience, skills, resources and quality measures to provide the service required.

	3
	Satisfactory
	Response largely covers the requirements and some, but patchy or brief, evidence is given to support the answers.

	4
	Good
	Criteria in the specification are met and evidence is provided to support the answers demonstrating sufficiency, compliance and either actual experience or a process of implementation. 

	5
	Excellent
	Exceptional response that inspires confidence; specification is fully met and is robustly and clearly demonstrated and evidenced.  Full evidence as to how the service will be achieved is provided, either by demonstrating past experience or through a clear process of implementation. Response may also identify factors that will offer potential added value, and with evidence to support this.


Please note that Bids that fail to achieve the minimum quality threshold of 60% of the Quality criteria will not progress to the next stage.

Pricing

Pricing will be assessed by Knowledgepool through comparison of Bidder Price to the Lowest Bid Price, and to Target Price, and/or Maximum Price where the latter two have been included in the Request.

Where the Bid submissions or requirements consist of multiple integrated service components at different costs, then a cost of full service will be calculated for each Bid.  This will be the calculated cost of progressing through all services with a single cohort of delegates.

A Base % score will be calculated for each Bid, by dividing the Lowest Bid Price by the Bidder Price.

Where a Target Price has been stated, (and only where the Bidder Price exceeds this), the Base % score will be further reduced by half of the % value that the Bidder Price Exceeds the Target Price.  This will be calculated as a percentage of the Target Price.

Where a maximum price is stated in the RFx, Knowledgepool reserves the right to exclude Bidders whose pricing response is above this figure. 

Worked Example:

Target Price:

£   850

Bidder Price: 

£ 1000

Lowest Bid Price:
£   700

Base % Score 


700 / 1000 = 70%
Bidder Price exceeds Max/Target Price = Target Price reduction


(1000 - 850) / 850 = 17.6%


17.6 / 2 = 8.8% => 9%
Base % Score – Target Price reduction = Final Pricing Score


70% - 9% = 61%
Shortlisting to presentation stage – RFP only
RFP response

· The Bidder’s Response to the Requirement will be scored by the evaluation panel and is subject to a minimum Quality threshold of 60% of the total Quality marks. Bidders scoring below this threshold will not progress further.
· Knowledgepool reserves the right to eliminate or keep in the Procurement proposals with a +/- 5% tolerance of the 60% threshold.
· Response to Requirement and Pricing scores will be combined to rank bidders.
· The top-ranking Bidders will be invited to present, unsuccessful Bidders will not proceed and will be advised of their failure to progress.

· In the interests of fairness to Bidders, Knowledgepool undertakes that notwithstanding individual scores, only those Bidders with scores providing a reasonable chance of success will be invited to the presentation stage, should one be required.  
 

Presentation response – RFP only
· Bidders invited to present to the evaluation panel will be given a format to present on and clarification questions to address from their RFP response.
· In the absence of other statements in the tender documentation, the quality weighting will be split equally between the presenting Bidders’ written submission and presentation scores. Unequal weighting of response and presentation is envisaged in such scenarios as technical requirements where Bidders’ demonstration (for instance with software or similar programmes) might be considered to warrant greater influence on the selection than a written submission.
· Scores will be given by the panel and combined with the RFP evaluation score to form the final quality score.
 

Bidder selection

· All scores achieved will be combined to form a final score and Bidder ranking.

· A Preferred Bidder will then be selected and notified of their Preferred Bidder status (subject to contract)

· Unsuccessful Bidders will be contacted and advised of the outcome.

· Knowledgepool will create a Statement of Work (SOW) or Work Order (WO) linked to the Supplier Agreement Terms and Conditions and formally offer to contract between the two parties for delivery of the services.  Bidders may be required to identify any intentional conflicts between their solution/service and the original requirements during this process.

