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Introduction and Background

	1.0 Introduction
	

	When reading this document;

“Authority” means the purchasing organisation, UK Shared Business Services Ltd. (also referred to as UK SBS), that is seeking to award a contract.

“You”/ “Your” or “Potential Provider” means the organisation, business or company which is completing this Request for Information (“RFI”).
This RFI has been issued by the Authority in connection with a competitive procurement conducted in accordance with the PublicContract Regulations 2006. 
	



	This RFI sets out the information which is required by the Authority in order to assess the suitability of Potential Providers in terms of their technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement.  This also known as ‘Pre-qualification’. This RFI is run in conjuncture with the Request for Quotation (RFQ) against the requirement as advertised in OJEU Notice 2013/S 239-415772dated 10/12/2013.
	

 

 AutoTextList  \s NoStyle \t " For Restricted, there should be at least 5 potential providers invited to tender and for Open and Negotiated 3" 
 


	No information contained in this RFI, or in any communication made between the Authority and any Potential Provider in connection with this RFI, shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this RFI. The Authority reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive sourcing process or to terminate the process at any time.  Under no circumstances shall the Authority incur any liability in respect of this RFI or any supporting documentation.
Direct or indirect canvassing of any Ministers, public sector employee or agent by any potential bidder concerning this requirement, or any attempt to procure information from any Ministers, public sector employee or agent concerning this RFI may result in the disqualification of the Potential Provider from consideration for this requirement. 
The object of the qualification process is to assess the responses to the RFI and select Potential Providers to proceed to the Award stage of the procurement.
In assessing the answers to the following questions, the Authority will be seeking evidence of the Potential Provider’s suitability to perform the services in terms of economic and financial standing, technical and professional ability. Qualification criteria will be a combination of both financial and non-financial factors and will be in accordance with Regulations 23 to 26 of the Public Contract Regulations 2006.

The Authority will not reimburse any costs incurred by Potential Providers in connection with preparation and submission of their responses to this RFI.
	

	1.1 Background Information
	

	British Antarctic Survey (BAS) is a component of the Natural Environment Research Council (NERC).
Based in Cambridge, United Kingdom, it has, for over 60 years, undertaken the majority of Britain's scientific research on and around the Antarctic continent. It now shares that continent with scientists from over thirty countries.
BAS employs over 400 staff, and supports three stations in the Antarctic, at Rothera, Halley and Signy, and two stations on South Georgia, at King Edward Point and Bird Island. BAS also manages the NERC facilities at Ny Alesund in the Arctic. The operations and science programmes are executed and managed from Cambridge, and rely on a wide‐ranging team of professional staff.

BAS has a long and distinguished history of carrying out research and surveys in the Antarctic, Arctic and surrounding regions, undertaking most of the British research on the frozen continent. The close linking of our science programmes with essential logistics support makes us very effective in carrying out the complicated and sophisticated scientific field programmes that are necessary today.

As a major research centre of the Natural Environment Research Council (NERC), we:

· Provide a national capability for Antarctic and Arctic science and logistics

· Carry out scientific research, long‐term observations and surveys that cannot be done by anyone else in the UK

· Provide a focus for international co‐operation and programme co‐ordination

Concentrate on issues fundamental to NERC’s science strategy.
	

	Additional general information about UK SBS can be found on www.ssc.rcuk.ac.uk
	

	2.2 The Authority, shall actively manage the resulting Contract, key activities including: contract review meetings; KPI management and analysis of management information provided.
	

	1.2 The Requirement

In March 2013 the Science Minister, the Rt Hon David Willets MP announced a joint project between the NERC, BAS and Cambridge University to create the Cambridge Innovation Centre for the Environment based at the BAS campus.

“The innovation centre will combine and expand upon the expertise of BAS and Cambridge University in order to create first class scientific collaborations in new areas, access new streams of funding and demonstrate the economic benefit of our work through closer working with business”

The objectives of the project are to:

· Create first class scientific collaborations with business and academic centres

· Upgrade BAS facilities

· Allow both Cambridge University and BAS to access new funding streams

· Improve Economic benefits of scientific research

· To provide new scientific facilities which are UK leading facilities
This tender is to commission the professional services of a Design Team primarily incorporating the following core roles -

· Architectural Design

· Structural Design

· Cost Consultancy

· Building Services Design

· Health & Safety Consultant

· Landscaping Design

However the team should also include for such specialist services relating to acoustics, fire, drainage etc

The Design Team will nominate a lead consultant who will be the contracting party, act as the point of contact between the team and the Employer and will be responsible for co‐ordinating all designs and information.

