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Volume One (1) 
Instructions and Information
	T19512HR – T19512HR – Supply of Integrated Payroll & Human Resources System


This suite of documents can be made available in other languages, in audio format, in Braille, large print and in other formats.  For further information please contact 01803 207049
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	2 Definitions




	Applicant
	Shall mean the organisation responding to any Request for Quotation (RFQ), Pre-Qualification Questionnaire (PQQ), Invitation to Tender (ITT) or Mini-Competition 

	Authority
	Shall mean Torbay Council

	Consortia/Consortium
	Shall mean two (2) or more persons, at least one of whom is an economic operator, acting jointly for the purpose of being awarded a public contract (pursuant to Article 28(1) Public Contracts Regulations 2006)

	Contract
	Shall mean the Agreement between the Authority and Contractor for the execution of the Services including all documents to which reference may properly be made in order to ascertain the rights and obligations of all the parties involved

	Contracting Authority
	Shall mean Torbay Council and any other Authority on whose behalf Torbay Council may be working

	Contractor
	Shall mean the Applicant awarded the Contract culminating from an offer to supply accepted by this Authority

	Devon Tenders
	Shall mean the same as Supplying the South West

	Employers' Liability (Compulsory Insurance)
	Shall mean an insurance that enables organisations to meet the costs of damages and legal fees for employees who are injured or made ill at work through the fault of the employer. Employees injured due to an employer's negligence can seek compensation even if the organisation goes into liquidation or receivership. The NHS can also claim the costs of hospital treatment (including ambulance costs) when personal injury compensation is paid. This applies to incidents that occur either on or after 29 January 2007.

By law, an employer must have EL insurance and be insured for at least £5 million. Most insurers automatically provide cover of at least £10 million. The insurance must cover all the organisation’s employees in England, Scotland, Wales and Northern Ireland.

If the organisation is not a limited company, and you are the only employee or you only employ close family members, you do not need compulsory Employers’ Liability Insurance. Limited companies with only one employee, where that employee also owns 50 per cent or more of the issued share capital in the company, are also exempt from compulsory Employers’ Liability Insurance. However, there is nothing to prevent an exempt employer from choosing to buy this insurance in view of the financial security it can provide.

	Framework Agreement
	Shall provide the terms of the agreement that may be let over a period against which a Contract can be called-off 

	Goods
	Shall mean all Goods to be supplied as part of this Contract and covered by the Official Purchase Order

	ITT
	Shall mean Invitation to Tender

	Lead Applicant
	Shall mean the organisation leading the bidding process on behalf of its consortia or sub-contractor partners

	MEAT
	Shall mean Most Economically Advantageous Tender

	Mini-Competition
	Shall mean the procurement process by which the Authority shall call a Contract off against a Framework Agreement

	Official Purchase Order
	Shall mean the Authority’s Official Purchase Order, to which these conditions apply

	Product Liability Insurance


	In Product Liability Insurance terms, a product is any physical item that is sold or given away.

Products must be 'fit for purpose'. The organisation is legally responsible for any damage or injury that a product it supplies may cause (in some circumstances this also includes products that the organisation does not manufacture).

Product Liability Insurance covers the organisation against damages awarded as a result of damage to property or personal injury caused by the product. If damages are paid for personal injury, the NHS can claim to recover the costs of hospital treatment (including ambulance costs). This applies to incidents that occur either on or after 29 January 2007.

	Professional Indemnity Insurance


	Shall mean a liability cover that provides protection for negligent advice or a service provided by the organisation, it also protects against damages the organisation becomes liable for in relation to mistakes made such as errors of judgement, basic administration errors, mislay of or damage to clients' documents. It is designed to safeguard it against claims made by clients for any resulting financial loss or damage to their reputation. This type of insurance should also cover legal fees and costs. 

Individuals and organisations that provide professional advice or consultancy services need Professional Indemnity cover. 

	Public Liability Insurance


	Shall mean an insurance that covers members of the public or customers coming to the organisation’s premises or if the organisation’s staff go to theirs (including if the organisation is based ‘at home’). 

It covers any awards of damages given to a member of the public because of an injury or damage to their property caused by the organisation. It also covers any related legal fees, costs and expenses as well as costs of hospital treatment (including ambulance costs) that the NHS may claim from the organisation.

Premiums are based on the type of business and rated on an estimate for the level of activity of the business. 