· Bidders should note that Knowledgepool is only able to contract with individuals on a limited company basis or via an approved umbrella company. This is due to Knowledgepool group policy dictating that we are no longer able to engage with sole traders. This is primarily for two reasons: (a) the increased employment risk and (b) HMRC now deem the sole trader an employee for tax purposes and will therefore pursue Knowledgepool for the tax liabilities of the sole trader

· If a mutually acceptable contract position cannot be reached, the process with the Preferred Bidder will be halted and the next ranked Bidder will be engaged.

· We will provide summary feedback to unsuccessful Bidders on request. In the event of a Bid being rejected at any stage, such feedback will be limited to communication in writing of the reason for rejection of the Bid submission.

· Final selection decisions are at Knowledgepool’s ultimate discretion and there is no appeal process.  

· Post Bid enquiries will be considered in respect of Knowledgepool’s continuous improvement processes, but Knowledgepool accepts no obligation to respond.

4  Pricing Schedule
Please confirm what needs to be included and excluded from the cost and what further breakdown is required.

· Expenses are to be included in the day rates

· Be very explicit what should be included in the price

· Clarify any options that should be quoted for

· How cost is wanted (e.g. per candidate, course / event, hour, total package)

· What breakdown of costs is wanted (e.g. design elements)

· Consider payment schedules, duration of supplier investment, application of cancellation terms

· Detailed milestones/deliverables with timescales are needed particularly if Tier 2 is chosen on its own as it is against these that Knowledgepool will invoice the customer

Payment Terms

Delete/tailor as appropriate

· Design: Successful Provider to invoice Knowledgepool in arrears of Knowledgepool receiving written customer endorsement of deliverables/milestones

· Delivery: Successful Provider to invoice Knowledgepool in arrears of successful delivery per milestone/event/cohort 
MOD only 
Client Partner/User, based on the Tiers selected should delete as appropriate. 

The Supplier to invoice Knowledgepool on receipt of an Event Reference from Knowledgepool. An Event Reference will only be issued to the Supplier after Knowledgepool receives the customer’s written endorsement of the deliverable/milestone. This will also act as the trigger for Knowledgepool to Invoice the customer. 

OR (where no Tier 3 and/ 4 has been selected)

The Supplier to invoice Knowledgepool in arrears of successful delivery of the milestone/event/cohort citing the relevant Knowledgepool Event Reference.
5 Tier Selection and Waiver Form

5.1 The standard sourcing Service:

Tier 2 – Sourcing Services (5.95%):

· Reviewing the requirements specification to ensure fitness for purpose
· Running the external procurement process

· Defining external procurement award criteria
· Providing feedback to participating bidders of an external tender exercise
· Engaging with the market to create a dynamic and agile supply chain through subcontracting arrangements
· Supply chain vetting and selection 
· Managing the gateway spend approvals process (pre contract award)
· Formalising contract award with subcontractors
· Finalising Contract Terms and Conditions
· Management of payment to subcontractors
· Management information on overall spend 
Ordering Tier 2 in isolation is not recommended.

5.2 Options for enhanced Services

Option 1:
Tier 3 – Administration and Support Services (0.5%):
· Initial introduction of customer to supplier ; includes explanation of next steps, endorsement process for supplier and customer, contact details 
· Endorsement process (after customer has confirmed product delivery to satisfactory level)
· Management of invoicing anomalies 
· Dedicated assistance and management of change requests
· Management of  course cancellations and amendments
· Dedicated assistance via telephone and e-mail
· Planning and schedule management
· Management Information
Option 2:

Tier 4 - Contract Services (0.5%):  

Note - some Tier 4 Services are dependant on Tier 3 Services, the full complement of Tier 4 can only be realised by the selection of Tier’s 3 and 4 together:
· Regular performance reviews based on KPI’s and SLA’s (Tier 3 required)
· Management of supplier performance issues and conflict resolution
· Negotiations throughout the contract management phase
· Management of supplier exit/renewal
· Assessment/verification of course content/trainer delivery
· Standardisation of training evaluation criteria/methodology (Tier 3 required)
· Benchmarking, of performance, quality and price 
· Performance management information (Tier 3 required)
· Monitoring of performance and interventions as required to ensure quality standards are maintained for duration of contract
Option 3: 

Tier 3 and Tier 4: are both selected.  This provides the full complement of Services as listed in Options 1 and 2 above.