BAS will have an in‐house Project Manager, who will be the main point of contact for the lead Consultant.
1.3 Time table
	

	Set out below is the proposed procurement timetable. This is intended as a guide and, whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any time.
DATE

STAGE

>6/12/2013

RFQ to be issued to Bidders by the Authority [OPEN]

 
  

On Receipt

Bidders confirm receipt of RFQ pack


 
  

Not required

Bidders conference


 
  

10/1/2014 at  1300
Deadline for Bidders to confirm intention to submit RFQ Response


 
  

6/12/2013

Clarification period opens


 
  

-

Site Visits – wc 6/1/2014; TBA with Site Lead; Jill Thomson; 01223 221622
15/1/2014
Clarification period closes


 
  

24/1/2014 

at 1300
Closing date and time for receipt by the Authority of Bidder Responses to the RFQ

 
 

27/1/2014

Evaluation of RFQ Responses commences


 
  

Interviews

 
  

3/2/2014

Notification of proposed Contract award

 
  

14/2/2014
Expiry of standstill period required under Regulation 32 of the Public Contracts Regulations 2006 

 
  

17/2/2014
Award of Contract

 
  

18/2/2014
Commencement Date of Contract

 
 

Ongoing
Implementation


 
  


	

	
	

	1.4 Authority Named Contact Point
	

	The Authority’s named contact point for the procurement is:
	

	Name: Marc Baalham
	

 


	Address: 
	

	UK Shared Business Services Ltd

Polaris House

North Star Avenue

Swindon

Wiltshire

SN2 1ET


	

	eMail: marc.baalham@ssc.rcuk.ac.uk 
	

	1.5 Instructions for Completion
	

	1.5.1. Recipients are invited to complete the attached RFI and to submit it, together with any requested supporting information, to the Authority by the due date for return in accordance with the procedures set out in the paragraph below entitled “Submission of Completed Requests for Information”.
1.5.2. Please ensure that ALL questions are fully completed in English. Any questionnaires returned without a complete set of responses may be deemed non-compliant and therefore be excluded from further consideration.
1.5.3. Potential Providers should follow the instructions outlined below when completing this RFI. Potential Providers should answer all questions as accurately and concisely as possible in the same order as the questions are presented without any changes to the format of the document.

1.5.4. All text should be entered in the text boxes under the heading ‘Your response and description of information expected, which will be taken into account in selection’ over typing any pre entered guidance text.  No Annexes should be provided except where explicitly allowed.  These should be sequentially referenced in the adjacent column headed ‘Unique Annex reference’.
1.5.5. Where a question is not relevant to the Potential Provider’s organisation, this should be indicated by entering N/A, (not applicable) with an explanation as to why this is.

1.5.6. Word limits should be maintained.  If the limits are exceeded, the Authority reserves the right to disregard text over the stated limit.

1.5.7. All digital Annexes must be supplied in MS Office format (MS Word, PowerPoint, Excel or Project) or Pdf - formats compatible with these will also be accepted.

1.5.8. Questions should be answered in English.
1.5.9. The information supplied will be checked for completeness and compliance with the instructions before responses are evaluated. Failure to provide the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that a Potential Provider is not invited to participate further. In the event that none of the responses are deemed satisfactory, the Authority reserves the right to terminate the procurement and where appropriate re-advertise the procurement.

1.5.10. Potential Providers must be explicit and comprehensive in their responses to this RFI as this will be the single source of information on which responses will be scored and ranked.  Potential Providers are advised neither to make any assumptions about their past or current supplier relationships with the Authority nor to assume that such prior business relationships will be taken into account in the evaluation procedure.

1.5.11. The higher the risk of the procurement, the higher the level of verification is likely to be required. Not all questions require supporting documents up front at this stage (for example certificates, or policies).  However, the purchasing organisation may ask to see these documents at a later stage, so it is advisable you ensure they can be made available upon request. You may also be asked to clarify your answers or provide more details about certain issues.

1.5.12. Please return this form to:



The person detailed in paragraph 1.4 above.
	