	PQQ
	Shall mean Pre-Qualification Questionnaire

	RFQ
	Shall mean Request for Quotation

	Service/s
	Shall mean any action/s by the Contractor required by the Contract

	Specification
	Shall mean the detailed description of the Authority’s requirements

	Submission
	Shall mean the correct and proper process for submitting the Applicant’s bid electronically. All bids shall be submitted in accordance with the ‘Submitting the Tender Response’ section of the ProContract Supplier Guide entitled ‘The Tender Process within ProContract’, which can be found from the ‘Help’ screen on the system. 
Applicants will not e-mail their bids directly to any named person/s within the Authority or to any of the Authority’s generic e-mail addresses.
Applicants will not attach their bids to any part of the ProContract system other than described within the document referred to above. 

Applicants will not send their bids to the Authority in a paper or other ‘hard’ format unless specifically requested to do so within the associated bid documentation.
 Any Submissions that do no accord with the guidelines set out above shall be considered as non-compliant and will be treated as such.

	Supplying the South West
	Shall mean the e-Tendering portal through which the Authority advertises procurement opportunities and conducts procurement processes electronically. This was previously referred to as Devon Tenders

	Tender
	Shall mean Invitation to Tender

	
	Shall mean your written offer to Contract Goods/Works or Services at the cost/s or rate/s specified in any subsequent documentation


	3 Definitions Specific to this Procurement


	AA compliant (“Double-A” accessibility)
	Achieving the second of the three standards assigned to web sites specified under the Web Content Accessibility Guidelines.

	API
	Application Program Interface. An API is a set of commands, functions, and protocols which programmers can use when building software for a specific operating system. The API allows programmers to use predefined functions to interact with the operating system, instead of writing them from scratch.

	ASPP
	Additional Statutory Parental Leave

	ASP.NET
	A Web application framework developed and marketed by Microsoft to allow programmers to build dynamic Web sites, Web applications and Web services.

	Auto Enrolment
	The pension regulator requirement for an employer to asses an employee to determine if they need to be included in the employers pension scheme.

	AVC’s
	Additional Voluntary Contributions

	BACS
	Bankers Automated Clearing Services

	Beta Testing
	A beta test is a limited release of a product with a goal of finding bugs before the final release.

	Citrix
	A server-based computing system that enables the use of thin-client technology. Using Citrix, you can access applications without having them installed on your local hard drive. The applications reside on a server and can be accessed once a user is given an account.

	Costing
	A breakdown of payroll costs against a general ledger account code. The level of detail required may vary depending on the circumstance.

	CPD
	Continuous Professional Development

	CSS
	Cascading Style Sheets. A style sheet language used to describe the presentation semantics (the look and formatting) of a document written in a markup language.

	General Ledger Account Code
	Account code attached to payroll records for costing purposes i.e. Torbay = xxxxx nnnnn xxxxx or ACA2000 of varying lengths (various formats required)

	GUI
	Graphical User Interface. An interface that is used to issue commands to a computer by means of a device such as a mouse that manipulates and activates onscreen images.

	HCPC

	Health & Care Professions Council

	HMRC
	Her Majestys’ Revenue and Custom

	HTML
	Hypertext Markup Language, a standardized system for tagging text files to achieve font, colour, graphic, and hyperlink effects on Web pages

	Linux
	A freely-distributable open source operating system that runs on a number of hardware platforms.

	Master Page
	In Web site development with ASP.NET, the master page is a feature that enables you to define common structure and interface markup elements for your Web site, including headers, footers, style definitions, or navigation bars.

	MS SQL 2008
	SQL Server is a relational database management system from Microsoft. MS SQL 2008 is the 2008 version.

	MVC
	Model–view–controller is a software architecture currently considered an architectural pattern used in software engineering. The pattern isolates "domain logic" (the application logic for the user) from the user interface (input and presentation), permitting independent development, testing and maintenance of each (separation of concerns).

	n-tier
	N-tier application architecture provides a model for developers to create a flexible and reusable application. By breaking up an application into tiers, developers only have to modify or add a specific layer, rather than have to rewrite the entire application

	NHS
	National Health Service

	NI
	National Insurance

	NIC
	National Insurance Contributions

	NINO
	National Insurance Number

	OAP
	Occupational Adoption Pay

	OMP
	Occupational Maternity Pay

	On-cost


	An additional value calculated against the original amount on a value/percentage basis.

	OPP
	Occupational Paternity Pay

	Oracle
	Oracle is a powerful relational database management system that offers a large feature set. Along with Microsoft SQL Server, Oracle is widely regarded as one of the two most popular full-featured database systems on the market today.

	OSPP
	Ordinary Statutory Paternity Pay

	P11d(b)
	National Insurance calculation to advise HMRC of the amount of National Insurance due on benefits declared on forms P11d.

	P11d
	Benefits statement certificate

	P45
	End of Employment Document

	P60
	Employee end of year certificate

	PAYE
	Pay As You Earn

	PRINCE 2
	PRojects IN Controlled Environments.  A process-based method for effective project management.