5.3 Service Tier Selection:

Please read the form below carefully and complete to indicate which Service Tier options you require 

Notes:

1. Tier 2 is the minimum Service provision and therefore not optional and not included in the form below.

2. Selection of exclusively either Tier 3 or 4 will have an impact on the Services that will be delivered.

	Tier Options

(In addition to Tier 2)
	Selected (Yes/No)

(Please delete as applicable)
	Waiver Statement
	Notes

	Tier 3
	Yes / No
	By selecting Tier 3 only, I am aware that the Services provided under Tier 4 will not be available.
	n/a

	Tier 4
	Yes
	By selecting Tier 4 only, I am aware that some of the Tier 4 Services (as indicated in the Option 2 Tier 4 scope list, above) will not be available, and the Tier 3 Services will not be available.
	Some Tier 4 Services are dependant on Tier 3 Services.

	Tier’s 3 and 4
	Yes 
	n/a
	Some Tier 4 Services are dependant on Tier 3 Services both Tiers need to be selected to receive the full range of Tier 4 Services.


	I, the undersigned, understand the dependency between Tier Services as outlined in the above table.

I, the undersigned, also understand the Tier Service(s) selected for this PSGW Application. 

On behalf of Customer
                   

Signature:   

Print Name:

Rate / Title:

Date: 


6 Key commercial details
Client partner will complete the below details then cross check with client before proceeding to procurement. 
	Expected spend on the service

Please clarify nature of spend data provided e.g. is this an actual approved budgetary spend, a simple estimation, historical spend on previous contract.
	Total Budget = £xxx,xxx.xx (Inc VAT @ 20% and Service Fee insert%)

Therefore:

Funds available to customer = £xxx,xxx.xx / 1.2 (VAT) = £yyy,yyy.yy
Funds available to supplier = £ yyy,yyy.yy / 1.0595 / 1.0645 / 1.0695 (Service Fee) = £zzz,zzz.zz


	Target Price to Customer

Note that from this, Knowledgepool service fees need to be deducted to calculate the Supplier Target
	Bids in excess of the Target Price will be evaluated by Knowledgepool.

Therefore:

Target Price to Customer = £yyy,yyy.yy
Target Price to Supplier = £ yyy,yy.yy / 1.0595 / 1.0645 / 1.0695 (Service Fee) = £zzz,zzz.zz


	Maximum Price to Customer

Note that from this, Knowledgepool service fees need to be deducted to calculate the Supplier Maximum
	Bids in excess of the Maximum price will be rejected and will not be evaluated. 

Therefore: 

Max Price to Customer = £yyy,yyy.yy
Max Price to Supplier = £yyy,yyy.yy / 1.0595 / 1.0645 / 1.0695 = £zzz,zzz.zz

	Please confirm that the Negotiation Policy is understood if neither a Target Price or a Maximum Price is available
	Yes / No

	Describe any applicable payment schedules for suppliers and any additional related guidance information
	Particularly relevant to longer programmes where suppliers may be put off if expected to invest significantly but wait an extended period before payment is provided.

Also relevant for programmes with significant self-study components with respect to the application of cancellation terms.



	For Gateways under RM3822 only

Confirm which Tiers are selected and approved by the Gateway panel for this requirement (Tick as appropriate):


	Tier 2 (Sourcing) – 5.95%                            

 Tier 3 (Admin) – 0.5%                               

Tier 4 (Contract Mgmt.) – 0.5%        
Total Service fee : [xx]% Mark up on Total Supplier cost to Knowledgepool
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