	1.6 Queries about the procurement
	

	All requests for clarification or further information in respect of this RFI should be addressed to the Authority’s named contact point. No approach of any kind in connection with this RFI should be made to any other person within, or associated with, the Authority.

This RFI is being provided on the same basis to all Potential Providers. The Authority will not enter into detailed discussion of the requirements at this stage.

Any questions about the procurement should be submitted in writing via eMail for the attention of Marc Baalham at the address given in paragraph 1.4 above. 

If the Authority considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Potential Providers who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the RFI. All responses received and any communication from Potential Providers will be treated in confidence but will be subject to this paragraph.
Clarification questions must be submitted at least 10 working days before the RFI/RFQ submission deadline to allow time for an Authority response, circulation and Potential Provider action (if required).
	




 



 
 
 


	1.7 Additional Information
	

	The Authority expressly reserves the right to require a Potential Provider to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this RFI. The Authority may seek independent financial and market advice to validate information declared, or to assist in the evaluation.  
	

	1.8 Consortia arrangements
	

	If the Potential Provider bidding for a requirement  is a consortium, the following information must be provided:

· full details of the consortium; and

· the information sought in this RFI in respect of each of the consortium’s constituent members as part of a single composite response.

Potential Providers should provide details of the actual or proposed percentage shareholding of the constituent members within the consortium in a separate Annex as indicated in the relevant section of the RFI.  Question A1-5 specifically refers. 

If a consortium is not proposing to form a corporate entity, full details of alternative proposed arrangements should be provided as indicated in the relevant section of the RFI.  However, please note the Authority reserves the right to require a successful consortium to form a single legal entity in accordance with regulation 28 of the Public Contracts Regulations 2006.

The Authority recognises that arrangements in relation to consortia may (within limits) be subject to future change. Potential Providers should therefore respond in the light of the arrangements as currently envisaged. Potential Providers are reminded that any future proposed change in relation to consortia must be notified to the Authority so that it can make a further assessment by applying the selection criteria to the new information provided.
	

	1.9 Sub contracting arrangements
	

	Where a sub-contracting approach is proposed, all information requested should be given in respect of the prime contractor.

Where requested within the RFI and where sub-contractors will play a significant role in the delivery of the services or products under any ensuing contract, please indicate in a separate Annex the composition of the supply chain, indicating which member of the supply chain will be responsible for the elements of the requirement.

For the purposes of this RFI, ‘significant’ shall mean [indicate a 10% of the contract and or a significant example of a component of within the supply chain]
It is recognised that arrangements in relation to sub-contracting may be subject to future change.  However, Potential Providers should be aware that where sub-contractors are to play a significant role, any changes to those sub-contracting arrangements may constitute a material change and therefore may affect the ability of the Potential Provider to proceed with the procurement process or to provide the goods and/or services.
	

  



	1.10 Freedom of Information
	

	In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FoIA’), all information submitted to the Authority may be disclosed in response to a request made pursuant to the FoIA.

In respect of any information submitted by a Potential Provider that it considers to be commercially sensitive the Potential Provider should:

a) clearly identify such information as commercially sensitive;

b) explain the potential implications of disclosure of such information; and 

c) provide an estimate of the period of time during which the Potential Provider believes that such information will remain commercially sensitive. 

Please submit responses to a, b or c as an Annex with the completed RFI 

Where a Potential Provider identifies information as commercially sensitive, the Authority will endeavour to maintain confidentiality. Potential Providers should note, however, that, even where information is identified as commercially sensitive, the Authority might be required to disclose such information in accordance with the FoIA. Accordingly, the Authority cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed.
	

	1.11 Submission of Completed Requests for Information (RFI)
	

	Two (2) paper copies and one digital copy on CD or memory stick of the completed RFI should be sent in a plain envelope with our reference number included on the RFI Return Label attached to this RFI.  The Authority does not accept responsibility for the premature opening or mishandling of envelopes that are not submitted in accordance with these instructions.
Materials other than those specifically asked for and referenced in the RFI, such as sales brochures and videos, should NOT be included.  The Authority will not consider such material as part of the evaluation.