	RDP
	Remote Desktop Protocol An input/output presentation protocol from Microsoft that governs the keyboard, mouse and screen formatting between clients and servers in a thin client environment.

	RTI
	Real Time Information

	Salary Sacrifice
	The sacrificing of some of your salary to allow other benefits to be made to the employee

	SAP
	Statutory Adoption Pay

	Schema
	The "layout" of a database or the blueprint that outlines the way data is organized into tables.

	Sims
	Schools Information Management System

	SMP
	Statutory Maternity Pay

	SMS
	Short Message Service. The transmission of short text messages to and from a mobile phone, fax machine and/or IP address.


	SOAP
	Simple Object Access Protocol. An XML-based communication protocol for exchanging information between computers. SOAP is platform and language independent and therefore enables diverse applications to communicate with one another.


	SQL
	Structured Query Language. A specialised language for updating, deleting, and requesting information from databases.


	SSH
	Secure Shell. A security protocol for logging into a remote server. SSH provides an encrypted session for transferring files and executing server programs. Also serving as a secure client/server connection for applications such as database access and e-mail, SSH supports a variety of authentication methods.


	SSL
	The Secure Sockets Layer is a commonly-used protocol for managing the security of a message transmission on the Internet.


	SSP
	Statutory Sick Pay



	Temporary input
	Elements of pay that are due to be paid in a single pay period only

	TR17
	Teachers Pensions annual contribution return.

	Uploads
	The ability to upload data directly into the solution.

	Virtual Server
	Virtualisation occurs when one physical server is partitioned/segmented into many smaller (virtual) servers.


	W3C
	The World Wide Web Consortium. An international consortium where Member organisations, a full-time staff and the public work together to develop Web standards.


	Web Browser
	A software program that interprets the coding language of the World Wide Web in graphic form, displaying the translation rather than the coding. This allows anyone to “browse the Web” by simple point and click navigation, bypassing the need to know commands used in software languages.


	XML
	Extensible Markup Language. A markup language created to transport structured data across different systems and platforms.


	YTD
	Year To Date




	4 The Procurement Opportunity


4.1 Background Information

The aim of this Tender exercise is to procure a fully modern and integrated HR and Payroll system. The Authority has previously considered a managed service and has made the decision not to consider this option further.

The Authority is committed to joint working to improve efficiency wherever possible. It is hoped that the introduction of an integrated solution for HR and Payroll will assist with the re-engineering of business processes. It is intended that the result of this process will enable effective management of staff and cost efficiencies over current processes, capable of justifying the investment. 

It is intended that integrated self service processes for managers and staff shall replace a significant number of currently paper-based processes.  Self service shall be an innovative and joined-up web-based solution that will aid the re-use of information, encouraging time savings in the say-once-tell-many approach.

The specification lays out the scope, requirements and constraints of this Project. It explains what we want to do, but does not restrict or mandate how we do it. The Authority encourages all Tenderers to use their experience and knowledge of industry best practice in their proposal to explain how the functions of HR and Payroll can be most efficiently executed through the use of their solution.
The current Contract for the Payroll system is being provided by Northgate Information Solutions Ltd, however this Contract is coming to an end and the purpose of this procurement exercise is to re tender the Contract and award to a Provider who can continue the high level of service standards required, but in addition provide an integrated system for HR and Payroll which is not being provided with the current system.  The system must be fully developed and in Live use (not in Beta testing) as a minimum in at least one (1) site in accordance with current Payroll legislation. http://www.hmrc.gov.uk/paye/payroll/
The Workforce profile is provided in the table below. Any further information that is required for submission of the Tender can be requested as per the instructions in section 5.5 Clarification and Circular Advice.

	
	Number of Payrolls
	Number of employees on the system

	External customer payrolls –including Academies
	15
	1809

	Council payrolls
	3
	3535


The Authority’s maximum budget available for this Contract shall not exceed two hundred and twenty eight thousand pounds (£228,000). This budget must include the cost of all elements of the system (excluding additional requirements), implementation costs, ongoing licence fees, ongoing maintenance/upgrades/fixes etc for the four year Contract term. These must be detailed in Volume Three (3) Pricing Schedule, Part A Total Contract Price.
4.2 Contract Period

It is intended that any resultant Contract shall commence as soon after receipt of formal letter of award as may be agreed. Contract period to be up to a period of four (4) years, with an option to extend for a period of three (3) years or until the end of the allocated budget, subject to termination clauses contained within either the Standard or Special Terms and Conditions, whichever prevails. 
4.3 Procurement Timetable
The Authority proposes the following timetable for the award of the Contract(s): 

	Documents distributed to Applicants
	Friday 8th March 2013

	Clarification questions to be submitted by
	Monday 1st April 2013

	Clarification responses to be issued by
	Within 5 working days

	Submission deadline
	Monday 22nd April 2013 at 12 noon

	Evaluation
	Monday 22nd April – Friday 10th May 2013

	System Demonstrations & Site Visits
	Monday 13th May – Friday 24th May 2013

	Contract award
	Friday 31st May 2013

	Standstill Period
	Monday 3rd June  – Wednesday 12th June 2013

	Contract start
	June 2013

	Implementation
	June – December 2013

	System Go Live
	20th December 2013


The Authority reserves the right to change the above timetable and Applicants will be notified accordingly if there is a change.

4.4 Authority Representatives

No person in the Authority’s employ or other agent, except as so authorised by the Authority Authorised Officer or Procurement Representative, has any authority to make any representation or explanation to Applicants as to the meaning of the Contract or any other document or as to anything to be done or not to be done by Applicants or the successful Applicant or as to these instructions or as to any other matter or thing so as to bind the Authority.
	Authority Authorised Representative contact details:

	Susan Wiltshire
01803 207361
susan.wiltshire@torbay.gov.uk
	Torbay Council website

www.torbay.gov.uk

	Procurement Representative contact details:


	Josie Medforth
01803 207049

josie.medforth@torbay.gov.uk 
	Torbay Council procurement website:

www.torbay.gov.uk/procurement


	5 Understanding the Procurement Process




5.1 Procurement Procedure

The Government Procurement Service awarded a Framework Agreement RM713, Software Application Solutions, Lot 1 Bespoke Applications and Lot 4 Package Solution.  The Authority wishes to run a ‘Mini-Competition’ under this Framework Agreement to obtain the Services required.

This document is the final stage of this procurement process in accordance with the Public Contract Regulations 2006 as amended in 2009 and constitutes the offer against which a call-off Contract will be awarded if successful.

The Contract that will be awarded as a result of this stage of the procurement exercise will constitute an offer to work with the Awarding Authority and not all Authorities to whom the Framework Agreement is open. 

You are formally invited to submit a quote against said Framework Agreement to the Authority of the Services referred to more specifically within this document.

5.2 Evaluation
The evaluation process is a critical part of the Tender process and is the means by which the Authority is able to assess to whom the Authority wishes to award the Contract

The information disclosed by Applicants in its bid will be used in this evaluation process and for evaluation purposes only, except where indicated otherwise. 
The following criteria and weightings will be applied in the evaluation of the submitted responses: 
	Evaluation Criteria Breakdown
	Sub Criteria % Breakdown
	% Criteria Breakdown

	Award
	100%

	Mandatory Specification Requirements
	
	Pass/Fail

	Supplier/Delivery Approach  
	20%

	Implementation Requirements (1.3),

Support Capabilities (1.4), 
Quality Requirements (1.5) 

Commercial Requirements (1.6)
	20%
	

	Solution/Service Fitness for Purpose including Quality:
	60%

	Cross System Requirements (1.1.1), 
Management Information and User Reporting Requirements(1.1.7)
Non Functional Requirements (1.2)  
	20%
	

	Recruitment Requirements (1.1.2), 
HR Requirements(1.1.3) 
	10%
	

	Payroll Requirements(1.1.4), 
Allowances & Expenses (1.1.5) 
Accounting, Financial and Other Regulatory Requirements (1.1.6).
	30%
	

	Scenario Based System Demonstrations
	10%

	Total Contract Price
	10%


5.3 Award 
5.3.1 Award Process
Award criteria are those that can be considered in assessing the Most Economically Advantageous Tender and as such Applicants responses to the questions asked should give a clear indication of what the organisation is offering for the price/s quoted in Volume Three (3) Pricing Schedule.
The Specification of requirements has been laid out in table form within Volume Two (2) Specification and Award. Each requirement that the solution being proposed is being required to address is listed and referenced in this table. 
An explanation of the table column headings and what is required to be provided and completed under each column heading per requirement is explained below. 
I. The solution being proposed is required to address the following requirements – This describes the requirements of the system that the solution being proposed needs to meet. This information needs to be read and fully understood
II. Weighting – The corresponding scoring weighting has been provided in this column. This has only been provided where a question has been proposed, otherwise N/A has been stated. Where a scoring weighting has been provided a corresponding answer to this question must be provided in the Applicant Response Column. (The weighting is between 1-3). Where there is Weighting N/A a corresponding answer is not required in the Applicant Response column.
III. Mandatory – Where it is Mandatory to meet this requirement then ‘Yes’ has been put in this column. Please refer to section 5.3.2 Mandatory Pass/Fail Requirements.
IV. Solution Meets Requirement Y/N – This requires you to confirm if the solution meets the requirement by inputting a Y or N in this column. Please note where the requirement has a Yes in the corresponding mandatory column. 
V. Applicant Response - Where a question has been proposed in the Requirement column, the answer must be provided in this column. This answer will be scored according to the marking guidelines described in this document under Section 5.3.4 and the weighting given in the column Weighting will be applied to the score for that question.