The Potential Provider shall ensure that the RFI is received by the Authority no later than 13:00 hrs on the date shown in Timetable in paragraph 1.3.
Please note that completed RFIs received after the closing date may be rejected
	

 



	1.12 Provider Selection
	

	The Authority may disqualify any Potential Provider who fails to:

1. Comply with the requirements of Regulation 23 and/or fails to certify on the Statement of Good Standing that it has fulfilled these requirements
2. Provide a satisfactory response to any questions in the RFI or inadequately or incorrectly completes any question

3. Submit its completed RFI before the deadline

The Potential Providers who are not disqualified in accordance with the above grounds shall be evaluated on the qualification criteria which take into account the economic and financial standing and the technical or professional ability of the Potential Provider and are in accordance with Regulations 23-26 of the Public Contracts Regulations 2006 (as amended from time to time).  A shortlist of Potential Providers will be drawn up and they will be eligible to participate further in the procurement process.

The Authority may seek independent financial and market advice to validate information declared or to assist in the evaluation. Reference site visits or demonstrations and/or presentations are unlikely to be requested at this stage but the Authority reserves the right to request the same as a part of the RFI process. 
The RFI shall be marked against the attached pass / fail criteria

Question Number

Question title

Requirement to Pass

B1.1a

Conviction for conspiracy 

Pass - An answer of ‘No’ will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.1b

Conviction for corruption 

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.1c

Conviction for bribery 

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.1d

Conviction for fraud 

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.1e

Conviction for money laundering 

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.1f

Conviction for other offence

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to this question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
B1.2a

Bankruptcy

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.2b

Insolvency

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.2c

Company winding up

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3a

Criminal offence relating to conduct of your business or profession

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3b

Grave misconduct relating to your business or profession

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3c

Failure to pay social security contributions

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3d

Failure to pay taxes

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3e

Serious misrepresentation 

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.3f

Conviction under the Bribery Act 2010

Pass - An answer of ‘No  will result in a pass.

If you cannot answer ‘no’ to it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
B1.4

Compliance to the Bribery Act 2010

Pass - An answer Yes will result in a pass.

Fail – A response of ‘No’ will result in a fail against this question.

C1.1

Economic and Financial standing assessment

Pass – The Authority considers the information provided demonstrates the financial stability of the Bidder is sufficient to be considered for this procurement.

Fail – The Authority considers the information provided fails to demonstrate the financial stability of the Bidder is sufficient to be considered for this procurement.

C1.2

Employers liability insurance

Pass - A response of ‘Yes’ or ‘Intend’ will result in a pass 
Fail - a response of ‘No’ will result in a fail against this question.
C1.2

Public liability insurance

Pass - A response of ‘Yes’ or ‘Intend’ will result in a pass 
Fail - a response of ‘No’ will result in a fail against this question.
C1.2

Professional indemnity insurance 

Pass - A response of ‘Yes’ or ‘Intend’ will result in a pass 
Fail - a response of ‘No’ will result in a fail against this question.
D1.1

Main business activities 

Pass - A response which demonstrates the Bidders areas of business activity, main products and services are in alignment with the scope of the procurement will pass.
Fail - A response which fails to demonstrate the Bidders areas of business activity, main products and services are in alignment with the scope of the procurement will pass

D1.2
Technicians / Technical Services 

Pass - A response which demonstrates the supplier has the appropriate scale of technicians and technical advisors available within its Organisation or supply chain to meet the scope of the procurement will pass.

Fail - A response which fails to demonstrate the supplier has the appropriate scale of technicians and technical advisors available within its Organisation or supply chain to meet the scope of the procurement will pass.

D1.5

References 

Pass - The Bidder can demonstrate they have three references for projects  within the timescales designated in the question and relevant to the scope of the procurement.

Fail - The Bidder fails to demonstrate they have three references for projects  within the timescales designated in the question and relevant to the scope of the procurement.
D1.7
Policies and Procedures to comply with the Bribery Act 

Pass - A response of ‘Yes’ will result in a pass.
Fail – A response of ‘No’ will result in a fail.
D2.1

Health and Safety Policy and compliance 

Pass - A response of ‘Yes’ will result in a pass.
Fail – A response of ‘No’ will result in a fail.
D4.1

Compliance with Equality legislation

Pass - A response of ‘Yes’ will result in a pass.
Fail – A response of ‘No’ will result in a fail..

GUIDANCE 
All Bids acheiving a pass against all the pass / fail criteria will be marked against the criteria identifed within the RFQ.