To summarise, please note that for each requirement:

I. It informs you if it is a mandatory requirement by having a Y or N in the Mandatory column.

II. It informs you if a response is required to a requirement and whether it is being scored by having a Weighting in the corresponding Weighting column

III. You are required to confirm if the solution meets the requirement by putting a Y or N in the corresponding column

IV. Please refer to section 5.3.2 if the requirement is mandatory but you state ‘N’ in the solution meets requirement column

V. You are required to provide an answer in the Applicant Response column to the question proposed.

VI. There is no requirement to provide a response in the Applicant Response column if the Weighting column states N/A

VII. In some instances the requirement is mandatory but is being scored in addition. In this scenario the mandatory column states Y and the Weighting column states 1,2 or 3.

The Authority has not provided a word limit for responses to the questions; however, the Authority would like to inform Applicants that responses should be relevant to the question and be applicable in length. Supporting information may be submitted, provided that it is clearly referenced in the question to which it clearly relates and appended to the main bid.

Any responses to any questions in this section or any other part of your bid that are later found to be incorrect against any of the questions or requirements in the Award sections may lead to you being excluded from this procurement process or any future procurement process lead by the Authority and could cause the termination of any resultant Contract.
The Authority requires all Applicants to complete all of the Award questions in full and submit in accordance with 6.8 Return of Document. 

5.3.2 Mandatory Pass/Fail Requirements

The requirements within the specification table of requirements has a column titled Mandatory, if it is a mandatory requirement that the system you are proposing has to address the particular requirements stated then there will be a ‘Yes’ in this column. 

In order to respond as to whether the solution being proposed meets the Mandatory requirement, the Applicant is required to provide a Yes or No in the next column called ‘Solution Meets Requirements Yes/No’. The answer shall be assessed on the basis of pass or fail. Where a response is given as a ‘Yes’, this will constitute a ‘Pass’ unless further information given contradicts this answer. Where a response is given as a ‘No’, this will constitute a ‘Fail’ unless further information is given that justifies the organisation’s position or where the Authority considers the response to be satisfactory in which case responses shall be marked as a Pass. Responses given as ‘No’ that lack further information will constitute a ‘Fail’. Should an Applicant fail one (1) or more mandatory requirements will be considered to have failed this section in its entirety and as such shall be deselected from participating further in this process and will be notified. 
5.3.3 Marking Guidelines
The questions within the Award section of Volume Three (3) Award will be evaluated against the following marking system:
	Score 0
	No response
	No response
	

	Score 1
	Extremely Weak
	Very poor proposal/response; does not cover the associated requirements, major deficiencies in thinking or detail, significant detail missing, unrealistic or impossible to implement and manage
	Weak

	Score 2
	Very Weak
	Poor proposal/response, only partially covers the requirements, deficiencies in thinking or detail apparent, difficult to implement and manage
	

	Score 3
	Weak
	Mediocre proposal/response, moderate coverage of the requirements, minor deficiencies either in thinking or detail, problematic to implement and manage
	

	Score 4
	Fair - Below Average
	Proposal/response partially satisfies the requirements, with small deficiencies apparent, needs some work to fully understand it
	Fair - Good

	Score 5
	Fair - Average
	Satisfactory proposal/response, would work to deliver all of the Authority's requirements to the minimum level
	

	Score 6
	Fair - Above Average
	Satisfactory proposal/response, would work to deliver the majority of the Authority's requirements to the minimum level with some evidence of where the Applicant could exceed the minimum requirements
	

	Score 7
	Good
	Good proposal/response that convinces the Authority of its suitability, response slightly exceeds the minimum requirements with a reasonable level of detail
	

	Score 8
	Strong
	Robust proposal/response, exceeds minimum requirements, including a level of detail or evidence of original thinking which adds value to the bid and provides a great deal of detail
	Strong - Excellent

	Score 9
	Very Strong
	Proposal/response well in excess of expectations, with a comprehensive level of detail given including a full description of techniques and measurements employed
	

	Score 10
	Outstanding/  Excellent
	Fully thought through proposal/response, which is innovative and provides the reader with confidence of the suitability of the approach to be adopted due to the complete level of detail provided 
	


Questions are scored against the criteria stated above and also weighted from One (1) to Three (3) to emphasise importance. For example, a question with a weighting of Three (3) and scoring ‘Weak’ on the chart above will receive a total score of nine (9) for the question.  Similarly an “Outstanding/Excellent” score will accrue thirty (30) marks.  Details of the potential maximum score and associated weighting are included with each question in Volume Three (3) Qualification and Award.
5.4 Contract Price 
The price offered by the Applicant in Volume Three (3) Pricing Schedule shall be firm and fixed for the period as stated for the duration of the Contract. Any percentage discounts that may be applied must be detailed in the same. Price variation during the term of Contract will be by negotiation only via formal performance review meetings. Any price variations will not take effect until they have been mutually agreed by both Authority and Applicant and the former receives confirmation in writing from the latter.

All prices submitted shall be in pounds sterling and shall be exclusive of Value Added Tax (VAT). 

Volume Three (3) Pricing Schedule will be evaluated in accordance with the criteria and weightings as set out in this Volume One (1) Instructions and Information and will form part of the Award section therein. Applicants with the lowest price will score maximum marks out of a possible one hundred (100) and Applicants submitting higher prices will be awarded marks proportionate to their distance from the lowest price.
The Authority’s maximum budget available for this Contract shall not exceed two hundred and twenty eight thousand pounds (£228,000). This budget must include the cost of all elements of the system (excluding additional requirements), implementation costs, ongoing licence fees, ongoing maintenance/upgrades/fixes etc for the four year Contract term. These must be detailed in Volume Three (3) Pricing Schedule, Part A Total Contract Price.
5.5 Clarification and Circular Advices

If your organisation has any questions relating to any part of this questionnaire or to the procurement process as a whole, please contact the Procurement Representative detailed within this Volume One (1) Instructions and Information. 

There will be no negotiations of any of the substantive terms of the documents.  Only clarification queries relating to the documents will be answered.

Applicants shall submit all clarification questions via the Supplying the South West e-Tendering portal before twelve (12) noon on the date given at 4.3 Procurement Timetable of this Volume One (1) Instructions and Information.
Applicants should note that unless your question is innovation based, responses will be provided to all Applicants. The identity of Applicants raising any questions will remain confidential.

Any instruction by the Council prior to the due date will be issued to all Applicants via the Supplying the South West e-Tendering portal.  

If during the period the Authority or Awarding Authority in the case of a Framework Agreement issues any circular letters to Applicants in order to clarify or alter part of the documents, then such circular letters shall form part of the Contract and Applicants shall be deemed to have taken account of them in preparing their bid. Applicants shall also promptly acknowledge any circular letters that they receive.
5.6 Authority Site Visits 
The Authority reserves the right to pay a site visit to Applicant’s premises/exemplar site/s at which it performs the service required under the Contract.  Applicants will be contacted to be made aware that a site visit will take place. Any notification that is made will detail the date, time and details of those Officers that are anticipated to attend.

Applicants must grant access to any premises requested to be visited by the Authority within that allocated time period. Site visits will be for the purpose of ensuring that Applicants are appropriately skilled and experienced to deliver the service required under the Contract and that any claims made to that effect are accurate. This exercise will be for clarification and information gathering purposes only. 
5.7 Scenario Based System Demonstrations
The Authority reserves the right to invite Applicants, to attend a scenario based system demonstration at which stage it will be a requirement to reinforce your position by demonstrating the system being proposed to key stakeholders.
Applicants will be contacted to be invited to the demonstration. The invite will detail the date, time and location and the required content of the scenario based demonstration, which will include any specific questions/topics to be covered and the marking system.
Applicants must be available for the timescales indicated within this Volume One (1) Instructions and Information. Specific dates for each Applicant’s demonstration will be finalised following the tender submission date.
The scenario based system demonstrations will be for the purpose of ensuring that Applicants have full comprehension of all that is required under this Contract and that all information submitted is accurate. This exercise will be for clarification purposes and may lead to revised scoring as part of the evaluation, should clarification elucidate issues that would otherwise have been unclear. 

5.8 Rejection of Offers

The Authority may at its absolute discretion refrain from considering or reject any offer if: it is incomplete or vague or is submitted later than the prescribed date and time; or it is not in accordance with the approved format and all other provisions of the documents or is in breach of any condition contained within it.