	

	1.12.1 Provider short-listing

During the RFI stage, Supplier bids shall be evaluated against the Pass/Fail criteria identified above.  Should a Supplier fail against any of these Criteria, their bid will be disqualified.
	 

	
	

	
	


SECTION A 
Organisation Details – For Information
This information is to be included within a separate Schedule within your response.

	Q Ref.
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Unique Annex reference
	

	A 1-1
	Full name of organisation
	Organisation either bidding or acting as lead contact where a consortium bid is being submitted
	
	

	
	Registered office address
	Property name, street name, town,  county, postcode, country
	
	

	
	Company or charity registration number
	
	
	

	
	VAT registration number
	
	
	

	
	Name of immediate parent company
	
	
	

	
	Name of ultimate parent company
	
	
	

	A 1-2
	Type of organisation
	E.g. PLC, limited company, LLP, other partnership, sole trader, other (please specify)

If PLC, limited company or LLP please provide Companies House registration number
	Required
	

	A 1-3
	Are you a Small, Medium or Large organisation
	Enter the word ‘Small’, ‘Medium’ or ‘Large’ based on the following Companies House definitions:

To be a small company, at least two of the following conditions must be met: 

· Annual turnover must be £2.8 million or less 

· The balance sheet total assets must be £1.4 million or less 

· The average number of employees must be 50 or less 

To be a medium-sized company, at least two of the following conditions must be met:

· Annual turnover must be £11.2 million or less 

· The balance sheet total assets must be £5.6 million or less 

· The average number of employees must be 250 or less 
	Required
	

	A 1-4
	Contact details for enquiries
	Contact name, title, address, eMail, telephone number
	Required
	

	A 1-5
	Company operating address 

(if different from that of registered office, provided in response to A1-1)
	Property name, street name, town,  county, postcode, country
	
	

	A 1-6
	Is your organisation:

a) bidding to provide the services required itself?


b) Bidding in the role of Prime Contractor and intends to use subcontractors to provide some services

c) A consortium
	Indicate:

a), (No supporting Annex required)

or
 b)  (provide supporting Annex of the proposed supply chain, identifying the differing service/product deliverables and which organisation, where known, will provide them),
c) (provide supporting Annex of the Consortiums structure, shareholdings, proposed supply chain, identifying the differing service/product deliverables and which organisation will provide them).
	Required
	

	
	
	
	
	

	
	
	
	
	

	
	The questions A 1-7 & A1-8 are for completion by non UK businesses only
	

	A 1-7
	Is your organisation registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annexes IX A-C of Directive 2004/18/EC) under the conditions laid down by that member state?
	Answer:

a) ‘Yes’ and provide summary details

or

b) ‘No’ and give reasons why not

or

c) ‘Not applicable’ and state reasons why
	Required
	

	A 1-8
	Is it a legal requirement in the State where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement? 
	Answer:

‘Yes’ and provide details of what is required and confirm that you have complied with this.

Or

‘No’
	Required
	

	
	
	
	
	


SECTION B – Selection
	Q Ref
	Grounds for mandatory rejection
	

	
	Important Notice:
In some circumstances the Authority is required by law to exclude you from participating further in a procurement.  If you cannot answer ‘no’ to every question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
	

	B 1-1
	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Answer ‘Yes’ or ‘No’
	

	(a)
	conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA (as amended);
	
	

	(b)
	corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906 (as amended);
	
	

	(c)
	the offence of bribery where the offence relates to active corruption; or
bribery within the meaning of section 1 or 6 of the Bribery Act 2010
	
	

	(d)
	fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:
	
	

	
	(i) the offence of cheating the Revenue;
	
	

	
	(ii) the offence of conspiracy to defraud;
	
	

	
	(iii) fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978;
	
	

	
	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985 or section 993 of the Companies Act 2006;
	
	

	
	(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994;
	
	

	
	(vi) an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or
	
	

	
	(vii) destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968;
	
	

	(e)
	money laundering within the meaning of the Money Laundering Regulations 2003 or Money Laundering Regulations 2007; or
	
	

	(f)
	any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State.
	
	

	
	
	


	Q Ref
	Grounds for discretionary rejection
	

	
	Important Notice:
The Authority is entitled to exclude you from consideration if any of the following apply but may decide to allow you to proceed further. If you cannot answer ‘no’ to every question it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise.  
	