Any Submission in respect of which the Applicant:

Has directly or indirectly canvassed any Official, Member or Officer of any of the Authority or obtained information from any other person who has been contracted to supply Goods or provide the Service or Works to the Authority concerning the award of the Contract or who has directly or indirectly obtained or attempted to obtain information from any such Official, Member or Officer concerning any other Applicant; or

Fixes or adjusts the prices shown in Volume Three (3) Pricing Schedule by or in accordance with any agreement or arrangement with any other person; or Communicates to any person other than the Authority the amount or approximate amount of the prices shown in Volume Three (3) Pricing Schedule except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the bid or for the purposes of insurance or financing; or

Enters into any agreement with any other person that such other person shall refrain from submitting an offer or shall limit or restrict the prices to be shown or referred to by another Applicant; or

Offers to agree to pay to any person having direct connection with the procurement process or does pay or give any sum of money, inducement or valuable consideration, directly or indirectly, for doing or having done or causing or having caused to be done in relation to any other Applicant or any other person’s proposal, any act or omission,
shall not be considered for acceptance and shall accordingly be rejected by the Authority provided always that such non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Authority or any criminal liability which such conduct by a Applicant may attract.

5.9 Acceptance of Offers 
The Authority shall accept what it considers to be the Most Economically Advantageous Tender.  The Authority reserves the right to award the business in whole to one Applicant, in part to more than one Applicant or to make no award at all. The Authority is prepared to consider part bids as appropriate.
5.10 Award of Contract

Submitted documents shall constitute an irrevocable offer to provide the Goods/Works or Services. Any acceptance of it by the Authority shall be communicated in writing to the Applicant. Upon such acceptance the Contract shall become binding on all parties.

The successful Applicant shall conclude a formal Contract with the Council, which shall embody the Applicant’s offer. No Applicant may consider itself successful unless and until a formal Contract has been signed by a Duly Authorised Officer of the Authority and co-signed by the Applicant’s Authorised Officer.

The offer shall remain open for acceptance for a period of six (6) months from the closing date for the receipt of Submissions.

5.11 Bribery Act

The Bribery Act 2010 modernises the law on bribery and came in to force on 01 July 2011. The Act requires Public Bodies to ensure that they have procedures in place to prevent bribery by persons associated with them. As part of this responsibility all Applicants should make themselves aware of the obligations set out at http://www.justice.gov.uk/legislation/bribery.
	6 Understanding the Procurement Documentation


6.1 Structure of the Document
6.1.1 Structure and Explanation
This document is split in to four (4) volumes as follows 
	Volumes for Information
	Volumes for Completion and Return

	Volume One (1) Instructions and Information
	Volume Two (2) Specification and Award

	
	Volume Three (3) Pricing Schedule

	
	Volume Four (4) Forms


For the avoidance of doubt only those Volumes listed under Volumes for Completion and Return, require completion and Submission by the Applicant. The Submission of these Volumes will be considered by the Authority to be a fully complete and official offer. Any Submissions made omitting any one or more of these Volumes or any of the requirements therein will be considered as incomplete and will be treated as such. Documents should only be completed in the format in which they currently appear and resubmitted in the original volumes as stated above. It is essential that Applicants do not re-format, re-brand or consolidate any of the volumes in accordance with their own standards on formatting in order to aid the Authority’s evaluation process. Applicants are expected to read, understand and agree to all Volumes of the document as it will in its entirety form part of the resultant Contract. A Submission checklist is enclosed in Volume Four (4) Forms for all Applicants to complete. 
The Contract Terms and Condition of Contract applicable to this opportunity can be found on the Supplying The South West e-Tendering portal. Applicants will be required to declare that they have read and understood and will comply with said clauses as part of the document return process as detailed at section 6.8 Return of Document of this Volume One (1) Instructions and Information. 

6.2 Study of the Document

Documents issued by the Authority to a prospective Applicant must not be passed on to a third party without the express permission of the Authority.

The Applicant is required to examine the documents and to obtain all information as it may require them to make a bid. The Applicant shall be deemed to have satisfied itself as to the correctness and sufficiency of its Submission. No claims whatsoever shall be entertained arising out of the Applicants failure to study the documents; the information you provide will be relied upon as being true and accurate and will form part of the Contract for the successful Applicant. If any of the information given by your organisation within the document is subsequently identified as being inaccurate, this may exclude your organisation from further consideration.

Applicants shall be deemed to have satisfied themselves before making their Submission as to the accuracy and sufficiency of the prices and rates as stated in Volume Three (3) Pricing Schedule which shall (except in so far as it is otherwise provided in the Contract) cover all obligations under the Contract and Applicants shall also be deemed to have obtained for itself all necessary information as to risks, contingencies and any other circumstances which might reasonably influence or affect it’s bid. 

The Applicant is responsible for obtaining all information necessary for the preparation of its bid and all costs, expenses and liabilities incurred by the Applicant in connection with it shall be borne by the Applicant.
6.3 Completion of Documents 

All entries such as rates, price totals or any other endorsements entered must be typewritten in English.

Applicants will answer all appropriate questions and sign (if possible) where specified.  You may continue on a separate sheet where necessary. Applicants will clearly reference its replies and any supporting documentation.