	B 1-2
	Is any of the following true of your organisation?
	Answer ‘Yes’ or ‘No’
if ‘Yes’, inc Annex Reference
	

	(a)
	 being an individual,
is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or appears unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;
	
	

	(b)
	being a partnership constituted under Scots law,
has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate; or
	
	

	(c)
	being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002
has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of similar procedures under the law of any other state?
	
	

	B 1-3
	Has your organisation:
	
	

	(a)
	been convicted of a criminal offence relating to the conduct of your business or profession;
	
	

	(b)
	committed an act of grave misconduct in the course of your business or profession;
	
	

	(c)
	failed to fulfil obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which you are established;
	
	

	(d)
	failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established; or
	
	

	(e)
	been guilty of serious misrepresentation in providing any information required of you under Regulation 23 of the Public Contracts Regulations 2006?
	
	

	(f)
	been convicted for an offence under section 2 or 7 of the Bribery Act 2010


	
	

	
	Bribery Act 2010
	
	

	Q Ref
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Unique Annex reference
	

	B1-4
	Does your organisation comply with the requirements of the Bribery Act 2010?
	Answer ‘Yes’ or ‘No’
	
	


SECTION C - Selection
	
	Economic and Financial Standing Regulation 24
	
	

	Q Ref
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Unique Annex reference
	



	C1-1
	We are required to make an assessment of your Economic and Financial Standing. 

To facilitate this we require to see at least one of the following documents 

Note - if you have been trading for more than 3 years we will require you to produce Document 1

	
	

	
	Document 1
	A copy of your audited accounts for the most recent two years,
	Required
	

	
	Document 2
	A statement of your turnover, profit & loss account and cash flow for the most recent year of trading,
	Not required
	

	
	Document 3
	A statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position,
	Not required
	

	
	Document 4
	Alternative means of demonstrating financial status if trading for less than a year such as 
· Parent Company accounts (if applicable)

· Deeds or guarantee

· Accountants references

· Management accounts

· Financial projections including cash flow forecasts

· Details and evidence of previous contracts 
	Not required
	

	C1-2
	Employer’s liability insurance is a legal requirement (except for businesses employing only the owner / close family members) and this should be at least £10m million. Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract 
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	Required
	

 


  


	
	Public Liability of at Least £10m Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	Required
	

	
	Product Liability of at Least £10m Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	Required
	

	
	Professional Indemnity Insurance of at least £5m Can you confirm that you have this in place or whether you intend to have it in place for commencement of the contract
	Answer ‘Yes’ or ‘No’ or ‘Intend’
	Required
	

	C1-3
	The Authority will undertake an independent credit check and that its content will be considered as part of the evaluation.  Please indicate whether you accept this.
	Answer ‘Yes’ or ‘No’
	Required
	


SECTION D - Selection
	
	Technical and Professional Ability
	

	
	
	

	Q Ref
	Information required
	Your response and description of information expected, which will be taken into account in selection.
	Unique Annex reference
	

	D1-1
	Please provide brief details of the Potential Provider’s principal areas of business activity, main products and services. 
	A maximum of 150 words


	Required
	

	D1-2
	Please provide details of the technicians or technical services available to the Potential Provider to carry out the works or provide the goods or services in the requirement, particularly those involved with quality control, whether or not they are independent of the Potential Provider.
	A maximum of 150 words


	Required
	

  


	D1-3
	Please list summary details of the Potential Providers registration with professional bodies relevant to the provision of the Authority’s requirements.
	A maximum of 150 words including the registration reference.

	
	

  


	D1-4
	Please list summary details of the Potential Providers awards and accreditations related to Quality Assurance relevant to the Authority’s requirements.

Where the Potential Provider does not have any such accreditations, please provide details of current approaches to Quality Assurance.
	A maximum of 150 words including the registration reference.
Where the Potential Provider does not hold any such accreditations and submits details of their current approach, please do so attaching an Annex containing details of the approach but exceeding 5 pages of A4 at Arial 11pt font.
	Required
	

  


	D1-5
	Please provide details of up to three contracts from either or both the public or private sector, that are relevant to the Authority’s requirement. Contracts for the supply of goods or services should have been performed during the past three years. Works contracts may be from the past five years. (The customer contact should be prepared to speak to the purchasing organisation to confirm the accuracy of the information provided below if we wish to contact them).