Any pro-formas must be fully completed even if your organisation has previously submitted information. It is not sufficient to cross-refer to previous responses.

6.4 Innovative Offers

Innovative offers may be made in addition to making a full and complete Submission.  The Submission of an innovative offer will not be considered if the Applicant fails to make a complete Submission in the prescribed format.
6.5 Alternatives and Variations
Should the Applicant wish to offer a variation or alternative to the Specification detailed within this document, including innovations to any Goods/Works or Services identified, please complete the Tender as described, answering the questions asked against the Specification provided at Volume Two (2) and submitting the relevant pricing within Volume Three (3) Pricing Schedule: the ‘standard bid’. Your alternative or variant bid should be prepared separately and submitted as such, giving clear details of your organisation’s departure from the specification or where your innovations alter other parts of the Tender, for example any Contract clauses or pricing. No alternative or variant shall be considered by the Authority without the Submission of a ‘standard’ bid. 

6.6 Discrepancies, Omissions and Enquiries concerning the Documents

Should the Applicant find discrepancies in, or omissions from, the documents, the Authority’s Procurement Representative shall be immediately notified by the Applicant.

6.7 Errors and Omissions

Should any additions or deletions to the documents be considered necessary prior to the date for Submission, these will be issued by the Authority to Applicants and will be deemed to then form part of the documents; the Authority reserves the right to extend any date of Submission accordingly.
If the Authority discovers errors or omissions in the offer, the Applicant may be required to justify the price or item(s) concerned.  Any price adjustments to the offer made by agreement between the Authority and the Applicant shall be confirmed in writing by the Applicant to the Authority before final acceptance by the Authority.

6.8 Return of Document 

Documents must be returned electronically via the Supplying The South West Tenders e-Tendering portal. Should you experience any problems with Supplying The South West, please contact the support desk swsupport@due-north.com or call 0844 334 5204. This line is available between 08:30 and 17:00 Monday to Friday (excluding English bank holidays).

Submissions must be received in advance of the deadline in order to qualify as timely offers. As such, Applicants are urged to make their Submission well in advance of the stated time or date in order to avoid such issues as technical difficulties with the electronic system that may be due to the high volume of traffic attempting to submit offers on the same date at the same time, for example. 

Submissions made after the date and time specified on the documents or to a different address, electronically or otherwise, will not be considered under any circumstances.

6.9 Non Submission
If no offer is to be made, this must be indicated via the Supplying The South West portal. In order that the Authority can better understand its Applicant base, your comments regarding the reasons behind your non-Submission would also be appreciated. These can also be made via the Supplying The South West portal.

6.10 Ownership

The documents which constitute the offer and all copies thereof are and shall remain the property of the Authority and save for the purposes of the bid, must not be copied or reproduced in whole or in part and must be returned to the Authority upon demand.

6.11 Applicant’s Warranties
In submitting their offer the Applicant warrants and represents and undertakes to the Authority that it has not done any of the acts or matters referred to in Article 23 of the Public Contracts Regulations 2006 (as amended in 2009) and has complied in all respects with the requirements;

It has full power and authority to enter into the Contract and provide the Goods/Works or Services will if requested produce evidence of such to the Authority;

It is of sound financial standing and the Applicant and its partners, directors, officers and employees are not aware of any circumstances (other than such circumstances as may be disclosed in the audited accounts or other financial statements of the Applicant submitted to the Authority) which may adversely affect such financial standing in the future.

6.12 Authority’s Warranties and Disclaimers

The fact that an Applicant has been invited to bid does not necessarily mean that the Applicant has completely satisfied all the Authority’s criteria and the Authority may require further information as appropriate and assess this as part of the evaluation process.

The Applicant shall have no claim whatsoever against the Authority in respect of such matters and in particular (but without limitation) the Authority shall not make any payments to the successful Applicant save as expressly provided for in the Contract and (save to the extent set out in the Contract) no compensation or remuneration shall otherwise be payable by the Authority to the Applicant in respect of the services by reason of the specification being different from that envisaged by the Applicant or otherwise.

Whilst the information in this document has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified.  With the exception of statements made fraudulently, the Authority does not accept any liability or responsibility for the adequacy, accuracy or completeness of such information. The Authority does not make any representation or warranty (express or implied) with respect to the information contained in the document or with respect to any written or oral information made or to be made available to any Applicant or its professional advisors.

Each Applicant to whom the document is sent must make its own independent assessment of the proposed terms after making such investigation and taking such professional advice as it deems necessary to determine its interest in the Contract.

This document is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded the Applicant to bid or enter into any other contractual agreement.  Under no circumstances shall the Authority be liable to an Applicant in respect of any costs incurred by an Applicant (whether directly or otherwise) in relation to the preparation or Submission of an offer.