Where the Potential Provider is a special purpose vehicle and not intending to be the main provider of the goods or services, the information requested should be provided in respect of the principal intended provider of the goods or services.
If you cannot provide at least one example, please briefly explain why.
	Contract 1
Customer organisation name:

	
	

	
	
	Customer contact name:

Phone:

eMail:
	
	

	
	
	Contract start date:
	
	

	
	
	Contract end date:
	
	

	
	
	Contract total value:
	
	

	
	
	Brief description of contract (max 150 words) including evidence as to your technical capability in this market
	Not required
	

	
	
	Contract 2
Customer organisation name:

	
	

	
	
	Customer contact name:

Phone:

eMail:
	
	

	
	
	Contract start date:
	
	

	
	
	Contract end date:
	
	

	
	
	Contract total value:
	
	

	
	
	Brief description of contract (max 150 words) including evidence as to your technical capability in this market
	Not required
	

	
	
	Contract 3
Customer organisation name:

	
	

	
	
	Customer contact name:

Phone:

eMail:
	
	

	
	
	Contract start date:
	
	

	
	
	Contract end date:
	
	

	
	
	Contract total value:
	
	

	
	
	Brief description of contract (max 150 words) including evidence as to your technical capability in this market
	Not required
	

	
	
	Brief explanation if no examples are provided (100 words max)
	Not required 
	

	D1-6
	How many full time equivalent staff does the Potential Provider (including consortia members or named sub-contractors where appropriate) employ relevant to the carrying out of services and/or delivery of goods similar to those required under this contract?
	Provide a summary breakdown here or as an Annex
	Not required
	

	D1-7
	Does your organisation have policies and or procedures in place to demonstrate how it both complies with the Bribery Act 2010 and manages continued compliance?
	Answer ‘Yes’ or ‘No’.

If ‘Yes’, please Annex the appropriate documentation.
	Required
	

	
	
	

	
	Health & Safety
	

	D2-1
	Does the Potential Provider have a written Health and Safety Policy?
	Answer ‘Yes’ or ‘No’
	Required
	

  


	
	
	
	
	

	
	Environmental
	

	D3-1
	Does the Potential Provider have policies and or procedures in place to manage your environmental responsibilities?

	Answer ‘Yes’ or ‘No’.

If yes, include details of attestation registrations (if any) for example under ISO14001 or equivalent and details of your approach to environmental management such as policies and procedures).

If ‘No’, provide a statement as to if and by when you would have these in place
	Required
	

	
	
	
	
	

	
	Equality
	

	D4-1
	Is it the Potential Provider’s policy as an employer to comply with all Equality related legislation, and is it your policy not to treat any one group of people less favourably than others because of their age, disability, gender, race, religion/belief or sexual orientation?
	Answer ‘Yes’ or ‘No’.
	Required
	

  


	
	
	
	
	


	
	SECTION E
	
	
	

	E1
	Declaration
	

	
	I declare that to the best of my knowledge the answers submitted in this RFI are correct. I understand that the information will be used in the process to assess my organisation’s suitability to be invited to bid for the Authority’s requirement and I am signing on behalf of my organisation. I understand that the Contracting Authority may reject this RFI if there is a failure to answer all relevant questions fully or if I provide false/misleading information.
	

	
	I understand that the Government’s transparency agenda requires that sourcing documents, including RFI templates such as this, are published on a designated, publicly searchable web site, and, that the same applies to other sourcing documents issued by the Authority, including the Request for Quotation, and any contract entered into by the Authority with its preferred supplier once the procurement is complete.  

By submitting a response to this RFI I agree that our participation may be made public.  

I understand that the answers given in this response will not be published on the web site (but may fall to be disclosed under Freedom of Information Act 2000 or Environmental Information Regulations 2004).  
By submitting a response to this RFI I agree and accept the justification for the Contracting Authority’s evaluation criteria.  

I understand that where sourcing documents issued by the Authority or contracts with its suppliers fall to be disclosed the Authority will redact them as it thinks necessary, having regard (inter alia) to the exemptions/exceptions in the FOIA or EIR.
	

	
	Form completed by:
	

	E1-1
	Name:
	
	

	E1-2
	Position:
	
	

	E1-3
	Date:
	
	

	E1-4
	Signature:

Digital or scanned signature are NOT acceptable
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